
 
 

Persons with disabilities requiring reasonable accommodation to participate in this meeting should 
contact the park district’s ADA Compliance Officer, Michael Benard, at the park district’s Administrative 
Office, 102 E. Wesley Street, Wheaton, IL Monday through Friday from 8:30 am until 4:30 pm at least 48 
hours prior to the meeting.  Requests for a qualified ASL interpreter require five (5) working days 
advance notice.  Telephone number 630.945-7726; fax number 630.665.5880; email 
dsiciliano@wheatonparks.org 
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PUBLIC NOTICE  
 

Wheaton Park District Board of Commissioners  
SUBCOMITTEE MEETING 

Wednesday August 5, 2026 
DuPage County Historical Museum  

102 E. Wesley Street, Wheaton, IL 60187 
 5:00 pm  

 
 
Public Notice Date July 31, 2026 
 
Public notice is hereby given that the Board of Park Commissioners of the Wheaton Park 
District, DuPage County, Illinois (the “Park Board”) will hold a Subcommittee Meeting on 
Wednesday August 5, 2026, at the DuPage County Historical Museum 102 E. Wesley 
Street, Wheaton, IL 60187 
 
 
Please contact Michael J. Benard, Board Secretary, for further information. 
mbenard@wheatonparks.org 
 
Michael J. Benard 
Secretary 

 
 

 
The Agenda for the August 5, 2026, Subcommittee Meeting is as Follows: 
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Subcommittee Meeting of the Wheaton Park District Board of Commissioners 
August 5, 2026, 5:00 pm 

 
No Action Will Be Taken at This Meeting – Review & Discussion Only 

 
COMMUNITY INPUT 
 
Public comments are important to the Board. However, it is the Board’s policy not to take action 
on items until time has been taken to gather information and discuss all options. Lack of action 
does not imply lack of interest in the issues. During the community input portion of the agenda 
the Board typically will ask residents to provide input prior to accepting input from nonresidents. 
 
The purpose of the public participation is to allow the public the opportunity to make a statement 
to the Board. The purpose of public participation is not to provoke a debate with the Board. Once 
an individual has spoken, that individual may not speak on the same issue again. Any limitation 
regarding addressing the Board may be waived by the President. 
 
Except during the public comment portion of the regular Board agenda, or as stated in this rule, 
no person other than the Executive Director or the District’s Attorney may address the Board. 
 
DISCUSSION ITEMS 
 
Finance and Administration  

1. Investment of Wheaton Park District Funds – Presentations by Wheaton Bank & Trust 
and PMA  

2. Memo regarding sales tax rate changes affecting Wheaton Park District facilities. 
3. Cream of Wheaton Payment to the City of Wheaton- Review of payment to the City 

of Wheaton for special event support services for the Cream of Wheaton not to exceed 
$40,402.32 

4. Personnel Policy Manual – Review of proposed amendments  
5. Approval of Payment exceeding $19,999.99 – Review of cheerleading expenditures not 

to exceed $50,000  
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Buildings and Grounds 
1. Arrowhead Golf Club- Review of driving range bid results  
2. Arrowhead Golf Club Review of driving range materials testing  
3. Resolution 2026-03 – Review of Resolution 2026-03 approving certain amendments to 

the Wheaton Park District parks, facilities, trails and open space naming policy  
4. Toohey Park – Review of revisions to the Wheaton Park District comprehensive plan  
5. Resolution 2026- 04- Review of Resolution 2026-04 OSLAD grant application  
6. Infield Renovations- Review of purchase of additional Quick Pitch material  
7. Cosley Zoo- Review of programming, concept development & cost estimating services 

proposal with Featherstone  
8. Wheaton Park District General Park Use Ordinance - Review and discussion 

concerning park use ordinance amendments related to e-bike and micro mobility 
motorized devices in the parks 
 

CLOSED SESSION   
a. Appointment, Employment, Compensation, Discipline, Performance, or Dismissal of 

Specific Employees, 5ILCS 120/2 (c)(1) 
b. The Selection of a Person to Fill a Vacancy in Public Office, 5 ILCS 120/2(c)(3). 
c. Purchase or Lease of Real Property, 5ILCS 120/2 (c)(5)    
d. Setting of Price for Sale or Lease of Property Owned by the Public Body, 5ILCS 120/2 

(c) (6)  
e. Pending, Probable or Imminent Litigation, 5ILCS 120/2 (c)(11)  
f. Discussion of Minutes of Meetings Lawfully Closed Under this Act, Whether for 

Purposes of Approval by the Body of the Minutes or Semi-Annual Review of the 
Minutes, 5 ILCS 120/2(c)(21) 

mailto:dsiciliano@wheatonparks.org
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TO:  Board of Commissioners 
 
FROM: Matthew Jay, Human Resource Manager and Sofia Tamayo 
 
THROUGH: Michael Benard, Executive Director  
 
RE:  Comprehensive Revision and Update of the Wheaton Park District Personnel 
Policies 
 
DATE:  August 19, 2026                                                  
 
 
SUMMARY:  
 
As a best practice, and to keep up with frequently changing laws, a comprehensive legal update 
and review of our Personnel Policy Manual should be conducted every two to three years by an 
attorney. Our 2026 review was conducted by Senior Employment Counsel at HR Source. HR 
Source, formerly Management Association, is a contractual firm that provides the District with 
valuable resources that assist us in navigating the complex challenges and legal compliance 
issues related to the human resource management end of our business.   
 
The Policy Manual had minor edits, details added for clarification, and updates due to law 
changes. The major amendment changes to the policy manual are as follows:  
 

• The table of contents and page numbers will change once all red lined changes are 
accepted.  

• Section 1.2 - Page 8 – Purpose – Added language regarding employee’s rights to engage 
in legally protected activities, such as discussing wages and labor unions.  

• Section 2.1 – Page 9 – Equal Employment Opportunity Policy – Added language about 
perceived identity including but not limited to race, sexual orientation, and gender 
identity.  

• Section 2.2 – Page 9 – Reasonable Accommodations – Added “the Victims Economic 
Safety and Security Act” and “Individuals affected by a crime of violence.”  

• Section 2.3 – Page 10 – Diversity, Equity, and Inclusion – Changed the section name 
from Diversity, Equity, and Inclusion to Merit and Inclusion. Changed section description 
paragraph. Edited all “diversity, equity, and inclusion” phrasing to “merit and inclusion.” 
Added language for applying inclusive principles.  

• Section 2.6 – Page 12 – New Hire Reporting – Added independent contractors.   
• Section 3.1.4 – Page 13 – Employee Classifications – Added language about employee 

status and Districts at-will employment policy.  
• Section 3.1.5 – Page 13 – Employee Classifications – Added language regarding the 

responsibilities of independent contractors.   
• Section 4.1 – Page 15 and 16 – Continuing Education/Tuition Reimbursement – Added 

language regarding employee schedule changes due to class schedule. Added language 
regarding tuition reimbursement repayment upon termination.  
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• Section 5.2.3 – Page 17 – Statutory Benefits – Added language about employee leave for 
school visitation.  

• Section 5.3.2 – Page 20 – District Sponsored Benefits – Added language about vacation 
days not being considered hours worked for the purposes of overtime.  

• Section 5.3.6 – Page 23 – District Sponsored Benefits – Added language about paid time 
off not being considered hours worked for the purposes of overtime.  

• Section 5.3.7 – Page 23 – District Sponsored Benefits – Added language about paid 
funeral leave not entitling employees to additional leave.  

• Section 7.3 – Page 30 – Unpaid General Leave of Absence – Changed section title to 
“Unpaid General Leave of Absence.”      

• Section 7.5 – Page 31 – Military Leave – Added language about military paid leave 
regarding funeral honors.    

• Section 10.1 –Page 36 and 37 – Non-Discrimination and Anti-Harassment Policy – 
Added the language “familial responsibilities, healthcare decisions” to Discrimination 
and Harassment sub-sections. Added sexual misconduct definition.  

• Section 10.2 – Page 39 – Disciplinary Action – Added language regarding actions 
affecting at-will employment relationships.  

• Section 10.6 – Page 44 – Smoking –Added “smokeless tobacco.”   
• Section 10.7 - Page 45 – Personal Appearance – Added language regarding unacceptable 

attire. 
• Section 10.7 – Page 46 – Personal Appearance – Added language regarding employee 

dress code following their position and daily tasks.  
• Section 10.8 – Page 45 – Ban on Certain Gifts and Rewards – Added language about 

employees being conscientious of receiving gifts and rewards.      
• Section 10.13 – Page 49 – Workplace Security and Inspections – Added language about 

the district’s ability to search employee articles that are on the district’s premises.  
• Section 11.2 – Page 52 – Use of Mobile Technologies – Added language about employee 

expectations and responsibilities while driving.     
• Section 12.1 – Page 56 – Hours of Work and Meal/Break Periods – Added language 

regarding employee breaks for an employee who is scheduled for 12 or more hours.  
• Section 12.3 – Page 56 – Business Expenses – Added language about properly reporting 

reimbursable business.  
• Section 12.5 – Page 57 – Solicitation – Added language about distribution, working time, 

and working areas.   
• Section 12.9 – Page 58 – Safety/Injury and Reporting – Added language about the 

responsibility of the district and employees to maintain a safe workplace.  
• Section 13.1 – Page 59 – Overtime/Timekeeping – Added “Holidays, vacation, sick, 

personal...”  
• Section 13.3 – Page 60 – Personnel Records – Added language about the release of 

employee information.  
 
PREVIOUS COMMITTEE/BOARD ACTION:   
          
The Board approved the Personnel Policy Manual update in September of 2024.           

  
LEGAL REVIEW: 
 
HR Source reviewed Personnel Policy Manual. 
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ATTACHMMENTS: 
 
Redlined Personnel Policy Manual reviewed by HR Source and Legal Counsel. 

 
STAKEHOLDER PROCESS: 
 
Once the Park Board approves the Personnel Policy Manual, the manual will be distributed to 
department heads and employees.  
 
RECOMMENDATION: 
 
Staff recommends the approval of the Wheaton Park District Personnel Manual dated July 2026. 
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INTRODUCTION 

 
1.1 Preamble 
 
The Wheaton Park District (“Park District” or “District”) is composed of a variety of park areas, special 
recreation facilities, and program services which contribute to the wellbeing of individuals and families, to 
the attractiveness of neighborhoods, and to the social and economic health of the community. It is the goal 
of the Park District to develop and maintain a creative, efficient, responsive, and balanced leisure delivery 
system for all its citizens. A good employer/employee relationship is an essential component of the parks 
and recreation program. In an effort to achieve and maintain such a relationship, the Park District hereby 
adopts this Personnel Policy Manual (“Manual”). 
 
1.2 Purpose 
 
The purpose of this Manual is both to provide employees with general information and guidelines 
concerning their employment relationship with the Park District and to describe the Park District’s 
expectations of its employees. This Manual is not intended to be comprehensive, all-inclusive, or to address 
all of the possible applications of, or exceptions to, the general policies and procedures described. 
 
The Manual is not intended to create a contract of employment.  Rather, it is simply intended to generally 
describe the Park District’s policies and procedures, employee benefits, and general guidelines.  Unless you 
have an employment agreement to the contrary, which is signed by the Executive Director of the Park 
District, your employment is at-will and may be terminated, with or without cause, and with or without 
notice, at any time at the option of either the employee or the District.  See also At Will Status policy. 
 
This Manual supersedes all previously issued manuals, policies, and notices that cover these same subject 
matters. An employee’s decision to continue employment with the Park District after this revision, or 
following any future revisions, shall be deemed to constitute their agreement with all such revisions.  The 
Park District and the Board of Park Commissioners reserve the right to unilaterally revise, supplement or 
discontinue any of the policies, guidelines, or benefits described in this Manual.   
 
Applicable federal, state or local laws or regulations shall supersede these stated policies, until corrections 
can be published, in the following instances: 
 
• If any of the policies are or become in conflict with federal, state, or local laws or regulations; 
 
• If any omissions or inclusions cause conflict with federal, state, or local laws or regulations; or 
 
• If typographical or printer error should cause conflict with any federal, state, or local laws or 
 regulations. 
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A copy of this Manual will be given to each employee after hiring. The employee will be required to review 
the Manual and become familiar with its contents and acknowledge their receipt of the Manual in writing 
and understand that failure to comply with the provisions of this Manual may result in disciplinary action, 
up to and including termination of employment. The Park District will try to keep employees informed of 
changes as they occur, by distributing copies of revised provisions to employees.  A copy of the Manual 
will also be maintained in the Park District Human Resource Office and on the Park District intranet. 
 
Any employee who desires to make suggestions regarding these policies may submit such suggestions in 
writing to the Office of the Executive Director of the Wheaton Park District (“Executive Director”).  
 
If there is any policy or provision in the Manual that an employee does not understand, they should seek 
clarification from the Human Resource Department or the Executive Director.  Should there be any 
questions as to the interpretation of the policies or benefits listed in this Manual, or any exceptions; the final 
explanation and resolution will be at the sole and absolute discretion of the Executive Director, subject to 
federal, state, and local laws. 
 
The Park District, of course, will not interpret or apply any policy in this Handbook as a means of preventing 
or dissuading employees from engaging in activities protected by state or federal law, including Section 7 
rights under the Illinois Public Labor Relations Act. Thus, nothing in this Handbook should be read as 
limiting employees’ rights to discuss wages, benefits, and terms and conditions of employment; raise 
complaints about working conditions; join or support labor unions; or engage in other legally protected 
activities.   
 
 
1.3 At-Will Status 
 
Nothing contained in this Manual, Board policies, or any written or oral statement interpreting, explaining, 
or clarifying these policies by any member of the staff or Park Board, is intended to create an employment 
contract, or any type of binding agreement, either express or implied, between the Park District and any 
employee. Nor does this Manual guarantee any fixed terms or conditions of employment.  Unless there is 
a written agreement signed by the Executive Director to the contrary, your employment is at-will and may 
be terminated, with or without cause, and with or without notice, at any time at the option of either 
you or the Park District.   
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EMPLOYMENT 
 

2.1 Equal Employment Opportunity Policy 
 
The Park District is an equal employment opportunity employer. The Park District gives fair consideration 
to all qualified persons, and affords all our employees opportunities for advancement according to their 
individual abilities, regardless of actual or perceived sex, race (and traits associated with race including but 
not limited to hair texture and protective hairstyles), color, ancestry, national origin, citizenship status, work 
authorization status, religion, age, disability, sexual orientation, gender identity or expression, pregnancy, 
military or veteran status, genetic information, order of protection status, marital status, family 
responsibilities, reproductive health decisions, or any other category protected by applicable law. This 
policy of equal employment applies to all aspects of the employment relationship, including but not limited 
to: initial consideration for employment; job placement and assignment of responsibilities; performance 
evaluation; promotion and advancement; compensation and fringe benefits; training and professional 
development opportunities; formulation and application of human resource policies and rules; facility and 
service accessibility; and discipline and termination. 
 
Any employee who believes this policy has been violated should report the situation to their supervisor or 
Human Resources.  All such matters will be thoroughly investigated and rectified if a policy violation is 
identified.  Please refer to Section 10.1 governing non-discrimination and anti-harassment for more detailed 
information concerning the District’s investigative procedures. We strongly encourage use of this policy if 
necessary and assure employees that they need not fear any reprisals for bringing forth a good faith claim, 
regardless of the results of any investigation. 
 
2.2 Reasonable Accommodations 
 
The Park District supports the Illinois Human Rights Act, Americans with Disabilities Act as amended, the 
Victims’ Economic Safety and Security Act, and Title VII of the Civil Rights Act of 1964 and will  provide 
reasonable accommodations for people with disabilities, women affected by pregnancy, childbirth, or 
related conditions in the workplace, individuals affected by a crime of violence, and for individuals’ 
sincerely held religious beliefs unless such accommodations would present an undue hardship for the 
District. 
 
What is considered a reasonable accommodation will be based on a case-by-case analysis. Reasonable 
accommodations apply to all applicants and employees and include, but are not limited to: hiring practices, 
job placement, job duties, and training.   
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A qualified person with a disability is any individual with a disability who, with or without reasonable 
accommodation, can perform the essential functions of the job the individual has or wants, and does not 
pose a direct threat to the health or safety of the employee or other individuals in the workplace. A qualified 
person eligible for an accommodation may also include a woman who is affected by pregnancy, childbirth, 
or related conditions and/or an individual who requires a workplace accommodation in order to practice 
their religion. 
 
Contact your supervisor or Human Resources for further clarification regarding the Park District's policy 
on reasonable accommodation or to request a reasonable accommodation in the workplace. See 
https://dhr.illinois.gov/content/dam/soi/en/web/dhr/publications/documents/pregnancy-posting-idhr-eng-
2023.pdf for more information about pregnancy accommodations.  
 
2.3 Diversity, Equity, Merit and Inclusion 
 
Diversity, equity, and inclusion are important values of the Park District. We embrace and encourage our 
employees’ differences in all aspects, including but not limited to, race, color, national origin, cultural 
background, age, sex, gender, ethnicity, gender identity or expression, languages, national origin, physical 
and mental ability, political affiliation, religion, sexual orientation, parental status, marital status, 
educational levels, socio-economic status, military or veteran status, and other characteristics that make our 
employees unique. 
 
The Organization embraces a workplace centered around merit and inclusion. As such, we value relevant 
experience, hard work, commitment, strong performance and the treatment of others with kindness and 
respect. We promise to respect our employees’ differences in all aspects, including but not limited to, race, 
color, national origin, cultural background, age, gender, ethnicity, gender identity or expression, languages 
spoken, physical and mental ability, political affiliation, religion, sexual orientation, parental status, marital 
status, educational levels, socio-economic status, military or veteran status, and other characteristics that 
make our employees unique. 
 
 
As part of our commitment to a workplace culture that values and promotes diversity, equity merit and 
inclusion, and a work environment free of all forms of discrimination, harassment, and hostility, we promise 
to: 
 
• Lead with respect and tolerance. We expect all employees to embrace this philosophy and to 
 express it in workplace interactions and through everyday practices. 
 
• Acknowledge and dismantle any inequities within our policies, systems, programs, and services.  
 
 Promote respectfulness, cultural awareness, and inclusivity by Apply principles of equity to achieve 
equal employment opportunities for qualified individuals of all backgrounds: 
 

o Fostering a collaborative work environment in which all employees participate and contribute, and 
individual differences and contributions are recognized and valued. 

o Empowering and providing a safe space for all employees to express themselves, exchange ideas, 
and feel heard; and  

https://dhr.illinois.gov/content/dam/soi/en/web/dhr/publications/documents/pregnancy-posting-idhr-eng-2023.pdf
https://dhr.illinois.gov/content/dam/soi/en/web/dhr/publications/documents/pregnancy-posting-idhr-eng-2023.pdf
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o Encouraging employees to be open and receptive to others' experiences and perspectives. 
 

•  Regularly review all our employment policies, practices, and procedures so that fairness is  
 maintained at all times. 

 
2.4 Employment Practices/Nepotism/Preferential Treatment  
 
Due to the various specializations that exist within a parks and recreation agency, it is the policy of the Park 
District that employees of the District be certified or trained in their position’s appropriate field. 
Recruitment and selection of management emphasizes this in a non-discriminatory manner. 
 
It is also the policy of the District to hire, retain, and promote individuals based upon their qualifications 
and performance, as well as the needs of the Park District, and not on the basis of nepotism or other improper 
favoritism.   
 
Members of an employee’s family, or those in a close personal relationship with the employee, will not be 
considered for employment without prior approval from the Executive Director. Such approval is preceded 
by a determination that neither a conflict of interest, nor a situation exists whereby any family member or 
significant other has a supervisory/subordinate working relationship, or any other interference with the 
District’s operations is likely to occur.   
 
For purposes of this section, the term “family member” shall include the employee's spouse or domestic 
partner, child or step-child, parent, sibling, grandchild, grandparent, stepparent, parent-in-law, brother-in-
law, sister-in-law, niece, nephew, cousin, son-in-law, daughter-in-law, brother-in-law, or sister-in-law. This 
policy must also be considered when assigning, transferring, or promoting an employee.   
 
Employees who marry or establish close personal relationships may continue employment as long as it does 
not result in the above.  Employees must inform the Executive Director or Human Resources if they enter 
into a familial or close personal or romantic relationship to ensure that no actual or perceived conflict of 
interest is present.  If the conditions outlined above should occur, attempts may be made to find a suitable 
position within the organization to which one of the employees may transfer. If accommodations of this 
nature are not feasible, the employees will be permitted to determine which of them will resign. 
 
2.5 Secondary Employment or Service 
 
The Park District recognizes that employees sometimes seek additional employment or hold office during 
their off hours. The Park District asks these employees to remember that, despite any outside obligations, 
their position with the District is their primary responsibility. The Park District reminds employees that 
working extended hours might adversely affect their health, endurance, and productivity. If the District 
determines that outside obligations interfere with the employee's performance or create an actual or 
apparent conflict of interest, the employee may be asked to discontinue their outside obligations. 
 
The Park District does not consider additional employment or the holding of an office to be an excuse for 
poor job performance, tardiness, absenteeism, or refusal to work overtime.  
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You should notify your supervisor or Human Resources immediately regarding any potential conflicts of 
interest you may have due to secondary employment.  If the Park District determines that outside 
employment interferes with the employee's performance or creates an actual or apparent conflict of interest, 
the employee may be asked to terminate the outside employment. 
 
2.6 New Hire Reporting 
 
The District, or its designated third-party, will submit information on newly hired or rehired employees, 
including independent contractors, to the Illinois Department of Employment Security, New Hire Directory.  
The new Hire Reporting Program is part of the federal welfare reform law and includes increased efforts to 
locate absent parents who are not supporting their children.  In addition, new hire reporting assists in 
reducing fraudulent unemployment and workers’ compensation payments.   
 
2.7 Immigration Law Compliance  
 
The Park District is committed to employing only those applicants who are authorized to work in the United 
States and does not unlawfully discriminate on the basis of citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act, each new employee, as a condition of 
employment, must complete the Employment Eligibility Verification Form I-9 and present documentation 
establishing identity and employment eligibility.  Former employees who are rehired must, in certain 
circumstances, complete a new I-9 form.   
 
2.8 Expiration of Work Authorization 
 
Employees who have a work authorization that expires will need to provide an updated work authorization.  
Employees who fail to provide proof of their renewed authorization to work prior to the expiration of the 
authorization documented on their Form I-9 are subject to immediate termination. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

COMPENSATION 
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3.1 Employee Classifications  
 
It is the intent of the Park District to clarify the definitions of employment classifications so that employees 
understand their employment status and benefit eligibility. These classifications do not guarantee 
employment for any specified period of time.  Accordingly, the right to terminate the employment 
relationship, at will, at any time is retained by both the employee and the Park District. 
 
Each employee is designated as either Non-Exempt or Exempt according to federal and state wage and 
hour laws.  Non-Exempt employees are entitled to overtime pay and are under the specific provisions of 
federal and state wage and hour laws.  Exempt employees are not entitled to overtime pay and are excluded 
from specific provisions of federal and state wage and hour laws. 
 
In addition to the above categories, each employee will belong to one other employment category: 
 
 3.1.1 Regular Full-Time employees are those that have completed their introductory period and 
are regularly scheduled to work a minimum of 40 hours per week.  Generally, they are eligible for the Park 
District’s full benefit package, subject to the terms, conditions, and limitations of each benefit program. 
 
 3.1.2 Regular Part-Time employees are those that have completed their introductory period and 
regularly work an average of less than 40 hours per week.  They are eligible for some of the Park District's 
benefit package, subject to the terms, conditions, and limitations of each benefit program. 
 
 3.1.3 Temporary/Seasonal employees are those who regularly work a 40-hour week or less over 
a designated, predetermined period of time, usually not to exceed nine (9) months. Temporary employees 
are not eligible for any of the Park District's benefit package except those required by law. 
 
 3.1.4 Introductory employees are those employees working within their first six (6) months of 
employment with the Park District.  During this time, the employee has the opportunity to evaluate the 
work environment and discover if the employee is suited to and likes their new position.  Similarly, the 
introductory period provides the employee’s supervisor a reasonable period of time to evaluate the 
employee’s performance and determine if the employee appears to possess the aptitude and attitude 
necessary for him/her to meet the required standards and expectations of the position.  An employee’s 
introductory status may affect eligibility for some benefits — please see Human Resources for more 
information.  Once the employee successfully completes the introductory period, the employee will be a 
regular employee. This is simply an administrative designation.  It does not mean that the employee has a 
permanent job and is not in any other way inconsistent with the Park District’s employment at-will policy.  
The Park District reserves the right to extend or shorten the introductory period within its discretion. 
 

3.1.5 Independent Contractors are engaged to perform distinct functions on an independent 
basis and for a limited period of time. Contractors are not employees; therefore, they do not receive benefits 
except as specified in their contract. These handbook policies do not generally apply to independent 
contractors. 

 
 
3.2 Performance Evaluations  
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The Park District is committed to providing you with ongoing feedback, both formal and informal, 
regarding your performance on the job. This typically includes verbal and/or written feedback throughout 
the year, as well as a formal documented performance review. Typically, the Park District formally 
evaluates a full-time employee’s job performance at the end of the introductory period and then on an 
annual basis in December.  Part-time employees generally receive a formal performance evaluation on an 
annual basis in December or January.  However, nothing shall preclude the Park District from placing an 
employee on a more frequent cycle of evaluation where warranted. More frequent evaluations may occur 
during an employee’s first six months of employment, following the employee’s placement in a new 
position, and when deemed necessary by the employee’s supervisor or the Executive Director due to 
performance or conduct concerns. 
 
Performance reviews are designed to provide communication between the employee and supervisor on the 
employee’s job performance. Criteria that will usually be evaluated include but is not limited to: quality 
and quantity of work performed; conduct and behavior; dependability; ability to get along with others; 
initiative, resourcefulness and creativity; and potential for future growth. Your performance review will 
also include a review of your strengths; identify any areas needing improvement; and goals and objectives 
that need to be achieved. 
 
The review also serves as one of the criteria for determining salary adjustment recommendations. However, 
a salary adjustment does not necessarily result from a performance review.   
 
3.3 Salary Basis and Review 
 
The initial rate of compensation shall be determined on the basis of the skills, experience, or other 
qualifications required for the position involved, as well as economic conditions, and any other factors 
deemed appropriate by the Executive Director. Any adjustments to employee compensation are made on 
the basis of several factors, including, but not limited to: the District’s budget, the employee’s current rate 
of compensation, the employee’s performance rating, whether the employee received a recent adjustment, 
and other external market factors. Any adjustments to employee compensation are typically effective on, 
or around, January 1, or as otherwise determined by the Board.  
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PROFESSIONAL GROWTH 
 
4.1 Continuing Education/Tuition Reimbursement 
 
Consistent with potential benefit to the Park District and budget considerations, educational assistance may 
be available to eligible full-time employees who wish to pursue degreed course work related to their 
employment with the Park District. Employees are eligible to receive assistance for one academic course 
per semester, not to exceed five (5) semester hours in any one term, at an in-state institution of higher 
education. Program course work must be completed outside the employee’s regular working hours.  
Employees who are on probation or being counseled for performance issues are ineligible to participate. 
 
To participate in this educational assistance program, an employee must have 12 months of employment 
with the district and make a written request detailing the planned courses the employee wants to take and 
how it relates to the employee’s role with the Park District. Courses must specifically be related to the 
employee’s current position or to the employee’s career development with the Park District. The Park 
District has the sole discretion to determine whether a course relates to an employee's current job duties or 
a foreseeable future position. Courses must be approved by the Executive Director prior to class 
enrollment in order to qualify for reimbursement.   
 
Schedule Changes 
 
All courses and course preparation must be undertaken on the employee’s own time. Schedule changes to 
accommodate an employee’s class schedule are not guaranteed. Supervisors must consider departmental 
needs in approving any changes to work schedules. 
 
 
Reimbursement 
 
The maximum reimbursement that will be made to an individual employee is $1,500 per 12-month period.  
Reimbursement will be provided upon satisfactory completion of the course (a grade of “C” or better in an 
undergraduate program, “B” or better in a graduate program) and receipt of a paid tuition bill and official 
grade report. Requests for reimbursement must be completed within 60 days of course completion.   
 
Employees eligible for reimbursement from any other source (e.g., a government-sponsored program or a 
scholarship) may seek assistance under our educational assistance program but are reimbursed only for the 
difference between the amount received from the other funding source and the actual course cost. Total aid 
from the Park District and other sources may not exceed 100% of the costs and fees. Employees who 
voluntarily terminate or who are terminated will not be entitled to continued educational reimbursement 
from the Park District.   
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Tax consequences (if any) as a result of reimbursement under this policy are the sole responsibility of the 
employee. Taxable earnings (if applicable) may be added to overall earnings and reflected on an employee’s 
W-2. 
 
Repayment Upon Termination 
 
Employees who receive tuition reimbursement benefits are expected to remain employed by the Park 
District for at least 12 months following the last reimbursement payment. If the employee voluntarily 
terminates employment with the District or is terminated for performance reasons or misconduct, 
he/she/they must repay all tuition reimbursement benefits made by the District in the 12 months prior to the 
resignation/termination. Employees who apply and are approved for tuition reimbursement benefits must 
sign an agreement to this effect.   
 
 
Contact Human Resources for more information or questions regarding this educational assistance policy.  
 
4.2 Conferences, Seminars, and Workshops 
 
In furtherance of this goal, the Park District will make an effort to provide opportunities to full-time and 
part-time employees to attend conferences, seminars, and workshops which may be of benefit to the 
employee and which would help improve the Park District’s operation or services. With the Executive 
Director’s prior approval, the employee may receive reasonable reimbursement for the cost of travel, 
registration, meals, lodging, and other miscellaneous expenses resulting from attendance at such 
conferences, seminars, or workshops. However, such approval will be contingent upon both the budgetary 
limitations and the operational requirements of the Park District. Please see the Travel and Vehicle Use 
Policy located on the intranet or contact the Finance Department for more information regarding 
reimbursement of expenses. 
 
4.3 Professional and Community Service Organization  
 
The Park District, with the Executive Director’s prior written approval, will pay the annual membership 
dues of professional and community service organizations on behalf of full-time employees, assuming such 
memberships relate to or benefit the District and the work it does in the community.  
 
A professional organization shall be defined as any organization that provides professional growth and 
networking opportunities for employees, such as the National Recreation and Parks Association, the Illinois 
Park and Recreation Association, National Restaurant Association, Professional Golf Association, and 
Society for Human Resource Management. Community service organizations shall be defined as non-profit 
organizations that provide services to our community, such as the Lions, Rotary and Kiwanis clubs. 
 
 
 
 
 
 
 

EMPLOYEE BENEFIT PROGRAMS 



17 
 

 

5.1 Benefits in General 

Eligible employees of the Park District are provided a wide range of benefits.  Benefits eligibility is 
dependent upon a variety of factors, including employee classification. A number of the programs (such as 
Social Security, workers' compensation, and unemployment insurance) cover all employees in the manner 
prescribed by law.   

A summary plan description (SPD), where applicable, which explains coverage of many of the benefits in 
greater detail is available. The actual plan documents, which are available by making a written request to 
Human Resources, are the final authority in all matters relating to benefits described in this Manual or in 
the SPD and will govern in the event of any conflict. The Park District reserves the right to change or 
eliminate any benefits at any time in accordance with applicable law. 

 

5.2 Statutory Benefits 

 5.2.1 Illinois Municipal Retirement Fund 

The Illinois Municipal Retirement Fund (IMRF) is a retirement fund for public employees.  All employees 
who work a minimum of one thousand (1,000) hours per year must contribute to IMRF through payroll 
deductions in an amount determined by statute.  The Park District also contributes to IMRF on behalf of all 
participating employees.  The retirement pension benefit is determined by a combination of date of hire, 
years of service, and average earnings.  Employees may contact  Human Resources or IMRF for more 
information. 

 5.2.2 Workers’ Compensation 

All employees are covered by the provisions of the Workers’ Compensation Act and thus may be  eligible 
for benefits in the event of an injury or illness arising out of and/or in the course of employment. To help 
ensure you receive full benefits under this law, employees are required to immediately report any claim of 
work-related illness or injury to their direct supervisor or any other available supervisor.   

 5.2.3 School Visitation  

An employee who has worked at the Park District for at least six (6) months, and for an average of at least 
twenty (20) hours per week, may be eligible to take up to eight (8) hours of unpaid school visitation leave 
per school year to attend school conferences or classroom activities related to the  employee’s child if the 
conference or classroom activities cannot be scheduled during non-work  hours. Employees are not 
entitled to additional leave for multiple children. 

No more than four (4) hours of leave may be taken in any one day. Additionally, the employee may not 
take leave unless the employee has used all available vacation leave, personal days, and/or PTO.  

Before arranging attendance at the school conference or activity, the employee must provide the Park 
District with a written request for leave at least seven (7) days in advance of the requested time off.  
However, in an emergency, the employee may give twenty-four (24) hours’ notice. In addition, the 
employee must consult with their immediate supervisor to schedule the leave so as not to unduly disrupt 
District operations. 
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School visitation leave shall be unpaid. The employee may choose, however, to make up the time  missed 
due to school visitation leave on a different day or shift if such arrangement may reasonably be provided 
by the Park District. If the employee chooses not to make up the time missed, or an arrangement to make 
up such time cannot be made, the employee will not receive compensation for the missed time. Upon 
completion of a school visit, the employee may be required to produce documentation of their visit from 
the school administrator and submit such documentation to the Park District.    

 

5.3 District Sponsored Benefits 

 5.3.1 Health Insurance, Dental, Vision, Group Life and AD&D  

The Park District provides employees regularly working 30 or more hours per week, and their eligible 
dependents, with health insurance, dental coverage, and vision coverage.  Eligible employees may elect to 
enroll in these plans beginning on their first day of employment. Employees are required to contribute 
toward the cost of the health insurance premiums.  Specific enrollment and plan information will be 
provided by Human Resources. 

The Park District also offers all full-time employees group life insurance and accidental death and 
dismemberment (AD&D) insurance in case of certain serious injuries or death of the employee. Employees 
are eligible for coverage beginning on their first day of employment. These benefits are at no cost to 
employees and employees will be automatically enrolled upon starting employment. 

The Park District offers employees the opportunity to make any required insurance premium payments on 
a pre-tax basis under a Section 125 Plan.  Additionally, participating employees may make voluntary pre-
tax contributions to flexible spending accounts for unreimbursed medical and/or dependent care expenses.   

Employees should contact the Human Resource Department regarding enrollment, mid-year election 
changes, participation in the Section 125 Plan and flexible spending accounts, and any other questions 
involving the administration of these plans.   

 5.3.2 Vacation 

Vacation time is provided to all regular full-time employees as a means of promoting health, rest, relaxation, 
and pleasure. Because the Park District recognizes the importance of vacation time, it provides paid 
vacation time, which accrues on per pay period basis. The per pay period rate depends on their length of 
service as of their anniversary date.   

Vacation time is accrued and granted as follows: 

First Year.  Employees receive up to twelve (12) days of vacation after completion of their first year of 
full-time employment.*  However, new employees will be given the opportunity to use six (6) days of that 
vacation after completion of the introductory period but prior to being granted the full allotment. 

Subsequent Years.  During an employee’s second and subsequent years of continuous full-time 
employment, vacation days shall be granted on the employee’s anniversary date in accordance with the 
following schedule: 

 

Following the completion of the: 
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Length of Service     Vacation per  Total Vacation  
       pay period  per year 

Second year of continuous full-time employment 4.0 hours  13 days 
Third year of continuous full-time employment  4.31 hours  14 days 
Fourth year of continuous full-time employment  4.61 hours  15 days 
Fifth year of continuous full-time employment  4.93 hours  16 days 
Sixth year of continuous full-time employment  5.23 hours  17 days 
Seventh year of continuous full-time employment 5.55 hours  18 days 
Eighth year of continuous full-time employment  5.85 hours  19 days 
Ninth through nineteenth years of continuous  
full-time employment     6.16 hours  20 days 
Twentieth year of continuous 
full-time employment (and thereafter)   7.70 hours  25 days 
 
* Subject to the discretion of the Executive Director, newly hired management or supervisory employees 
may receive one-half (1/2) year of credit for each year of previous full-time professional experience deemed 
relevant to the operations of the Park District. 

 a.) Employees Converting from Part-time to Full-time 

A part-time employee of the Park District who accepts employment as a regular full-time employee shall 
be credited with years of continuous full-time employment for vacation purposes as follows: the Park 
District will calculate the total number of hours the employee worked on a part-time basis and convert this 
to the equivalent of full-time employment based on a 2,080 hour full-time work year. The employee will 
receive one-half (1/2) year of credit for each full year of equivalent full-time employment worked for the 
Park District.  

 b.) Scheduling Vacation  

Vacation must be taken in minimum increments of four (4) hours.  Written requests to use vacation must 
be made to the employee’s supervisor, on the appropriate vacation request form, at least two (2) weeks prior 
to the date desired for vacation. While the Park District will make every effort to provide employees with 
requested time off, no request for vacation will be approved when the effect would be to leave an office or 
department without adequate personnel to perform the required services during any working period. When 
the absence of multiple employees during the same period of time would jeopardize operations, the 
employee who first requested the time off will typically be given priority. If employees requested time off 
at approximately the same time, the employee with seniority will typically be given priority. 

An employee who resigns from employment with the Park District may not use a vacation day(s) during 
their final two (2) weeks of employment, without the express permission of the Executive Director.   

 

 c.) Accumulation of Vacation  

It is recommended that all vacation days be taken during the calendar year in which they are received. 
However, unused vacation may be accumulated to a maximum of fifteen (15) days, in addition to the 
number of vacation days the employee is entitled to receive for the current year. Any unused vacation days 
in excess of this amount will be forfeited if not used by the end of the year in which they accrue (see 
example below). Vacation days are considered unused one year from the date on which they are granted.  
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For example, an employee has fifteen (15) days of accumulated unused vacation and then receives sixteen 
(16) days of new vacation on the employee’s 5th anniversary on June 1, 2018. If the employee only uses 
twelve (12) days of vacation between June 1, 2018 and May 31, 2019, the employee will forfeit four (4) 
unused vacation days on June 1, 2019. Any exceptions to this policy must be approved by the Executive 
Director. 

An employee on an unpaid leave of absence of thirty (30) or more days shall cease to receive any further 
vacation time during such absence and the employee’s upcoming vacation entitlement shall be pro-rated 
for the year. 

 d.) Vacation Pay & Payout 

Vacation days will be paid at the employee’s base rate at the time the leave is taken and will not be 
considered as hours worked for purposes of overtime. Vacation days are do not include any special forms 
of compensation such as incentives, commissions, or bonuses.   

When an employee terminates or resigns without having taken all vacation time, the monetary equivalent 
of all unused vacation time shall be paid to the employee as part of the employee’s final compensation.   

 5.3.3 Holidays 

The Park District observes the following holidays and will typically be closed: 

 New Year’s Day   Labor Day 

 Martin Luther King Day   Columbus Day 

 Presidents’ Day    Thanksgiving Day 

 Memorial Day    Friday After Thanksgiving 

 Independence Day   Christmas Day 

When a legal holiday falls on a Saturday or Sunday, the nearest working day will typically be declared a 
holiday. In addition, the Executive Director, at their discretion, may grant two and one-half (2½) additional 
holidays each year. A listing of the dates scheduled for the observance of holidays may be viewed in the 
Human Resource Department or the intranet.   

Criteria for Holiday Pay 

The following conditions apply to the Park District’s holiday pay policy: 

 Regular full-time and exempt employees will be paid their regular rate and hours of pay, for up to 
8 hours, for days which they are regularly scheduled to work. 

 The time will be paid at the employee’s base rate at the time the leave is taken. Paid time off for 
holidays does not include any special forms of compensation such as incentives, commissions, or 
bonuses.  

 If a recognized holiday falls during an eligible employee's paid absence (such as vacation or 
personal time off), holiday pay will be provided instead of the paid time off benefit that would 
otherwise have applied. 
 

 Holidays will not be paid to any employee on an unpaid absence of 30 or more days.   
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 5.3.4 Personal Days 

Regular full-time employees who have completed at least six (6) months of continuous full-time 
employment (i.e., employed prior to July 1st) shall be granted two (2) personal days at the start of the next 
calendar year following the date of hire. A regular full-time employee who has completed less than six (6) 
months of continuous regular full-time employment (i.e., was employed after July 1st) shall be granted one 
(1) personal day at the start of the next calendar year.  Personal days are to be used for personal business 
that cannot normally be accomplished during an employee’s non-working time. Examples include banking 
and attorney appointment, emergency home repairs and school meetings. (See also, the School Visitation 
Policy). 

Notice of Personal Days 

Personal days may be taken in increments of four (4) hours for exempt employees and one (1) hour 
increments for non-exempt employees. If the use of personal leave is foreseeable, the employee must give 
the Park District seven days’ notice (or as much notice as is reasonably possible) in accordance with the 
usual procedure for requesting a leave of absence.  Failure to provide such notice may be grounds for delay 
of the leave.  Where the need for leave is not foreseeable, the employee is expected to notify the District as 
soon as practicable and, absent unusual circumstances, in accordance with the District’s normal leave 
procedures.                           

Approval shall be based on organizational needs.  Unused personal days may not be carried over from year 
to year and are considered forfeited if not used by the end of the calendar year.  

Personal days will be paid at the employee’s base rate at the time the leave is taken. Personal days do not 
include any special forms of compensation such as incentives, commissions, or bonuses.  When an 
employee terminates or resigns without having taken all earned personal days, the monetary equivalent 
shall be paid to the employee as part of the employee’s compensation.   

 5.3.5 Sick Leave 

Regular full-time employees are entitled to paid sick leave, which is granted by the Park District at the rate 
of one (1) sick leave day per month each calendar year.  Employees shall utilize sick leave for their own 
illness, injury, or medical appointment or for the illness, injury, medical appointment, or personal care of a 
spouse, parent, legal guardian, grandparent, child, sibling, grandchild, mother-in-law, father-in-law, step-
parent, step-child, or domestic partner. Employees absent from work due to a workers’ compensation injury 
or occupational illness and who are receiving benefits through the Park District’s Workers’ Compensation 
Policy are not eligible to use paid sick leave. 

Notice of Sick Leave 

Sick leave may be taken in one (1) hour increments by non-exempt employees and four (4) hour increments 
by exempt employees.  If the use of sick leave is foreseeable, the employee must give the Park District 
seven days’ notice (or as much notice as is reasonably possible) in accordance with the usual procedure for 
requesting a leave of absence.  Failure to provide such notice may be grounds for delay of the leave.  Where 
the need for leave is not foreseeable, the employee is expected to notify the District as soon as practicable 
and, absent unusual circumstances, in accordance with the District’s normal leave procedures. Employees 
may text or email a supervisor regarding an absence but should leave a call back number where they can be 
reached for confirmation/clarification. 
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The Executive Director may require the employee to provide a doctor’s note to substantiate the reason for 
the employee’s absence when the absence is for more than three days or when the Park District suspects 
abuse of this policy.   

Sick Leave Pay 

Sick leave pay will be paid at the employee’s base rate at the time the leave is taken. Sick leave pay does 
not include any special forms of compensation such as incentives, commissions, or bonuses. 

Sick Leave Accrual 

Employees may accrue and carry-over up to thirty (30) days of unused sick leave. An employee with thirty 
(30) days of accrued unused sick leave will continue to receive twelve (12) days each calendar year, as 
described above. However, following the end of each calendar year, employees will be paid out for half 
(1/2) of their unused sick days in excess of thirty (30) days. The remaining balance will be forfeited and, 
for eligible employees, applied toward additional Illinois Municipal Retirement Fund (“IMRF”) service 
credit at the time of retirement from the District, in accordance with IMRF policy.   

An employee on an unpaid absence of 30 or more days shall stop accruing sick time. Employees separating 
from employment with the District will not receive payment for any unused sick leave.    

 5.3.6 Paid Time Off  

Part-time employees who worked 1,000 hours or more the previous calendar year are eligible for paid time 
off (PTO) as follows: 

   Years of Service         PTO Hours Earned Per Year 

         1 – 4    24 hrs / 3 days 

         5 – 9    32 hrs / 4 days 

         10 – 14    40 hrs / 5 days 

         15 – 19    48 hrs / 6 days 

         20 and up    56 hrs / 7 days 

This earned time, in its entirety, is granted to employees in January of each year and must be used by the 
end of each calendar year. 

Use of PTO 

PTO may be used for any purpose, including vacation, sick, or personal reasons.  PTO must be taken in 
minimum increments of four (4) hours.  If the use of PTO is foreseeable, the employee must give the Park 
District fourteen days’ notice (or as much notice as is reasonably possible) in accordance with the usual 
procedure for requesting a leave of absence.  Failure to provide such notice may be grounds for delay of 
the leave.  Where the need for leave is not foreseeable, the employee is expected to notify the District as 
soon as practicable and, absent unusual circumstances, in accordance with the District’s normal leave 
procedures. Employees may text or email a supervisor regarding an absence, but should leave a call back 
number where they can be reached for confirmation/clarification. 
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While the Park District will make every effort to provide employees with requested time off, no request for 
PTO will be approved when the effect would be to leave an office or department without adequate personnel 
to perform the required services during any working period. When the absence of multiple employees 
during the same period of time would jeopardize operations, the employee who first requested the time off 
will typically be given priority. If employees requested time off at approximately the same time, the 
employee with seniority will typically be given priority. 

An employee who resigns from employment with the Park District may not use PTO day(s) during their 
final two (2) weeks of employment, without the express permission of the Executive Director.   

PTO Pay 

PTO will be paid at the employee’s base rate at the time the leave is taken. PTO does not include any special 
forms of compensation such as incentives, commissions, or bonuses.  PTO is not considered hours worked 
for purposes of overtime. 

Accumulation of PTO 

PTO hours may not be carried over from one calendar year to the next. Any unused time at the end of the 
calendar year will be forfeited. Any accumulated and unused PTO at the time of termination/separation 
from employment will be paid with the employee’s final pay. 

 5.3.7 Funeral Leave 

A regular full-time employee shall be granted up to three (3) days of paid leave to make funeral 
arrangements and attend visitation and/or funeral services in the event of the death of an “immediate family 
member”, which would include a spouse, domestic partner, parent, step-parent, legal guardian, grandparent, 
child, step-child, sister, brother, parent-in-law, brother-in-law, sister-in-law, aunt, uncle, or grandchild.  

Additional paid or unpaid time or leave for persons not covered in the definition of “immediate family 
member” may be allowed in some circumstance, at the discretion of the Executive Director.  

All employees who have worked for at least 12 months and 1250 are also eligible for bereavement leave 
in accordance with the Illinois Family Bereavement Leave Act.  All eligible full-time employees are 
allowed up to a maximum of two weeks (10 workdays) of unpaid family bereavement leave for covered 
family members  In the event of the death of more than one covered family member in a 12-month period, 
an employee may take up to a total of six weeks of bereavement leave during the 12-month period. Up to 
three (3) days of this leave may be paid in accordance with this policy but without entitling an employee 
to additional leave. 

Family bereavement leave is available for the following reasons: (1) attend the funeral or alternative to a 
funeral of a covered family member; (2) make arrangements necessitated by the death of a covered family 
member; (3) grieve the death of a covered family member; or (4) be absent from work due to (i) a 
miscarriage; (ii) an unsuccessful round of intrauterine insemination or of an assisted reproductive 
technology procedure; (iii) a failed adoption match or an adoption that is not finalized because another 
party contests it; (iv) a failed surrogacy agreement; (v) a diagnosis that negatively impacts pregnancy or 
fertility; or (vi) a stillbirth. .  "Covered family member" means an employee's child, stepchild, spouse, 
domestic partner, sibling, parent, mother-in-law, father-in-law, grandchild, grandparent or stepparent. 
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In the event that an employee is entitled to paid funeral leave, such leave will be paid at the employee’s 
base rate at the time the leave is taken. Pay under this policy is not included in overtime calculations and 
does not include any special forms of compensation such as incentives, commissions, or bonuses. 

The District may require any employee seeking leave under this policy to verify the death of the immediate 
family member, the employee's relationship to the immediate family member, and/or the employee's 
attendance at the funeral or memorial service. 

 5.3.8 Child Extended Bereavement Leave 

Regular, full-time employees, who have been employed for at least two weeks and have lost a child due to 
homicide or suicide, are eligible for up to six weeks of bereavement leave. Three days will be paid as 
detailed in the section regarding family member bereavement leave and the remaining time will be unpaid. 

Employees may take leave in one continuous period or intermittently in increments of no less than four (4) 
hours. Leave must be taken within one (1) year after the employee notifies the Park District of the loss. This 
six weeks of leave is the maximum amount of leave an employee may take for the loss of their child due to 
homicide or suicide. Accordingly, the employee may not seek additional bereavement leave as provided in 
the section regarding family member bereavement leave. 

The employee must provide the District reasonable advance notice of the employee's intention to take 
leave, unless providing such notice is not reasonable and practicable.  The employee must also provide 
reasonable documentation which may include a death certificate, a published obituary, or written 
verification of death, burial, or memorial services from a mortuary, funeral home, burial society, 
crematorium, religious institution, or government agency. An employer may require that the 
documentation include the cause of death. 

Nothing in either bereavement policy detailed above shall permit an employee to exceed the amount of 
leave available under the Family and Medical Leave Act. When returning from bereavement leave, 
employees are entitled to the position they held when the leave began. If that position has been filled or is 
no longer available, returning employees are entitled to an equivalent position with equivalent pay, 
benefits, and responsibilities.  

 
 5.3.9 Jury Duty Leave 
 
The Park District encourages employees to fulfill their civic duty by serving on a jury and will grant an 
employee the necessary time off. Full-time employees will be paid their regularly scheduled pay for up to 
three (3) days of jury duty, assuming the employee endorses the check the employee receives for jury duty 
service over to the Park District. If jury duty lasts longer than 3 days, an employee may use accrued vacation 
or personal time or take the time off without pay. 
 
Jury duty leave will be paid at the employee’s base rate at the time the leave is taken. Pay under this policy 
is not included in overtime calculations and does not include any special forms of compensation such as 
incentives, commissions, or bonuses. 
 
It is the employee’s responsibility to notify their supervisor as soon as possible after receiving the summons 
for jury duty. When not called to jury duty or where jury duty does not require a full day, employees must 
report to work. Employees who are “on call” for jury duty must report to work if not required to serve that 
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day.  Employees requesting and/or returning from jury duty leave will be required to provide verification 
of service. 
 
 

USE OF DISTRICT FACILITIES, EQUIPMENT, AND RECREATION PROGRAMS 
 

  
6.1 Facilities 
 
Upon presentation of an identification card, regular full-time employees, their spouses and dependents (i.e., 
those dependents who are eligible to participate in the Park District’s health insurance benefits) receive 
complimentary use of the Rice Pool and Water Park, Northside Family Aquatic Center, Miniature Golf at 
Clock Tower Commons, Parks Plus Fitness Center, entrance to Cosley Zoo, and golf at Arrowhead Golf 
Club subject to the provisions of Section 6.3 of this Manual.   
 
Upon presentation of an identification card, part-time employees who worked at least 1,000 hours in the 
prior calendar year receive complimentary use of the Parks Plus Fitness Center, Rice Pool & Water Park, 
Northside Family Aquatic Center, Miniature Golf at Clock Tower Commons, entrance to Cosley Zoo, and 
golf at Arrowhead Golf Club subject to certain limitations and the provisions of Section 6.3 of this Manual. 
 
Each year, complimentary swimming, golf, Cosley entrance tickets, and Parks Plus Fitness Center coupons 
will be issued to active part-time employees who worked less than 1,000 hours in the prior calendar year.  
This coupon entitles such employees admittance to Parks Plus Fitness Center, Rice Pool & Water Park, 
Northside Family Aquatic Center, Miniature Golf at Clock Tower Commons, Cosley Zoo, and specific 
privileges at Arrowhead Golf Club on a coupon-by-coupon basis. 
 
Complimentary privileges may be revoked at the sole discretion of the Park District for any reason, 
including without limitation, due to misuse. Such privileges will also be immediately revoked upon 
termination of employment. Employees wishing to use other Park District facilities may do so at the 
prevailing resident rate. 
 
6.2 Recreation Programs 
 
All employees are encouraged to participate in recreation programs offered by the Park District; however, 
employees are required to pay the prevailing resident fees/rates for participation in such recreation 
programs.   
 
6.3 Restaurant and Golf Privileges 
 
Employees receive 50% off the retail value of food and non-alcoholic beverages at the Arrowhead 
Restaurant, when working.  Personnel based at Arrowhead Golf Club may receive free fountain drink 
beverages, coffee, and tea when working. 
 
Employees working in the Arrowhead Golf Club pro shop, are required to wear “Wheaton Park District” 
logo items and/or approved Arrowhead golf supplier logo wear.  All full-time Park District pro shop staff 
shall receive three Arrowhead logo shirts per year at no cost.  In addition, all Park District employees may 
purchase pro shop clothing at cost plus 10%. 
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Park District full-time staff, their spouses, and dependents (which includes those eligible to receive health 
insurance benefits under the District’s policy), part-time golf operations staff, and year-round part-time 
Park District staff with three (3) or more years of Park District employment are allowed to make 
reservations and golf at no cost Monday through Thursday and on Saturday and Sunday after 2 pm. These 
individuals may not make tee times at any time on a Friday or on weekends/holidays before 2:00 pm. Golf 
during those times is on a standby basis only.  Employees should never play during these times if a paying 
customer is waiting. That means that an employee who is waiting to play can be bumped from a group by 
a paying customer. This policy does not apply to professional golf staff. 
 
 

LEAVES OF ABSENCE 
 
Please note that while employees are on any type of leave of absence, they are not to do any work.  This 
applies to all employees and all types of work.  The only exception is if the employee or the employee’s 
supervisor needs to touch base briefly about a work-related matter.  However, any such communications 
should be brief and only in cases where communication is absolutely necessary. 
 
7.1 Paid Medical Leave 
 
Regular full-time employees with at least one (1) year of continuous service immediately preceding the 
start of a medical condition may be eligible for District-paid medical leave of up to thirty (30) calendar 
days. During any approved paid medical leave, the employee will receive their full salary for up to thirty 
(30) calendar days.  The medical leave must be taken in a continuous block of time. Please note that only 
the employee’s normal regular work days will be paid during this period.  
 
Eligible employees are required to exhaust “current year” and unused accumulated sick leave (excluding 
any unused accumulated sick leave documented solely for IMRF purposes), unused accumulated vacation 
days, and unused accumulated personal days before qualifying for such paid medical leave.  Employees 
absent from work due to a workers’ compensation injury or illness are not eligible for District-paid medical 
leave, but rather, will be compensated in accordance with the District’s Workers’ Compensation policy. 
 
Employees are required to request paid medical leave at least thirty (30) days before the leave is to begin, 
if the need for leave is foreseeable. If the need for leave is not foreseeable, the employee is required to 
submit their request as soon as practicable.  An employee who requests such leave may be required to 
submit a note from the employee’s physician confirming the need for medical leave.  The Executive 
Director may also require the employee to have an independent examination by a physician selected and 
paid for by the Park District. 
 
An employee who has been granted District-paid medical leave shall not become eligible for subsequent 
District-paid medical leave unless and until such employee has returned to regular full-time service for at 
least three (3) continuous calendar years immediately preceding the start of any subsequent use of medical 
leave.  
 
Medical leave will be paid at the employee’s base rate at the time the leave is taken. Medical leave is not 
included in overtime calculations and does not include any special forms of compensation such as 
incentives, commissions, or bonuses. 
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An employee who fails to return from District-paid medical leave for any reason unrelated to the 
continuation, recurrence, or onset of the medical condition, may be required to repay the District an amount 
equal to the medical leave pay received. The Executive Director, in their sole discretion, may waive the 
repayment requirement.   
 
7.2 Family and Medical Leave of Absence 
 
This policy contains information consistent with and in addition to the information contained in the 
“Employee Rights and Responsibilities” (found at the back of this Manual) and is meant to provide 
additional information about the District’s specific policies and procedures under the Family and Medical 
Leave Act.  In the event of any conflict between the “Employee Rights and Responsibilities” and this policy, 
the “Employee Rights and Responsibilities” will prevail.   
 
Basic Leave Entitlement: Employees may be eligible to take up to 12 weeks of unpaid family/medical 
leave within a 12-month period and be restored to the same or an equivalent position upon return provided 
that the employee has worked for the District for at least 12 months AND worked at least 1,250 hours in 
the last 12 months AND work at a location that has at least 50 employees employed by the District within 
75 miles of the employee’s work location.   
 
The 12-month period in which the 12-week leave entitlement occurs shall be a rolling 12-month period 
measured backward from the date an employee uses any leave under FMLA. Thus, each time an employee 
takes FMLA leave, the remaining leave entitlement would be any balance of the 12 weeks which has not 
been used during the immediately preceding 12 months.   
 
Reasons for Leave: If an employee is eligible, the employee may take family/medical leave for any of the 
following reasons: (1) the birth of a child and in order to care for such child; (2) the placement of a child 
with the employee for adoption or foster care; (3) to care for a spouse, son, daughter or parent (“covered 
family member”) with a serious health condition;  (4) because of the employee’s own serious health 
condition which renders the employee unable to perform the functions of the employee’s position or 
because of any qualifying emergency arising out of the fact that their spouse, child, or parent is under a call 
or order to active duty or has been notified of an impending call or order to active duty in the Armed Forces 
in support of a contingency operation..   
 
Leave because of reasons one and two above must be completed within the 12-month period beginning on 
the date of birth or placement. In addition, spouses employed by the District who request leave because of 
reasons one or two or to care for an ill parent may only take a combined aggregate total of 12 weeks leave 
for such purposes during any 12-month period.   
 
Designation of Leave: Please note that use of FMLA leave is not discretionary. If you qualify for and take 
leave for an FMLA-qualifying reason, the District will require you to use and will designate such leave as 
FMLA. 
 
Military Family Leave Entitlement:  If an employee is eligible, the employee may use the 12-week FMLA 
entitlement to take military family leave.  This leave may be used to address certain qualifying exigencies 
related to the covered active duty or call to covered active duty of a spouse, son, daughter or parent.  
Qualifying exigencies may include: (1) attending certain military events; (2) arranging for alternative 
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childcare; (3) addressing certain financial and legal arrangements; (4) attending certain counseling sessions; 
(5) addressing issues related to short-notice deployment; (6) spending time with a covered family member 
who is resting and recuperating; (7) attending post-deployment briefings; and (8) for certain activities 
relating to the care of the military member’s parent who is incapable of self-care where those activities arise 
from the military member’s covered active duty. 
 
An employee may also be eligible for up to 26 weeks of leave to care for a covered servicemember during 
a single 12-month period. This single 12-month period begins with the first day the employee takes the 
leave.  A covered servicemember includes: (1) a current member of the Armed Forces, including a member 
of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active 
duty that may render the servicemember medically unfit to perform their duties for which the 
servicemember is undergoing medical treatment, recuperation, or therapy, or is in outpatient status; or (2) 
is on the temporary disability retired list; or (3) a covered veteran, meaning one who is undergoing medical 
treatment, recuperation, or therapy for a serious injury or illness and: (i) was a member of the Armed Forces 
(including a member of the National Guard or Reserves); (ii) was discharged or released under conditions 
other than dishonorable; and (iii) was discharged within the five-year period before the eligible employee 
first takes FMLA military caregiver leave to care for the veteran. 
    
Improper Use of FMLA: Employees may not be granted an FMLA leave to gain employment or work 
elsewhere, including self-employment.  If an employee misrepresents facts in order to be granted an FMLA 
leave, the employee may be subject to immediate termination. 
 
Notice of Leave: If the FMLA is foreseeable, the employee must give the District at least 30 days’ notice 
in accordance with the usual procedure for requesting a leave of absence.  Failure to provide such notice 
may be grounds for delay of the leave.  Where the need for leave is not foreseeable, the employee is expected 
to notify the District as soon as practicable and, absent unusual circumstances, in accordance with the 
District’s normal leave procedures as detailed in the Attendance Policy. 
 
Medical Certification—Leave for Employee’s Own or a Covered Family Member’s Serious Health 
Condition: If the employee is requesting leave because of the employee’s own or a family member’s 
serious health condition, the employee and the relevant health care provider must supply appropriate 
medical certification.  The medical certification must be provided within 15 days after it is requested, or as 
soon as reasonably possible under the circumstances. Failure to provide requested medical certification in 
a timely manner may result in denial of leave until it is provided.  The District, at its expense, may require 
an examination by a second health care provider designated by the District, if it reasonably doubts the 
medical certification initially provided.  If the second health care provider’s opinion conflicts with the 
original medical certification, the District, at its expense, may require a third, mutually agreeable health 
care provider to conduct an examination and provide a final and binding opinion. The District may also 
require medical recertification periodically during the leave and employees may be required to present a 
fitness for duty verification upon their return to work following a leave for the employee’s own illness 
specifying that the employee is fit to perform the essential functions of the job. 
 
Certification for a Qualifying Exigency: If the employee is requesting leave because of a qualifying 
exigency arising out of a covered family member’s active duty or call to active duty, the employee must 
supply a copy of the covered military family member’s active duty orders or other documentation issued 
by the military indicating that the covered military member is on active duty or called to active duty 
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(including the dates of the active duty service). The District may also request additional information 
pertaining to the leave.   
 
Certification for Servicemember Family Leave: If an employee is requesting leave because of the need 
to care for a covered servicemember with a serious injury or illness, the District may require the employee 
to supply certification completed by an authorized health care provider of the covered servicemember. In 
addition, the District may also request additional information pertaining to the leave.   
 
Certification for Serious Injury or Illness of a Veteran for Military Caregiver Leave:  If an employee 
is requesting leave because of the need to care for a covered veteran with a serious injury or illness, the 
District may require the employee to supply certification completed by an authorized health care provider 
of the covered veteran.  In addition, the District may request additional information pertaining to the leave. 
 
Substitution of Paid Leave: FMLA is unpaid leave. If you request leave for any FMLA covered reason, 
you shall be required to exhaust any remaining applicable sick, vacation, personal, PTO, and any other paid 
time off, in the order specified. The exhaustion of such paid leave runs concurrently to FMLA leave and 
does not extend the leave period. In addition, if you are eligible for any additional paid leaves, such as 
disability or workers’ compensation, these leaves will also run concurrently with FMLA (where 
appropriate) and will not extend the leave period.  When using paid leave in conjunction with FMLA, 
employees must comply with the requirements of the applicable paid leave policy. 
 
Benefits during Leave: During an approved FMLA leave, the District will maintain your health benefits 
as if you continued to be actively employed, but the employee must continue to pay their share of the 
premium. If paid leave is substituted for unpaid FMLA leave, the District will deduct your portion of the 
health plan premium as a regular payroll deduction. If your leave is unpaid, you must pay your portion of 
the premium during the leave. Your group health care coverage may cease if your premium payment is 
more than 30 days late.  If you do not return to work at the end of the leave period, you may be required to 
reimburse the District for the cost of the premiums paid by the District for maintaining coverage during 
your unpaid leave, unless your failure to return is due to: (1) the continuation, recurrence, or onset of a 
serious health condition of yours or your family member, or a serious injury or illness of a covered 
servicemember, which would entitle you to FMLA leave, or (2) other circumstances beyond your control. 
An employee on an unpaid leave of absence of thirty (30) or more days shall cease to accrue any further 
vacation time during such absence and the employee’s upcoming vacation entitlement shall be pro-rated 
for the year. Also, during the unpaid portions of FMLA leave, the employee will not receive pay for 
holidays.  Employment benefits accrued by the employee up to the day on which the unpaid FMLA leave 
begins will not be lost.   
 
Intermittent Leave: Leave due to a serious health condition, to care for a servicemember with a serious 
injury or illness, or because of a qualifying exigency may be taken intermittently (in separate blocks of time 
due to a single covered health condition) or on a reduced leave schedule (reducing the usual number of 
hours an employee works per workweek or workday) if necessary.  When the leave is needed for planned 
medical treatment, employees must attempt to schedule treatment so as not to unduly disrupt the District’s 
operations. If leave is unpaid, the District will reduce the employee’s salary based on the amount of time 
actually worked. In addition, while the employee is on an intermittent or reduced scheduled leave, the 
District may temporarily transfer the employee to an available alternate position which better 
accommodates the recurring leave and which has equivalent pay and benefits. A fitness for duty 
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certification may be required to return from an intermittent absence if reasonable safety concerns exist 
concerning the employee’s ability to perform job duties.   
 
Job Restoration: If the employee wishes to return to work at the expiration of the approved FMLA leave, 
the employee is entitled to return to the same position or to an equivalent position with equal pay, benefits, 
and other terms and conditions of employment. If the employee takes leave because of the employee’s own 
serious health condition, the employee may be required to provide medical certification that the employee 
is fit to perform the essential functions of the job.  Employees failing to provide the certification will not 
be permitted to resume work until it is provided. 
 
7.3 Unpaid General Leave of Absence 
 
Occasionally, when an employee does not qualify for or has exhausted other available leaves,, an employee 
may need to apply for an unpaid general leave of absence when the employee does not qualify for a leave 
under another of the District’s leave policies.  This leave of absence is typically granted for a maximum of 
up to 30 calendar days.  A request for more than 30 days will be approved on a case-by-case basis by the 
Executive Director in accordance with applicable law.  
 
An employee must apply in writing for this leave of absence and submit their request to the Human 
Resources Department. Requests for leave should be made at least 120 calendar days prior to the start of 
the leave, or if that is not possible, as soon as feasible.  The request should set forth the reason for the leave, 
the date on which you wish the leave to begin, the date on which you will return to active employment with 
the District, and any documentation supporting your need for leave.  In cases of leave due to medical 
reasons, an employee will need to provide a doctor’s note, specifying, among other things, the reason for 
leave and anticipated amount of leave needed. The granting of a leave of absence, and the terms and 
conditions surrounding the leave of absence, are at the sole discretion of the Executive Director.  
 
Approval of a general leave will typically be based on the operational requirements of the organization, 
availability of temporary substitute employees, the work and value of the employee, and the reason for the 
request. A leave of absence will not be granted to allow an employee time off to seek employment 
elsewhere, to work for another employer, to contract/consult for another employer, or become self-
employed. 
 
While the District will make every effort to reinstate the employee to their previous position, there are no 
guarantees. Failure to return from a leave of absence at the time agreed upon will normally result in 
immediate termination of employment.  Requests for an extension of a general leave of absence should be 
submitted in writing to the Human Resource Department. 
 
7.4 Sabbatical Leave 
 
Regular full-time employees may request unpaid sabbatical leave (not to exceed one year) to engage in a 
course of study or research which will benefit the Park District. Such a leave must be approved in writing 
by the Executive Director.  For more information on applying for a leave, and the terms and conditions 
relating to extended leaves, see the General Leave of Absence policy. 
 
7.5 Military Leave 
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Leaves of absence for Military or Reserve duty are granted to all employees of the District. Employees 
called to active Military duty or to Reserve or National Guard training, or volunteering for the same, should 
submit copies of their Military orders to their supervisor as soon as is practicable.  Employees will be 
granted a Military leave of absence for the period of Military service in accordance with applicable Federal 
and State laws.  Employees who are reservists or members of the National Guard are granted time off for 
required Military training.  This leave of absence includes time off for: (i) service in a federally recognized 
auxiliary of the U.S. Armed Forces when performing official duties in support of military or civilian 
authorities as the result of an emergency; (ii) service covered in the Illinois State Guard  as defined by the 
Illinois State Guard Act; and (iii) a period for which an employee is absent from a position of employment 
for the purpose of medical or dental treatment for a condition, illness, or injury sustained or aggravated 
during a period of active service in which treatment is paid by the United States Department of Defense 
Military Health System. 
 
An employee’s eligibility for reinstatement after the completion of military leave, benefit 
continuation/eligibility, and payment for such leave is determined in accordance with applicable Federal 
and State laws.  Employees may elect, but are not required, to use any vacation, personal, or PTO time 
entitlement for any portion of the absence that may be unpaid.  Training leaves will not normally exceed 
two weeks per year, plus reasonable travel time. 
 
Employees who have been employed for at least 12 months and have worked at least 1250 hours during the 
12 months preceding the leave may receive up to 40 hours of paid leave per calendar year (up to 8 hours 
per month) for military funeral honors detail. To receive the leave, the employee must be (1) trained to 
participate in a funeral honors detail at the funeral of a veteran; and (2) be either (A) a retired or active 
member of the armed forces of the United States or a member of a reserve component of the armed forces 
of the United States, including the Illinois National Guard; or (B) an authorized provider, or a registered 
member of a nonprofit or other organization that is an authorized provider, including a member of a veterans 
service organization. 
 
Employees requesting military funeral honors detail leave should provide notice as soon as possible. 
Employees may be requested to provide confirmation from the relevant veterans’ service organization that 
dispatched the employee to the funeral honors detail, or other official notice provided to the employee in 
relation to the funeral honors detail. 
 
 
7.6 Victims’ Economic Security and Safety Act Policy  
 
All employees, both full and part-time, are eligible for unpaid victims’ economic and security and safety 
(VESSA) leave for up to 12 weeks in a 12-month period for any one or more of the following reasons: 
 

• Seeking medical attention for, or recovering from, physical or psychological injuries caused by 
domestic, sexual, gender, or any other crime of violence to the employee or the employee’s family or 
household member; 
 

• Obtaining services from a victim services organization for the employee or the employee’s family or 
household member;  
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• Obtaining psychological or other counseling for the employee or the employee’s family or household 
member;  

 
• Participating in safety planning, temporarily or permanently relocating, or taking other actions to 

increase the safety of the employee or the employee’s family or household member from future 
domestic, sexual, gender, or any other crime of violence or ensuring economic security; and/or 

 
• Seeking legal assistance or remedies to ensure the health and safety of the employee or the employee’s 

family or household member, including preparing for or participating in any civil or criminal legal 
proceeding related to or derived from domestic, sexual, gender, or any other crime of violence. 

 

Eligible employees may use up to two workweeks (10 days) of unpaid VESSA leave for any one or more 
of the following reasons: 

A. Attending the funeral or alternative to funeral or wake of a family or household member who is 
killed in a crime of violence; 

B. Making arrangements necessitated by the death of a family or household member who is killed in 
a crime of violence; or  

C. Grieving the death of a family or household member who is killed in a crime of violence. 

Leave for these reasons must be completed within 60 days after the employee receives notice of the death 
of the victim. 

 
Definitions 
 
• "12-Month Period" - means a rolling 12-month period measured forward from the date leave is 
 taken and continuous with each additional leave day taken. 
 
• "Family or Household Member" -  means a spouse or party to a civil union, parent, grandparent, 

child, grandchild, sibling, or any other person related by blood or by present or prior marriage or 
civil union, other person who shares a relationship through a child, or any other individual whose 
close association with the employee is the equivalent of a family relationship as determined by the 
employee, and persons jointly residing in the same household. 

 
• “Parent”- means the biological parent of an employee or an individual who stood in loco parentis 
 to an employee when the employee was a child.   
 
• "Son or Daughter" - means a biological, adopted, or foster child, a stepchild, a legal ward, or a child 
 of a person standing in loco parentis, who is under 18 years of age, or is 18 years of age or older 
 and incapable of self-care because of a mental or physical disability. 
• "Domestic, Sexual, or Gender Violence” - means domestic violence, sexual assault, gender 
 violence, or stalking.   

• “Crime of Violence”- means any conduct proscribed by Articles 9, 11, 12, 26.5, 29D, and 33A of 
the Criminal Code of 2012 or a similar provision of the Criminal Code of 1961, in addition to 
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certain conduct proscribed by the Articles of the Criminal Code of 2012.  This can include sex 
offenses, assault, harassment and obscene communications, armed violence, and other crimes. 

 
Intermittent or Reduced Leave 
 
An employee may take leave intermittently (a few days or a few hours at a time) or on a reduced leave 
schedule.  
 
Substitution of Time Off 
 
An employee may elect to substitute accrued paid vacation, sick, personal time, PTO, or any other 
applicable paid time off for any part of VESSA leave.  Such substitution will not extend the employee’s 
total allotment of time off under this policy (time will run concurrently).   
 
Notice Requirement 
 
An employee is required to give 48 hours’ notice to the District in the event of foreseeable leave.  In 
unexpected or unforeseeable situations, an employee should provide as much notice as is practicable, 
usually verbal notice within one or two business days of when the need for leave becomes known. 
 
Certification 
 
• For leaves taken pursuant to this policy, the employee may be required to submit a certification 
 demonstrating the need for the leave.  The certification must be provided by the employee as soon 
 as reasonably possible, but in most cases, within 15 days after requested. 
 
• The certification requirement may be satisfied by the submission of a sworn statement from the 
 employee and one of the following: 
 

• Documentation from a victim services organization, attorney, clergy, or medical or other 
professional from whom the employee or the family/household member has sought assistance from 
in addressing domestic, sexual, gender or any other crime of violence and/or its effects; 
 

o A death certificate, published obituary, or written verification of death, burial, or 
memorial services from a mortuary, funeral home, burial society, crematorium, religious 
institution, or government agency documenting that a victim was killed in a crime of 
violence;  
 

  o A police or court record; or 
  o Other corroborating evidence. 
 
• All documentation related to the employee's need for the leave pursuant to this policy will be held 
 in strict confidence and will only be disclosed as required/permitted by law. 
 
Effect on Benefits 
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During an approved VESSA leave, the District will maintain your health benefits, as if you continued to be 
actively employed. If paid leave is substituted for unpaid VESSA leave, the District will deduct your portion 
of the health plan premium as a regular payroll deduction. If your leave is unpaid, you must pay your portion 
of the premium during the leave. Your group health care coverage may cease if your premium payment is 
more than 30 days late.  If you do not return to work at the end of the leave period, you may be required to 
reimburse the District for the cost of the premiums paid by the District for maintaining coverage during 
your unpaid leave, unless you cannot return to work because of the continuation, recurrence, or onset of 
domestic, sexual, gender or any other crime of violence or other circumstances beyond your control. 
 
When your need for the leave also qualifies as family/medical leave pursuant to the Family and Medical 
Leave Act (FMLA) or the Family Bereavement Leave Act (FBLA) the FMLA and FBLA leaves will run 
concurrently with leave taken pursuant to this policy, such that the total amount of unpaid leave for which 
an employee will be eligible in one year is 12 weeks. 
 
If the employee is not entitled to leave under the Family Bereavement Leave Act, leave under VESSA for 
reasons A-C above will be deducted from, and is not in addition to, the total amount of leave time to which 
an employee is entitled under VESSA.  
 
Job Protection 
 
If you wish to return to work at the expiration of your leave, you are entitled to return to your same position 
or to an equivalent position with equal pay, benefits and other terms and conditions of employment.  If you 
take leave because of your own medical condition, you are required to provide medical certification that 
you are fit to resume work.  You may obtain Return to Work Medical Certification forms from the Human 
Resource Department.  Employees failing to provide the Return to Work Medical Certification form will 
not be permitted to resume work until it is provided. 
 
Reasonable Accommodations 
 
The District supports VESSA and will attempt to provide reasonable accommodations for qualified 
individuals who are entitled to protection under this Act in a timely fashion, unless such accommodation 
would present an undue hardship for the District. 
 
Reasonable accommodation applies to applicants and employees and may include adjustment to a job 
structure, workplace facility, or work requirement, transfer, reassignment, or modified schedule, leave, a 
changed telephone number or seating assignment, installation of a lock, implementation of a safety 
procedure or assistance in documenting domestic, sexual, gender or any other crime of violence that occurs 
at the workplace or in work-related settings, in response to actual or threatened domestic, sexual, gender or 
any other crime of violence. 
 
A qualified individual under this Act is an individual who, but for being a victim of domestic, sexual, gender 
or any other crime of violence or with a family or household member who is a victim of domestic, sexual, 
gender or any other crime of violence, can perform the essential functions of the employment position that 
such individual holds or desires. 
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Should you wish to request a reasonable accommodation pursuant to this policy, please contact Human 
Resources. 
 
All information provided to the District pursuant to this policy, including a statement of the 
employee or any other documentation, record, or corroborating evidence, and the fact that the employee 
has requested or obtained an accommodation pursuant to this Section shall be retained in the strictest 
confidence by the District, except to the extent that disclosure is (1) requested or consented to in writing by 
the employee; or (2) otherwise required by applicable federal or State law. 
 

COMPLAINT PROCEDURE 
 

 
8.1 Open Door Communications/Problem Solving Procedure 
 
The Park District is committed to providing the best possible working conditions for its employees. Part of 
this commitment is encouraging an open and frank atmosphere in which employees feel free to share any 
problem, complaint, suggestion, or question. The District believes that open and direct communications 
will result in better working conditions for everyone and will do its best to timely and effectively respond 
to all employee concerns. 
 
If an employee has a problem, complaint, suggestion, or question, the following procedure should be 
utilized:  
 
Step One: The employee should discuss the situation with their supervisor as soon as possible. The 
employee should give the supervisor an opportunity to investigate and then get back to the employee. 
 
Step Two: If the employee is not satisfied with the supervisor’s response or feels the problem is not 
resolved, the employee may present the problem in writing to their Department Head, and, again, as soon 
as possible. The employee should give the Department Head an opportunity to reconsider the situation and 
get back to the employee. 
 
Step Three: If the employee is still not satisfied that the problem is resolved, the employee may present 
the problem to the Executive Director, or their designee. As before, this should be done in writing as soon 
as possible. The Executive Director, or designee, will consider the situation and get back to the employee.  
 
 
 

ENDING EMPLOYMENT 
 

 
9.1 Separation of Employment 
 
As mentioned elsewhere in this Manual, all employment relationships with the District are on an at-will 
basis. Thus, although the District hopes that its relationships with employees are long-term and mutually 
rewarding, the District and the employee both reserve the right to terminate the employment relationship at 
any time and for any reason. 
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Employees desiring to terminate their employment relationship with the District in good standing are 
encouraged to notify their supervisor at least two weeks (four weeks is preferable) in advance of their 
intended termination. Such notice should be given in writing to the employee’s supervisor. Proper notice 
generally allows the District sufficient time to calculate all accrued overtime (if applicable) as well as other 
monies to which the employee may be entitled and to include such monies in the final paycheck. 
 
Exit interviews are normally scheduled for outgoing employees after the notice of intent to terminate is 
received.  The purpose of this interview is to review eligibility for benefit continuation and conversion to 
ensure that all necessary forms are completed, and to provide employees with an opportunity to discuss 
their job-related experiences.  Thereafter, the supervisor shall collect all District property that may be in the 
employee’s possession (uniforms, keys, tools, laptops, cell phone, etc.). 
 
Employees who terminate their employment relationship in good standing with the District are welcome to 
reapply for employment with the District in the future.   
 
 
 

 
 
 

EMPLOYEE CONDUCT 
 

 
10.1 Non-Discrimination and Anti-Harassment Policy  
 
The Park District is committed to maintaining a work environment that is free of all forms of discrimination 
and harassment, including sexual harassment, which are all illegal under the Illinois Human Rights Act 
(IHRA) and Title VII of the U.S. Civil Rights Act of 1964 (Title VII).  In keeping with this commitment, 
the organization will not tolerate discrimination against or harassment by anyone, including any supervisor, 
employee, vendor, customer, contractor, or other regular visitor of the Park District.  Violation of this policy 
shall be considered grounds for disciplinary action up to and including termination.  
 
Discrimination 
 
Discrimination consists of employment actions taken against an individual based on an actual or perceived 
characteristic protected by law, such as sex, race, (and traits associated with race, including but not limited 
to hair texture and protective hairstyles), color, ancestry, national origin, citizenship status, work 
authorization status, religion, age, disability, marital status, sexual orientation, gender identity, pregnancy 
(including childbirth, breastfeeding and pregnancy-related medical conditions), military or veteran status, 
genetic information, order of protection status, familial responsibilities, healthcare decisions, or any other 
category protected by applicable law.  In other words, discrimination occurs when an individual is treated 
differently or unequally because the individual is a customer of or a perceived customer of a protected 
group. 
 
Harassment 
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Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based upon a 
person’s actual or perceived protected status such as race, (and traits associated with race, including but not 
limited to hair texture and protective hairstyles), color, ancestry, national origin, citizenship status, work 
authorization status, religion, sex, pregnancy (including childbirth, breastfeeding and pregnancy-related 
medical conditions), , sexual orientation, gender identity, age, disability, marital status, military or veteran 
status, genetic information, order of protection status, familial responsibilities, healthcare decisions,  or any 
other category protected by applicable law.  The Park District will not tolerate harassing conduct that affects 
tangible job benefits, interferes unreasonably with an individual’s work performance, or creates an 
intimidating, hostile or offensive working environment.   
 
The conduct forbidden by this policy specifically includes, but is not limited to: (a) epithets, slurs, negative 
stereotypes or intimidating acts that are based on a person’s protected status; and (b) written or graphic 
material circulated within or posted within the workplace that shows hostility toward a person because of 
his or her protected status. 
 
Sexual Harassment 
 
Sexual harassment, as defined by the IHRA, consists of unwelcome sexual advances, requests for sexual 
favors, or other verbal or physical conduct of a sexual nature where: 
 
1. Submission to such conduct is made either explicitly or implicitly a term or condition of a person’s 
 employment; 
 
2. Submission to or refusal to engage in such conduct is used as the basis for any employment 
 decisions affecting such individual; or 
 
3. Such conduct has the purpose or effect of interfering with job performance or creates an 
intimidating, hostile, or offensive work environment. 
 
4. Sexual misconduct, which means any behavior of a sexual nature which also involves coercion, 
abuse of authority, or misuse of an individual’s employment position.  

 
 
Sexual harassment, as defined above, may include, but is not limited to: 
 
1. Uninvited sex-oriented verbal “kidding” or demeaning sexual innuendoes, leers, gestures, teasing, 
 sexually explicit or obscene jokes, remarks or questions of a sexual nature; 
 
2. Graphic or suggestive comments about an individual’s dress or body; 
 
3. Displaying sexually explicit objects, photographs, writings, or drawings; 
 
4. Unwelcome touching, such as patting, pinching or constant brushing against another’s body; or 
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5. Suggesting or demanding sexual involvement of another employee, whether or not such suggestion 
 or demand is accompanied by implicit or explicit threats concerning one’s employment status or 
 similar personal concerns. 
 
Even if two or more individuals are engaging in consensual conduct, such conduct could constitute 
harassment of or discrimination against another individual who witnesses or overhears the conduct.     
 
Investigation Procedure 
 
Everyone is responsible to help ensure that harassment and discrimination do not occur and are not 
tolerated.  The Park District strongly urges the immediate reporting of discrimination or harassment, 
regardless of the offender’s identity or position. An individual who believes that he or she has been 
subjected to sexual or other types of harassment or discrimination, or who has witnessed harassment or 
discrimination, should immediately submit a complaint to their supervisor, any other manager or supervisor, 
Human Resources, or the Executive Director.  If a manager or supervisor receives a complaint of harassment 
or discrimination or becomes aware of such conduct, the complaint or conduct shall be immediately 
reported to the Human Resources Department and/or the Executive Director.  The availability of this 
reporting procedure does not preclude individuals who believe they are being subjected to harassment or 
discrimination from promptly advising the offender that their conduct is unwelcome and requesting that it 
immediately cease.  
 
The Park District, or its designee, shall promptly investigate all complaints and make all reasonable efforts 
to resolve the matter informally.  These efforts may include, but are not limited to, convening conferences 
with the complainant and/or the accused harasser/discriminator to discuss the complaint and the results of 
the investigation.  
 
The right to confidentiality, both of the complainant and of the accused, will be respected consistent with 
the Park District’s legal obligations and with the necessity to investigate allegations of misconduct and to 
take corrective action when this conduct has occurred.   
 
A substantiated complaint against an employee will subject the individual to disciplinary action, up to and 
including termination.  The Park District will also take appropriate action to address a substantiated 
complaint of discrimination or harassment by a third party or non-employee.  If an investigation results in 
a finding that the complainant falsely accused another of harassment or discrimination knowingly or in a 
malicious manner, the complainant will be subject to appropriate discipline, including the possibility of 
discharge. 
 
Retaliation Prohibited 
 
Reporting harassment or discrimination or participating in an investigation will not reflect adversely upon 
an individual’s status or affect future employment or work opportunities.  Any form of retaliation against 
an individual who reports harassment or discrimination or participates in an investigation is strictly 
prohibited by the Illinois Human Rights Act, the Illinois Whistleblower Act, Title VII of the Civil Rights 
Act of 1964, and Park District policy.  Any employee who retaliates against another for exercising his or 
her rights under this policy shall be subject to discipline, up to and including termination. The Park District 
will also take appropriate action to address a third party or non-employee who engages in retaliation.   
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Resolution Outside the Park District 
 
The purpose of this policy is to establish prompt, thorough and effective procedures for responding to every 
complaint and incident so that problems can be identified and remedied internally.  However, an individual 
has the right to contact the Illinois Department of Human Rights (IDHR) and/or the Equal Employment 
Opportunity Commission (EEOC) about filing a formal complaint.  An IDHR or EEOC complaint must be 
filed within 300 days of the alleged incident(s) unless it is a continuing offense. 
 
Contact Information: 
 
Illinois Department of Human Rights (IDHR) 
• Chicago:  312-814-6200 or 800-662-3942; TTY: 866-740-3953 
• Springfield: 217-785-5100; TTY: 866-740-3953 
• Marion: 618-993-7463; TTY: 866-740-3953 
 
Illinois Human Rights Commission (IHRC) 
• Chicago: 312-814-6269; TTY: 312-814-7460 
• Springfield: 217-785-4350; TTY: 217-557-1500 
 
United States Equal Employment Opportunity Commission (EEOC) 
• Chicago: 800-669-4000; TTY: 800-869-8001 
 
10.2 Disciplinary Action 
 
As integral members of the District, employees are expected to accept certain responsibilities, adhere to 
acceptable business principles in matters of personal conduct, and exhibit a high degree of personal 
integrity. Employees are consequently encouraged to observe the highest standards of professionalism at 
all times.  
 
The following is a list of behaviors that could result in disciplinary action up to and including termination. 
Be aware that this list is not intended to be “all inclusive,” and that other behaviors may, at the District’s 
discretion also result in disciplinary action up to and including termination. Establishment of these standards 
of conduct does not alter the employment at-will relationship. Employees should seek further clarification 
from their supervisor on issues related to conduct if they do not understand a particular rule or are uncertain 
regarding a particular behavior. 
 
Evidence of the following actions may constitute sufficient reason for disciplinary action, including, 
without limitation, dismissing, demoting, suspending, or reprimanding an employee, depending on the 
circumstances: 
 
• Acceptance of an unauthorized fee, gift, or other thing of value, for personal use, in the course of, 
 or in connection with, work. 
 
• Failure to perform work in a safe manner or to take steps to eliminate and/or report a safety hazard. 
 
• Falsifying an employment application, time sheet, expense report, personnel or other documents, 
 or records of the District. 
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• Misuse of District benefits. 
 
• Unauthorized possession of District, resident, or employee property. 
 
• Possession, distribution, or use of explosives or weapons on the District’s premises, in accordance 
 with the Illinois Firearm Concealed Carry Act. 
 
• Fighting and/or other disorderly conduct. 
 
• Dishonesty, fraud, theft, or sabotage against the District or its employees. 
• Threatening, intimidating, coercing, using abusive or vulgar language, or interfering with the 
 performance of other employees of the District or residents. 
 
• Insubordination or failure to perform reasonable duties which are assigned. 
 
• Unauthorized, inappropriate, or negligent use of material, time, equipment, or property of the 
 District. 
 
• Damaging or destroying District or resident property through careless or willful acts. 
 
• Performance that does not meet the requirements for the position, including inefficiency, 
 incompetency, inattentiveness, or negligence in the performance of duties. 
 
• Negligence in observing fire prevention and safety rules. 
 
• Abuse or negligence of our security or confidential materials. 
 
• Installing unauthorized or illegal copies of software on a District-owned computer. 
 
• Repeated tardiness or absence; failure to report for work without a satisfactory reason; leaving work 
 early without permission; abuse of leave privileges. 
 
• Violation of the District’s policies, including, without limitation, the drug/alcohol policy.  
 
• Failure to cooperate with District audits or investigations. 
 
• Rudeness and other inappropriate or unprofessional behavior towards residents or District 
 employees. 
 
• Any behavior that results in an employee not performing their job, including sleeping on the job. 
 
• Violations of local, state, or federal law. 
 
• Engaging in such other practices as the District determines may be inconsistent with the ordinary 
 and reasonable rules of conduct necessary to the welfare of the District, its employees, or residents. 
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10.3 Disciplinary Procedure 
 
Should performance, work habits, conduct, or demeanor become unsatisfactory in the judgment of the Park 
District, based on violations either of the above or of any other of the District’s policies, rules, or 
regulations, an employee may be subject to disciplinary action as follows: 
 
• First Offense     Verbal Warning 
 
• Second Offense     Written Warning 
 
• Third Offense     Disciplinary Suspension/Final Warning and/or 
       Performance Improvement Plan 
 
• Fourth Offense     Demotion/Reduction in Pay and/or Discharge 
 
Discipline may begin at any step, including immediate discharge (especially during the early stages of 
employment), dependent upon the severity of the incident. The progressive disciplinary steps and the failure 
to follow the steps in every situation does not in any way create a contractual right to continued 
employment. 
 
Sometimes the Park District will find it necessary to investigate the infraction for which an employee may 
face discharge. In this case, the District may suspend the employee, with or without pay, pending the 
investigation. The objective of this suspension will be to determine if discharge is the proper decision. 
Following the investigation, if the District decides not to discharge the employee, the employee will be 
reinstated with or without back pay, depending on the circumstances. 
 
 
 
 
10.4 Attendance and Punctuality Policy 
 
Consistent attendance and punctuality contribute to the success of the District’s business operations. 
Attendance problems disrupt operations, lower productivity, and create a burden on other employees. All 
employees of the District are expected to assume responsibility for their attendance and promptness.  
 
 
Rules Concerning Attendance 
 
• Any employee who plans to be out of the office, including arriving late or leaving early, should 
 receive advance approval from their supervisor. 
 
• If it is not feasible for an employee to make arrangements in advance for the time away from the 
 office, the employee is required to contact their supervisor as soon as possible, and at least one (1) 
 hour prior to the employee’s normal starting time. If you cannot reach your immediate supervisor, 
 contact your department head. Be prepared to explain the reason for the time away from the office 
 and provide an expected date/time of return to work. 
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• Employees must personally contact the District on a daily basis during all absences, except those 
 arranged in advance. 
 
• The Park District may require that documentation substantiating the reason for the absence be 
 furnished. 
 
• In instances of absence due to an employee’s health, the District reserves the right to require the 
 employee to obtain a doctor’s report explaining the condition and the doctor’s restriction that the 
 employee not work. Ordinarily any absence due to illness or injury over three consecutive days 
 requires a report from the attending doctor. In addition, where deemed appropriate, the District may 
 delay its decision as to the employee’s physical fitness to return to work until a doctor’s report is 
 submitted. The District may require that additional documentation substantiating the reason for the 
 absence be furnished. 
 
• You must personally contact the District on a daily basis during all absences, except those arranged 
 in advance with your supervisor and/or the District. 
 
• In instances of absence due to your health, the District reserves the right to require you to obtain a 
 doctor’s note justifying your absence.  Ordinarily, any absence due to illness over three consecutive 
 days requires a report from the attending doctor.  Where deemed appropriate, the Park District may 
 delay its decision as to your physical fitness to return to work until a doctor’s report is submitted. 
 
• Excessive absenteeism or tardiness or repeated unexcused absenteeism or tardiness may result in 
 disciplinary action up to and including termination of employment. 
 
•   Three (3) consecutive working days of absence without notice to the District typically constitutes 
 job abandonment and results in termination of an employee as a voluntary separation. If the 
 employee’s absence is later determined excusable on conditions that rendered prior notice 
 impossible, the charge of absence without leave may be changed to paid leave or unpaid leave as 
 applicable. 
 
10.5 Substance Abuse Policy 
 
The Park District has a longstanding commitment to provide a safe and productive work environment. 
Alcohol and drugs in the workplace, including cannabis, pose a threat to the health and safety of employees 
and to the security of our equipment and facilities. For these reasons, the District is committed to the 
elimination of drug and/or alcohol use and abuse in the workplace. 
 
Prohibited Activity 
 
 
The possession, consumption, purchase, sale, transfer, or distribution of alcohol on District premises is 
prohibited.  No employee shall be under the influence of alcohol while on District premises or while 
performing District business off premises 
 
“Legal drugs” are: (1) drugs that are permitted under state or federal law, (2) obtained by an employee with 
a physician’s prescription or over-the-counter, and (3) used for the purposes for which they were prescribed 
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or sold.  Employees are responsible for consulting with their doctors about a prescription medication’s 
effect on their ability to work safely, and promptly disclose any restrictions to their supervisor. In the event 
an employee fails to report such restrictions and creates a safety threat, neither a physician’s prescription 
nor other medical reason will be an acceptable excuse for being in violation of this policy.  Employees 
should not, however, disclose underlying medical conditions unless specifically directed to so. 
 
Employees using cannabis, medical or otherwise, must be aware of any potential effect such drugs may 
have on their judgment or ability to perform their duties and may not possess, use, or be under the influence 
of cannabis while performing their duties, while on District property, or while operating a District vehicle.   
 
“Illegal drugs” are drugs or controlled substances that are: (1) not legally obtainable under federal or state 
law, or (2) legally obtainable under federal and state law, but not obtained and/or used in a lawful manner.  
The use, purchase, sale, transfer, possession, being under the influence, or the presence in one’s system of 
a detectable amount of an illegal drug by any employee is prohibited: (1) on District premises; (2) while 
operating a District vehicle; or (3) where the employee is performing District business off District premises. 
 
 
Testing for alcohol and drugs 
 
The District will require a drug, cannabis, and/or alcohol test of any employee where there is a reasonable 
suspicion to believe that they may be using drugs, cannabis and/or alcohol on District premises or may be 
under the influence of drugs, cannabis, or alcohol while working, on District premises, or operating District 
vehicles. Involvement in an injury or accident at work or while performing District business may also be 
grounds for testing if a member of management has a reasonable belief that drugs, cannabis and/or alcohol 
may have contributed to the injury or accident.  “Reasonable suspicion” will be based on objective factors 
such as the employee's appearance, speech, behavior, or other conduct or facts that indicate the employee 
is under the influence of legal or illegal drugs, cannabis, alcohol, or any or all of the above. Employees will 
be required to sign a consent and release form prior to drug or alcohol testing.  Test results will be kept 
confidential to the extent possible and consistent with applicable law. 
 
Employees who refuse to cooperate in required tests, test positive for alcohol, cannabis, or illegal drugs, or 
use, possess, buy, sell, manufacture or dispense alcohol, cannabis, or illegal drugs in violation of this policy 
(as discussed above) will be terminated. In addition, if an employee fails to report immediately to the testing 
location upon request, comply with any testing procedures (including attempting to substitute, dilute, or 
otherwise change specimens to be tested) and/or fails to provide specimens unless medically incapable, the 
employee will be considered as refusing to test and subject to discipline, up to and including termination.   
 
The laboratory conducting the tests shall transmit positive drug test results to a doctor ("MRO"), retained 
by the District, who shall offer persons with positive results a reasonable opportunity to establish that their 
results are caused by lawful prescribed medicines or other lawful substances. (A medical cannabis 
prescription or a claim that cannabis was used “off duty” is not a defense to a reasonable suspicion test). 
Persons with positive test results may also ask the MRO to have their split specimen sent to another federally 
certified lab, to be tested at the employee's or applicant's own expense.  Such requests must be made within 
three (3) working days of notice of test results.  If the second lab fails to find any evidence of drug use in 
the split specimen, the employee or applicant will be treated as passing the test. 
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Employees who refuse to cooperate in required tests; test positive for alcohol, cannabis, or illegal drugs; 
are found to be under the influence of alcohol, cannabis, or illegal drugs; or use, possess, buy, sell, 
manufacture or dispense alcohol, cannabis, or illegal drugs in violation of this policy (as discussed above) 
will be terminated. In addition, if an employee fails to report immediately to the testing location upon 
request, comply with any testing procedures (including attempting to substitute, dilute, or otherwise change 
specimens to be tested) and/or fails to provide specimens unless medically incapable, he or she will be 
considered as refusing to test and subject to discipline, up to and including termination.   
 
Notification of Drug Conviction 
 
Employees must notify the District of any criminal drug conviction occurring in the workplace no later than 
five days after such conviction.  For purpose of this notice requirement, a conviction includes a finding of 
guilt, a no contest plea, and/or an imposition of sentence by any judicial body for any violation of a criminal 
statute involving the unlawful manufacture, distribution, sale, dispensation, possession, or use of any 
controlled substance or cannabis.  Failure to notify your supervisor or Human Resources may subject the 
employee to disciplinary action, up to and including dismissal. 
 
Employee Assistance Program 
 
The District will assist and support employees who voluntarily seek help for alcohol or drug problems 
before they become subject to disciplinary action under this or other District policies. Employees who seek 
such assistance will be allowed to use accrued time off, placed on leaves of absence, where available, 
referred to treatment providers or otherwise accommodated as required by law. Such employees may be 
required to document that they are successfully following prescribed treatment and required to take and 
pass follow-up tests. 
 
 
 
10.6 Smoking 
 
No smoking of any kind will be permitted in District-owned or leased vehicles or on District premises, 
including within 15 feet of any entrance, exit, window, ventilation intake office or work area, restroom, 
conference or classroom, break room or cafeteria and/or other common area. This policy also applies to the 
use of smokeless tobacco and/or herbal products, as well as e-cigarettes, e-cigars, e-pipes, e-hookahs, and 
vape pens.   
 
Smoking is only allowed during authorized break times and in authorized areas. This policy applies equally 
to all employees, residents, and visitors. 
 
 
10.7 Personal Appearance 
 
Work attire should complement an environment that reflects an efficient, orderly, and professionally 
operated organization. Employees are relied on to exercise common sense and good judgment regarding 
their clothing and appearance in the workplace and to dress in a manner that is consistent with the goals of 
this policy. Employees are expected to present a neat, clean, and well-groomed appearance and to dress 
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according to the requirements of their position, which may include concerns about safety/interactions with 
members/visitors, and accurately representing our organization's image to the public.  
 
Unacceptable attire includes spandex or lycra clothing, flip-flops, tube tops, halter tops, shorts, 
lingerie-style tops, bare backs, bare midriffs or off the shoulder tops, beach wear, provocative attire 
(i.e. braless or micromini look), work out or athletic clothes, tennis shoes, cutoffs, and underwear 
worn as outerwear. 
  
 
Unacceptable attire includes clothing that is excessively revealing, displays offensive or inappropriate 
language or images, or is otherwise deemed unsafe or inconsistent with a professional workplace is not 
permitted. Appropriate attire may vary by department and job assignment, and supervisors may establish 
department-specific guidelines. 
 
Employees who are assigned to attend District meetings or workshops should be particularly conscious of 
maintaining dress and grooming standards that present a more professional image than the day-to-day 
casual dress normally permitted.   
 
Employees are expected to dress in a manner compliant with the requirements of their position and daily 
tasks, including wearing clothing that allows for the safe performance of their job duties. 
 
Employees are also asked to consider others when wearing or maintaining in their work space any type of 
strong smelling substance, including but not limited to, perfumes, aftershaves, colognes, potpourri, or other 
such substances. Employees are expected to maintain appropriate hygiene standards while at work or 
performing District work. 
 
Employees who have questions about the dress code should speak to their supervisor or Human Resources.  
An employee who reports for work in violation of this policy may be sent home (with or without pay) to 
correct the violation. 
 
In the event that the dress and grooming requirements above conflict with a sincerely held religious belief, 
an accommodation will be considered, and an exception may be granted. 
 
10.8 Ban on Certain Gifts and Rewards 
 
In accordance with the State Officials and Employee Ethics Act, employees are prohibited from accepting 
substantial gifts or entertainment from persons doing business or seeking to do business with the District.  
Even the appearance of impropriety in accepting a gift or reward can have negative consequences, so 
employees are expected to exercise the utmost care in this matter.  For more information on this policy, 
please see Human Resources.  
 
10.9 Confidentiality Policy 
 
All employees must safeguard confidential information obtained as a result of working for the District. This 
confidential information includes, but is not necessarily limited to: personal resident information, technical 
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information, systems information, processing, delivery systems, and in particular, any material identified 
by the District as “proprietary and confidential.” 
 
Access to confidential information should be on a “need to know” basis and must be authorized by the 
Executive Director. Unauthorized use or disclosure of any confidential information will cause irreparable 
harm to the District. The District may seek all remedies available under the law for any threatened or actual 
unauthorized use or disclosure of confidential information. Any employee who is unsure about the 
confidentiality of any information should immediately seek the assistance of a supervisor prior to disclosing 
such information. All questions requiring an interpretation of the Freedom of Information Act will be 
referred to the Public Access Counselors office of the Attorney General. 
 
Employees should use reasonable security measures with respect to confidential information, including but 
not limited to the following: 
 
• Confidential information should not be disclosed to any third party except upon the District’s prior
 written approval; 
• Confidential information should not be removed from the worksite without managerial permission. 
• No copies should be made of any confidential information except to promote the purposes of the 
 employee’s work for the District; 
• Employees should not use confidential information for their own benefit, nor for the benefit of any 
 third party, without the District’s prior written approval. 
 
All confidential information shall remain the sole property of the District, and all copies must be returned 
to the District upon termination of employment or upon demand at any other time. 
 
Employees who improperly use or disclose confidential business information will be subject to disciplinary 
action, up to and including termination of employment, even if they do not actually benefit from the 
disclosed information. 
 
10.10 Immunity from Liability for Confidential Disclosure of a Trade Secret to the 
Government or in a Court Filing Policy 
 
In accordance with the Defense of Trade Secrets Act (DTSA): (1) An individual shall not be held criminally 
or civilly liable under any federal or state trade secret law for the disclosure of a trade secret that—(A_ is 
made—(i) in confidence to a federal, state or local government official, either directly or indirectly, or to 
an attorney; and (ii) solely for the purpose of reporting or investigating a suspected violation of law; or (B) 
is made in a compliant or other document filed in a lawsuit or other proceeding, if such filing is made under 
seal, and (2) An individual who files a lawsuit for retaliation by an employer for reporting a suspected 
violation of law may disclose the trade secret to the attorney of the individual and use the trade secret 
information in the court proceeding, if the individual—(A) files any document containing the trade secret 
under seal; and (B) does not disclose the trade secret, except pursuant to court order. 
 
 
10.11 Whistleblower Policy 
 
A whistleblower, as defined by this policy, is an employee of the Park District who reports an activity that 
they consider to be illegal or dishonest to one or more of the parties specified in this policy. The 
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whistleblower is not responsible for investigating the activity or for determining fault or corrective 
measures; appropriate management officials are charged with these responsibilities. 
 
Examples of illegal or dishonest activities are violations of federal, state, or local laws; billing for services 
not performed or for goods not delivered; and other fraudulent financial reporting.   
 
If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the employee is to 
contact the Auditor, Executive Director, or in the event that individual is the subject of the complaint and/or 
not available the Human Resource Manager. The employee must exercise sound judgment to avoid baseless 
allegations. An employee who intentionally files a false report of wrongdoing will be subject to discipline, 
up to and including termination. 
 
Whistleblower protections are provided in two important areas -- confidentiality and against retaliation. 
Insofar as possible, the confidentiality of the whistleblower will be maintained. However, identity may have 
to be disclosed to conduct a thorough investigation, to comply with the law, and to provide accused 
individuals their legal rights of defense. The Park District will not retaliate against a whistleblower for: 
 
 • Reporting an improper governmental action pursuant to this Policy;  
 • Cooperating with an investigation by an auditing official related to a report of improper  
  governmental action; or, 
 • Testifying in a proceeding or prosecution arising out of an improper governmental action.  
 
This protection includes, but is not limited to, protection from retaliation in the form of an adverse 
employment action such as denial of adequate staff to perform duties; frequent staff changes; frequent and 
undesirable office changes; refusal to assign meaningful work; unsubstantiated letters of reprimand or 
unsatisfactory performance evaluations; demotion; reduction in pay; denial of promotion; transfer or 
reassignment; suspension or dismissal; or other disciplinary action made because of an employee's 
protected activity under this Policy.  Any whistleblower who believes he/she is being retaliated against 
should contact the Auditor, or his/her designee, immediately. Reports of retaliation must be made in 
writing and within 60 (sixty) days of learning of the retaliatory action. The right of a whistleblower for 
protection against retaliation does not include immunity for any personal wrongdoing that is alleged and 
investigated. 
  
All reports of illegal and dishonest activities pursuant to this policy must be made in writing and will be 
promptly investigated.  Please see the investigation procedures that follow.  
 
Guidance for Review and Resolution of Whistleblower and Retaliation Complaints Brought 
Pursuant to Whistleblower Policy 
 

• As directed in the policy, whistleblower and retaliation claim should be reported  to the auditing 
official, the Executive Director or, in the event the Executive Director is unavailable and/or named 
in the complaint, to the Human Resource Manager.  These individuals have the authority to appoint 
other members of the management team, Board and/or outside counsel/consultants to assist with 
the investigation. 
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• Upon receiving such a report, the auditing official, or his/her designee, will consult with others (the 
Board, outside counsel) to determine whether the claim falls under the whistleblower policy and, 
if so, how to best proceed. Employment-related concerns, including, but not limited to, harassment, 
discrimination, bullying, and other such work-related complaints are not covered by this policy. 
 
 

• Confidentiality of the individual making the complaint, as well as any witnesses, will be respected 
consistent with the Organization’s need to investigate. 

 

• After a written complaint is received by the Auditor, a written acknowledgement notice may be 
sent to the Complainant that may include a timeline for review, investigation, and resolution.  
 

• The Auditor, or his/her designee, may meet with the Complainant, Respondent and/or other 
witnesses as a part of the investigation.  The Auditor, or his/her designee, has the authority to 
conduct multiple interviews, if needed. The Auditor, or his/her designee, may also request written 
statements and/or other documentation that may be pertinent to the resolution of the complaint. 
 

• If it is determined that the conduct that is the subject of the complaint involves fraud, or 
illegal/egregious conduct, the Auditor, or his/her designee, has the authority to conduct the 
investigation in a more formal manner.  This may include a report to law enforcement agencies. 
 

• Upon completion of the investigation, the Complainant and Respondent will be notified that the 
investigation has ended, and the decision made.  This notification may take place orally or in 
writing.  If the Auditor, or his/her designee, determines this policy has been violated, the Board 
will be notified. Remedies and discipline for policy violations will be in accordance with applicable 
law. 

10.12 Workplace Violence 
 
The District is concerned about the increased violence in society, which has also filtered into many 
workplaces throughout the United States. Due to this concern, the Park District has taken steps to help 
prevent incidents of violence from occurring at the District.  The District expressly prohibits any acts or 
threats of violence by any employee, former employee, or any third party (including residents, vendors, and 
visitors) both in the workplace and at any District-related events. This includes threatening comments that 
are intended to be made in a joking manner.   
 
In keeping with the spirit and intent of this policy, and to ensure that the District’s objectives in this regard 
are attained, it is the commitment of the District: 
 
• To provide a safe and healthful work environment. 
 
• To take prompt remedial action against any employee who engages in any threatening behavior or 
 acts of violence or who uses any obscene or threatening language or gestures. 
 
• To take appropriate action when dealing with residents, former employees, or visitors to the District 
 who engage in such behavior.  Such action may include notifying the police or other law 
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 enforcement personnel and supporting prosecuting violators of this policy to the maximum extent 
 of the law. 
 
• To prohibit employees, former employees, residents, and visitors from bringing unauthorized 
 firearms or other weapons onto the District’s premises or in its vehicles, or carrying such firearms 
 or weapons while conducting District business, in accordance with the Illinois Firearm Concealed 
 Carry Act.   
 
• To establish viable security measures to ensure that the District’s facilities are safe and secure to 
 the maximum extent possible and to properly handle access to the District’s facilities by the public, 
 off-duty employees, and former employees. 
 
Any employee who displays a tendency to engage in violent, abusive, or threatening behavior, or who 
otherwise engages in behavior that the District, in its sole discretion, deems offensive or inappropriate will 
be subject to disciplinary action, up to and including discharge. 
 
All employees are responsible for maintaining a workplace that is free from threatening behavior and 
violence. Accordingly, each employee has a duty to report any threat, instance of harassment, or violent act 
observed or experienced at work.  In addition, any employee who has a reason to believe that a violent act 
may be committed on the worksite or against an employee must promptly report that belief or suspicion to 
their supervisor or the Human Resource Department.  No employee who in good faith either makes a report 
or participates in an investigation under this policy will experience retaliation of any kind. 
 
Any employee who applies or obtains a protective or restraining order which lists the District’s premises 
as being protected areas should inform their supervisor or the Human Resource Department.  The Park 
District will require the employee to furnish a copy of the order. 
 
10.13 Workplace Security and Inspections 
 
To: 1) safeguard the property of employees, customers, and the Park District; 2) help prevent the possession, 
sale, and use of illegal drugs on the Park District 's premises and keep with the spirit and intent of the Park 
District 's substance abuse policy; and 3) help prevent the possession of illegal weapons on the Park 
District’s premises; the Park District reserves the right to question employees and all other persons entering 
and leaving our premises, and to inspect any packages, parcels, purses, handbags, briefcases, lunchboxes, 
or any other possessions or articles carried to and from the Park District 's property. In addition, the Park 
District reserves the right to search any employee's office, desk, files, locker, or any other area or article on 
our premises. In this connection, it should be noted that all offices, desks, files, lockers, and so forth, are 
the property of the Park District and are issued for the use of employees only during their employment with 
the Park District. Inspections may be conducted at any time at the discretion of the Park District.    
 
Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this policy 
will not be permitted to enter the premises. Employees working on or entering or leaving the premises who 
refuse to cooperate in an inspection will be subject to disciplinary action, up to and including termination.  
 
 
 

USE OF INFORMATION SYSTEMS AND SOCIAL MEDIA 
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11.1 Use of Information Systems  
 
The District provides or contracts for the communication services and equipment necessary to promote the 
efficient conduct of business. This policy governs employee use of the District’s computers, networks, 
communications systems, phone systems, business equipment, Internet, and other IT resources (collectively 
“information systems”). All such information systems, and all communications and stored information 
transmitted through, received on, accessed on, or contained in the District’s information systems are District 
property and are to be used primarily for job-related purposes during working time. To ensure the proper 
use of information systems, the District may monitor the use of these systems and equipment and review 
or inspect all material stored on them from time to time. No communications are guaranteed to be private 
or confidential.  
 
To ensure the proper use of information systems, the District expects employees to abide by the following: 
 
1. Information systems are owned/leased and maintained by the District, and all communications 
 transmitted using the District’s information systems are the sole property of the District. These 
 electronic systems are to conduct and support District business and to assist employees in the 
 performance of their jobs. Employees are expected to use these resources responsibly, 
 professionally, ethically, and lawfully. 
 
2. Personal software or messages shall not be installed or stored on the District’s information systems 
 unless prior approval is obtained. In addition, employees are prohibited from encrypting, attempting 
 to decrypt or modifying data, files, or programs without prior written authorization. Employees are 
 prohibited from deleting or destroying data, files, or programs, except in the ordinary course of 
 business, i.e. deletion of an email after it is read. 
 
3. Minimal personal use of information systems and the distribution of personal messages by 
 employees is permitted, as long as such use does not interfere with employees’ work performance 
 or have an undue impact or cost on the operation of the information systems. In addition, personal 
 use must not involve activities for personal gain (i.e., day trading, gambling), political activity, 
 participation in chat rooms, blogs, or bulletin boards, internet chain mails/forwards, or game 
 playing. Excessive personal use of information systems or distribution of personal messages by 
 employees is prohibited. 
 
4. The District will, or reserves the right to, monitor the use of information systems and to review or 
 inspect all material stored therein. No communications are guaranteed to be private or confidential.  
 
5. Any communication sent using the District’s information systems may be subject to disclosure 
 under the Freedom of Information Act (FOIA) and released pursuant to a discovery request in the 
 event of litigation. As such, employees must take the necessary steps to protect access to and 
 archive Park District information contained in emails, texts, internet, and any other communications 
 on the District’s information systems. 
 
6. Employees may not access, read, or discuss another employee’s private email or voicemail 
 accounts. 
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7. Employees must safeguard their personal passwords and should not share that information with any 
 other individuals.  Passwords should not be written down or left in places that they are accessible 
 to others. The use of personal passwords, assigned to the employee, is not grounds for an employee 
 to claim privacy rights in the information systems. The District reserves the right to override 
 personal passwords. Employees may be required to disclose passwords or codes to the District to 
 allow access to the systems. 
 
8. Employees are responsible for the safe keeping of District issued property and must not allow such 
 property to be used by an unauthorized party.  If an employee believes a breach of security has 
 occurred or the property has been misused by another individual, the employee must notify the 
 Executive Director immediately. 
 
9. Employees may not modify, disable, compromise, or otherwise circumvent any anti-virus, user 
 authentication, or other security feature maintained on the Park District’s information system. Each 
 employee is responsible for protecting their computer against virus attack by not opening suspicious 
 e-mails, pop-ups or downloads, following appropriate guidelines for scanning all incoming 
 communications and media, and by not disabling the anti-virus application installed on their 
 workstation. 
 
10. Employees are prohibited from bringing unauthorized electronic equipment to work to use with 
 District-provided information systems and from accessing District systems with their devices 
 absent explicit permission from the Executive Director. Such prohibited equipment includes but is 
 not limited to any type of external computer drives, such as flash drives, to save information from 
 computer drives, and personal laptops and other wireless communications devices. Using such 
 unauthorized equipment with District-provided information systems and/or accessing District 
 information systems without permission is considered to be theft of District’s intellectual property. 
 
11. The District's prohibition against sexual, racial, and other forms of harassment are extended to 
 include the use of information systems. Harassing, vulgar, pornographic, obscene, or threatening 
 communications are strictly prohibited, as are sexually oriented messages or images. Employees 
 who receive email or other information on their computers which they believe violate this policy 
 should immediately report this activity to their supervisor.   
 
12. Privileged or confidential material, such as, but not limited to, trade secrets or attorney-client 
 communications, should not be exchanged haphazardly by e-mail, facsimiles, etc. 
 
13. Employees are prohibited from violating copyright, licensing, and any other relevant laws.  If 
 unsure about copyright and licensing laws, please speak with your supervisor. 
 
14. Outsiders or non-employees are prohibited from using information systems to communicate with 
 District employees or the District for any purpose unrelated to District business. 
 
15. Employees must be aware of the possibility that electronic messages that are believed to have been 
 erased or deleted can frequently be retrieved by systems experts and can be used against an 
 employee or the District. Therefore, employees should be cautious and use the information systems 
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 only in the appropriate manner and consult with systems experts to guarantee that information to 
 be deleted is truly eliminated from the system. 
 
16. Employees should exercise care so that no personal correspondence appears to be an official 
 communication of the District. Personalized District stationery and business cards may only be 
 issued by the District. Employees may not use the District's address for receiving personal mail or 
 utilize the District’s stationery or postage for personal letters. 
 
17. Employees are responsible for proper care of District-owned equipment with which they are 
 entrusted. Employees may be held responsible for the cost or replacement of any lost, stolen, or 
 damaged equipment. 
 
11.2 Use of Mobile Technologies  
 
The District encourages and promotes following the law when using mobile technology while operating a 
motorized vehicle. In accordance with Illinois state law, the use of hand-held devices while operating a 
motorized vehicle is strictly prohibited.  Only hands-free technology such as speakerphones, Bluetooth, and 
headsets are permitted to be used with a wireless telephone. In addition, employees may not use mobile 
technology to watch or stream video, participate in any video conferencing application (including, but not 
limited to, Zoom, Microsoft Teams, or Webex), or access any social media site, including, but not limited 
to, Facebook, Instagram, or X (formerly known as Twitter) while operating a motor vehicle. 
 
All types of electronic communication which includes composing, reading, sending, or accessing the 
internet for the purposes of texting, emailing, instant messaging, or any other use of an electronic 
communication device is prohibited while driving on behalf of the District. An “electronic communication 
device” refers to a wireless telephone, personal digital assistant, iPad, or portable or mobile computer or 
device for similar purposes. 
 
The Park District requires all employees to give driving their full attention.  Employees who cannot avoid 
mobile device usage should exit the roadway and park in a safe and secure area prior to initiating usage, 
other than that usage enabled by hands-free technology.  Any violations incurred as a result of unlawful 
usage of mobile technology while driving are the sole responsibility of the employee. 
 
In the case of an emergency, the employee shall pull to the side of the road and take or place the call while 
stopped or have someone else take or place the call. 
 
11.3 Social Media Use Policy 
 
We understand that social media can be a fun and rewarding way to share your life and opinions with 
family, friends, and co-workers around the world. However, use of social media also presents certain risks 
and carries with it certain responsibilities. To assist you in making responsible decisions about your use of 
social media, we have established these guidelines for appropriate use of social media.   
 
Guidelines 
 
In the rapidly expanding world of electronic communication, social media can mean many things. Social 
media includes all means of communicating or posting information or content of any sort on the Internet, 
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including to your own or someone else’s web log or blog, journal or diary, personal web site, social 
networking or affinity web site, web bulletin board or a chat room, whether or not associated or affiliated 
with the District, as well as any other form of electronic communication (including, but not limited to, 
LinkedIn, Facebook, Instagram, Pinterest, and Twitter. 
 
Ultimately, you are solely responsible for what you post online. Before creating online content, consider 
some of the risks and rewards that are involved.  
 
Know and Follow the Rules 
 
Carefully read these guidelines, the Policy Against Harassment, the Information Systems Usage Guidelines 
and ensure your postings are consistent with these policies. Inappropriate postings that may include 
discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct 
will not be tolerated and may subject you to disciplinary action up to and including termination. 
 
The District reserves the right to monitor employees’ public use of social media, including but not limited 
to statements or comments posted on the Internet, in blogs and other types of openly accessible forums, 
diaries, and personal and business discussion forums. 
 
The District should have no expectation of privacy while using District equipment and facilities for any 
purpose, including the use of social media. The District reserves the right to monitor, review, and block 
content that violates the District’s rules and guidelines. 
 
The District will investigate and respond to all reports of violations of District’s rules, guidelines, or 
policies.  Employees are urged to report any violations of this policy to Human Resources.  A violation of 
this policy may result in discipline up to and including termination of employment. 
 
Be Respectful 
 
Always be fair and courteous to fellow co-workers, residents, customers, and suppliers. or people who work 
on behalf of the District. Also, keep in mind that you are more likely to resolve work-related complaints by 
speaking directly with your co-workers or by utilizing our Open Door Policy than by posting complaints to 
a social media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening or 
intimidating, that harasses, discriminates, threatens, bullies, or is libelous or slanderous to residents, co-
workers, suppliers, customers, or that any other conduct that might constitute harassment, discrimination, 
or bullying. Examples of such conduct might include offensive posts meant to intentionally harm someone’s 
reputation or posts that could contribute to a hostile work environment on the basis of race, sex, disability, 
religion or any other status protected by law or District policy. 
 
Be Honest and Accurate 
 
Make sure you are always honest and accurate when posting information or news, and if you make a 
mistake, correct it quickly. Be open about any previous posts you have altered. 
 
Remember that the Internet archives almost everything; therefore, even deleted postings can be searched. 
Never post any information or rumors that you know to be false. 
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Employees should respect all copyright and other intellectual property laws.  For the District’s protection, 
as well as your own, it is critical that you show proper respect for all the laws governing copyright, fair use 
of copyrighted material owned by others, trademarks and other intellectual property, including the District’s 
own copyrights, trademarks, and brands. 
 
Post Only Appropriate and Respectful Content 
 
Maintain the confidentiality of the District’s trade secrets and private or confidential information.  See the 
District’s Confidentiality Policy for more information. 
 
Do not create a link from your blog, website or other social networking site to the District’s website without 
identifying yourself as a District employee. 
 
Express only your personal opinions. Never represent yourself as a spokesperson for the District. If the 
District is a subject of the content you are creating, be clear and open about the fact that you are an employee 
and make it clear that your views do not represent those of the District, fellow co-workers, residents, 
customers, suppliers or people working on behalf of the District. If you do publish a blog or post online 
related to the work you do or subjects associated with the District, make it clear that you are not speaking 
on behalf of the District. It is best to include a disclaimer such as “The postings on this site are my own and 
do not necessarily reflect the views of the District.” 
 
Using Social Media at Work 
 
Do not use the District’s email addresses to register on social networks, blogs, or other online tools utilized 
for personal use. This policy is not intended, nor shall it be applied, to restrict employees from discussing 
their wages, hours and working conditions with co-workers. 
 
Media Contacts 
 
Employees should not speak to the media on the District’s behalf without contacting the Executive Director. 
All media inquiries should be directed to the Executive Director. 
 
District-Sponsored Social Media 
 
District-sponsored social media is used to convey information about the District’s facilities and services, 
advise the public about upcoming events, obtain customer feedback, exchange ideas or trade insights about 
industry trends, reach out to potential new markets, issue or respond to breaking news, and brainstorm with 
employees and customers. 
 
All such District-related social media is subject to the following rules and guidelines, in addition to the 
rules and guidelines set forth above: 
 

1. Only employees designated and authorized by the District can prepare content for or delete, edit, 
or otherwise modify content on District-sponsored social media.  These employees are responsible 
for ensuring that the District-sponsored social media conforms to all applicable District rules and 
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guidelines.  They are also authorized to remove immediately and without advance warning any 
content, including offensive content such as pornography, obscenities, profanity, and/or material 
that violates District’s EEO and/or anti-harassment policies. 
 

2. District-sponsored social media accounts are owned by the District.  Any employees who  create 
such accounts or are provided access to such accounts do not obtain ownership rights to such 
accounts or any content contained in them.  Employees who create or are provided access to 
District-sponsored social media accounts must provide District with all passwords and/or log-in 
information to such accounts immediately upon District’s request, and must transfer “manager” or 
“owner” status (as defined by the particular social media site) upon District’s request. 
 

3. Employees who want to post comments in response to District-sponsored content must identify 
themselves as employees. 

 
For More Information 
 
If you have questions or need further guidance, please contact your supervisor. 
 
 
 
 
 

WORKING CONDITIONS 
 

 
12.1 Hours of Work and Meal/Break Periods 
 
Department supervisors shall determine and establish a daily and weekly schedule of normal work hours 
necessary to provide services. The schedule may be temporarily changed in order to meet emergency or 
other defined needs. It is the personal responsibility of each employee to be at their work station and fully 
prepared to begin work at the time the scheduled work hours begin. Employees are not permitted to alter 
works hours without the permission of the supervisor. “Altering work hours” includes arriving early and 
then leaving early and/or arriving late and staying late. Employees are not authorized to “trade hours” 
without the permission of the supervisor. 
Employees may generally schedule their own meal/break periods in accordance with the schedule below as 
long as meal/break periods are staggered to ensure department coverage and the meal period is taken no 
later than five hours after beginning work. Please note that different divisions may require alterations to the 
meal and break periods as determined by the Executive Director and as appropriate under federal and state 
laws. 

• An employee, who is scheduled to work at least 5 hours, but less than 7.5 hours, shall be 
entitled to take one (1) paid 15-minute break.  Such an employee is not entitled to a duty-
free unpaid 30-minute meal period, but may request and be granted such a meal period 
with their supervisor’s approval. 
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• An employee, who is scheduled to work at least 7.5 hours, but less than 8 hours, shall be entitled 
to take one (1) paid 15-minute break and a duty-free unpaid 30-minute meal period.  The duty-free 
unpaid meal break should be taken within the first five (5) hours of the start of the employee’s shift. 
 

• An employee who is scheduled to work 8 hours shall be entitled to take two (2) paid 15-minute 
breaks and a duty free unpaid 30-minute meal period. The duty-free unpaid meal break should be 
taken within the first five (5) hours of the start of the employee’s shift. 
 

• An employee who is scheduled to work more than 8 hours shall be entitled to any additional break 
and/or meal periods consistent with the cycle described above. The duty-free unpaid meal break 
should be taken within the first five (5) hours of the start of the employee’s shift. 
 

• An employee who is scheduled to work a shift of 12 or more hours in a single day must take at least 
two (2) 15 minute breaks, the first of which should be taken within the first five (5) hours of the 
start of the employee’s shift.  The second break should be taken no later than three (3) hours before 
the end of the employee’s shift. 

 
Employees are not otherwise permitted to leave the building during working hours (except during scheduled 
break/meal period) without the permission of the supervisor. 
 
12.2 Driver’s Licenses 
 
All employees, for whom driving a vehicle is an essential function of the job, are required to possess a valid 
driver’s license and insurance, as well as maintain a safe driving record.   
 
Any employee who drives for District business and has their license suspended is required to notify Human 
Resources immediately. Similarly, if an employee stops maintaining insurance for any reason and drives 
for work purposes, they are required to notify Human Resources immediately. Employees with suspended 
licenses/insurance cannot use their vehicles for business purposes or a District vehicle for work purposes. 
 
To ensure employee compliance with these requirements, on at least an annual basis, the Park District 
obtains and reviews drivers’ license records for covered employees.   
 
12.3 Business Expenses 
 
To the extent required by law, the District will reimburse employees for reasonable business expenses such 
as airfare, hotel, mileage, meals, etc. incurred while conducting District business away from their normal 
work location.  Employees are expected to limit expenses to reasonable amounts, exercising good business 
judgment.  All expenses must be approved in advance by your manager or the Executive Director. 
 
For more information about business expenses, please consult the Travel and Vehicle Use Policy located 
on the District Intranet or contact the Finance Department.  Failure to properly report reimbursable business 
expenses in a timely manner, as detailed in this policy, may result in denial of the reimbursement. 
 
Abuse of the expense policy, including falsifying expense reports to reflect costs not incurred by the 
employee, may be grounds for disciplinary action, up to and including termination of employment.  
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12.4 Health and Safety 
 
Establishment and maintenance of a safe work environment are shared responsibilities of the District and 
employees from all levels of the organization. The District will attempt to do everything within its control 
to assure a safe environment and compliance with federal, state, and local safety regulations. Employees 
are expected to obey safety rules and to exercise caution in all their work activities.  
 
Employees have an absolute obligation to immediately report any unsafe conditions to their supervisor.  
Not only supervisors, but employees at all levels of the organization are expected to correct unsafe 
conditions as promptly as possible. The District will not take reprisals against an employee who comes 
forth with a safety recommendation or refuses to operate any equipment or work in an area the employee 
reasonably feels is unsafe.   
 
All accidents, especially those that result in injury, must be reported immediately to the nearest available 
supervisor, regardless of how insignificant they may appear. Such reports are necessary to comply with 
federal and state laws and initiate insurance and workers' compensation procedures. 
 
12.5 Solicitation 
 
In the interest of maintaining a proper business environment and preventing interference with work and 
inconvenience to others, employees may not distribute literature or printed materials of any kind, sell 
merchandise, solicit financial contributions, or solicit for any other cause during working time.  Employees 
who are not on working time (e.g., those on lunch or breaks) may not solicit or distribute literature or printed 
material of any kind to employees who are on working time. Non-employees are prohibited from 
distributing material or soliciting employees on the organization’s premises at any time. 
 
 
Distribution includes, but is not limited to, disseminating or delivering in person or through Park District-
owned property such as bulletin boards, computers, smartphones, emails, and intranets any literature or 
other materials including circulars, notices, papers, leaflets or other printed, written or electronic matter. 
 
Working time includes any time in which either the person doing the solicitation (or distribution) or the 
person being solicited (or to whom non-business literature is being distributed) is engaged in or required to 
be performing work tasks. Working time excludes times when employees are properly not engaged in 
performing work tasks, including break periods and mealtimes. 
 
Working areas include areas controlled by the Park District where employees are performing work, 
excluding, for example, cafeterias, break rooms and parking lots. 
 
 
  
12.6 Political Activity 
 
No officer or employee shall perform or require other employees to perform political activity during work 
time.  No employee shall intentionally use any property or resources of the Park District in connection with 
any political activity. No employee shall be required at any time to participate in any political activity.  
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For purposes of this provision, the term “prohibited political activity” includes, but is not limited to: 
preparing for political rallies/meetings/demonstrations; soliciting contributions; selling tickets for a 
political fundraiser; assisting at the polls on Election Day;  soliciting votes or signatures for a candidate or 
for or against any referendum question; distributing, preparing or mailing campaign literature, campaign 
signs, or campaign material on behalf of a candidate or for or against any referendum question, or; managing 
or working on a campaign or for or against any referendum question. 
 
Nothing in this policy prohibits activities that are otherwise appropriate for an employee to engage in as 
part of their official duties or activities that are undertaken by an employee on a voluntary basis that are not 
prohibited by this policy. 
 
12.7 Privately Owned Automobiles 
 
Regular full-time employees may use their own vehicle to perform Park District duties, but must first 
receive permission from the Executive Director, or their designee.  Part-time employees must first receive 
permission from the Department Head, or their designee. If permission is granted, the Park District will 
reimburse the employee for mileage, beyond the employee’s normal commute, at the prevailing IRS rate. 
This allowance is to compensate for the cost of gasoline, oil, depreciation, insurance, and wear and tear.  In 
addition, employees driving on District business may claim reimbursement for parking fees and tolls 
actually incurred. Please see the Business Expenses Policy for more information.  The Park District shall 
not be responsible for any liability or damage resulting from an employee’s use of their privately owned 
automobile even when such use is to perform Park District duties.  Additionally, the Park District will not 
reimburse employees for expenses not necessary for business purposes, such as: 
 
• Parking tickets. 
• Vehicle repairs and maintenance. 
• Fines for moving violations. 
• Vehicle towing charges. 
 
Employees, authorized to use their private vehicles for Park District business, must comply with all of the 
Park District’s policies, procedures, and practices, including, without limitations, the drug and alcohol 
policy. 
 
12.8 Employee Suggestions 
 
Suggestions for improvement of park and recreation services are welcome from all employees, regardless 
of the position the employee holds.  Additionally, supervisors will typically make regular attempts to secure 
suggestions and recommendations from the employees whom they supervise. 
 
12.9 Safety/Injury Reporting 
 
Establishment and maintenance of a safe work environment are shared responsibilities of the Park District 
and employees from all levels of the District. The District will attempt to do everything within its control 
to assure a safe environment and compliance with federal, state, and local safety regulations. Employees 
are expected to obey safety rules and to exercise caution in all their work activities.  
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Employees have an absolute obligation to immediately report any unsafe conditions to their manager. Not 
only managers, but employees at all levels of the District are expected to correct unsafe conditions as 
promptly as possible (when safe to do so). The District will not take reprisals against an employee who 
comes forth with a safety recommendation or refuses to operate any equipment or work in an area 
he/she/they reasonably feels is unsafe.   
 
All accidents, including those involving patrons, and especially those that result in injury, must be reported 
immediately to the nearest available manager, regardless of how insignificant they may appear. An incident 
report must also be completed. Such reports are necessary to comply with federal and state laws and initiate 
insurance and workers' compensation procedures. Failure to immediately report an accident may result in 
discipline, up to and including discharge. 
 
 
 
 

PAY AND PAYROLL-RELATED PROVISIONS 
 

 
13.1 Overtime/Timekeeping 
 
Overtime 
 
Employees are expected to work overtime if additional work effort is required to serve our residents. Every 
effort is made to allocate overtime work fairly and to the best interest of everyone.  When overtime is 
necessary, employees will be notified as far in advance as possible.  Overtime is paid only after a non-
exempt employee has more than forty (40) hours during the work week.  All overtime is paid at one and 
one-half (1 ½) times the employee’s regular hourly rate. Holidays, vacation, sick, personal, Jury duty and 
bereavement do not count for purposes of overtime. Non-exempt employees must have supervisory 
authorization prior to working overtime (this includes arriving early, working through lunches, or staying 
late).  Working unauthorized overtime is prohibited.  
 
While exempt employees are not entitled to overtime for working more than 40 hours per week, such 
employees may be provided with “administrative time off” in recognition of the demands of their work 
schedules. Administrative time off is granted at the discretion of the employee’s department head with 
Executive Director approval, who shall use proper care and judgment before granting the request. It should 
be clearly understood by all concerned that administrative time is not to be provided on an hour-for-hour 
matching basis; exempt employees are expected to work the hours required by their positions. 
Administrative time off is not carried over from year to year nor is it paid out upon separation of 
employment. 
 
 
Timekeeping 
 
Accurately recording time worked is the responsibility of every employee. Federal and State laws require 
District to keep an accurate record of time worked in order to calculate employee pay and benefits. 
Accordingly, employees must accurately and precisely record the time they begin and end work, as well as 
the beginning and ending time of each break that is 30 minutes or longer, using our electronic timekeeping 
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system for non-exempt employees.  Exempt employees will record the number of hours worked each day 
on a timesheet provided and submit them to payroll in a timely fashion each month. 
 
Altering, falsifying, tampering with time records, recording time on another employee's time record, or 
instructing an employee to incorrectly or falsely report time is prohibited and may result in disciplinary 
action, up to and including termination of employment. Employees who fail to report all time worked and 
employees who work beyond their regularly scheduled work hours without express, prior authorization by 
their supervisor will also be subject to discipline, up to and including termination of employment. 
 
It is the employee’s responsibility to certify the accuracy of all time recorded in the timekeeping system. If 
corrections or modifications are necessary, please speak with your supervisor. 
  
13.2 Holiday Pay 
 
From time to time, the activities of the Park District may require a regular full-time employee to work on a 
day designated as a holiday by the Park District. In such an event, it shall be the practice of the Park District 
to compensate the employee as follows: 1) an exempt employee who is required to work may be granted 
administrative time off by their department head; and 2) any other regular non-exempt full-time employee 
who is required to work shall be compensated at two and one half times (2-1/2) their regular hourly rate of 
pay (which is inclusive of the employee’s holiday pay).   
 
 
13.3 Personnel Records 
 
Personnel files are the property of the District, and access to the information they contain is restricted. 
Generally, only officials and representatives of the District who have a legitimate reason to review 
information in a file are allowed to do so.  With reasonable advance notice and a written request, an 
employee may review material in their file up to two (2) times per calendar year, but only in the District's 
offices and in the presence of the individual appointed by the District to maintain the file.  Alternatively, 
employees may request that the items in their file be copied and sent to the employee via email or regular 
mail. Certain records, such as letters of reference, are not available for inspection. 
 
Except when requested by government or law enforcement agencies, an employee must provide a written 
release in order for the District to release information (beyond date of hire, date of termination, and job 
title) to outside parties. Requests for references should be directed to the Human Resource Department. 
Only this department has the authority to release information to outside parties. 
 
It is the responsibility of each employee to promptly notify the District of any changes in personnel data. 
Personal mailing addresses, telephone numbers, number and names of dependents*, marital status*, 
insurance beneficiary*, individuals to be contacted in the event of an emergency, educational 
accomplishments, and other such status reports should be accurate and current at all times. 
 
Typically, the District will only supply an employee’s job title and dates of employment to outside entities. 
Accordingly, except when requested by government or law enforcement agencies, an employee must 
provide a written release in order for the Organization to release any other information to outside parties. 
Requests for references should be directed to the Human Resources Department. Only this department, or 
its designee, has the authority to release information to outside parties. 
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The District cannot be held responsible for situations resulting from employees withholding correct and 
accurate information. 
 
* Such information need only be disclosed if pertinent to a benefit received. 
 
13.4 Pay Procedures 
 
Employees are typically paid every other Friday. If a holiday falls on a Friday scheduled as a payday and 
the business office is closed, paychecks will be available on the immediately preceding business day.  Each 
paycheck will include earnings for all work performed through the end of the previous calendar week. To 
ensure prompt receipt of your paycheck, direct deposit of funds is recommended. 
 
The District takes all reasonable steps to assure that employees receive the correct amount of pay in each 
paycheck and that employees are paid promptly on the scheduled payday.  In the unlikely event that there 
is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of the 
Human Resource or Payroll Department, so that corrections can be made as quickly as possible. Once 
legitimate underpayments are identified, they will be corrected in the next regular paycheck.  Overpayments 
will also be corrected in the next regular paycheck unless this presents a burden to the employee (where 
there is a substantial amount owed).  In that case, the District will attempt to arrange a schedule of 
repayments with the employee to minimize the inconvenience to all involved. 
 
13.5 Pay Deductions 
 
It is the policy of the District not to take any improper pay deductions that would be in violation of the Fair 
Labor Standards Act, its regulations (specifically Section 541.602(a)), or relevant state law or local 
ordinance.  
 
Employees who believe their pay has been improperly deducted should report such improper deduction 
immediately to their supervisor.  The complaint will be promptly investigated and the results of the 
investigation will be reported to the complaining employee.  If the employee is unsatisfied with the findings 
of the investigation, the employee may appeal the decision to the Executive Director. 
 
Any employee whose pay is improperly deducted shall be reimbursed for such improper deduction no later 
than the next pay period after the improper deduction is communicated to management. 
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APPENDIX 
 
CONTACT NAMES 
 
For inquiries to the Board of Commissioners, please contact: 
commissioners@wheatonparks.org 
630-510-4941 
 
For inquiries to the Executive Director, please contact: 
 
Michael Benard 
mbenard@wheatonparks.org 
Office (630) 665-4710/Cell Phone 630-945-7726 
 
 
For inquiries to the Finance Department, please contact: 
 
Sandra Simpson 
ssimpson@wheatonparks.org 
(630) 510-4647 
 
 
For inquiries to the Human Resources Department, please contact: 
 
Matthew Jay 
mjay@wheatonparks.org 
(630) 510-4952 
 
 
To report harassment, please contact: 
 
Michael Benard   or  Matthew Jay 
Executive Director    Human Resource Manager 
mbenard@wheatonparks.org   mjay@wheatonparks.org 
(630) 665-4710     (630) 510-4952 
 
or 
 
 
Park District Board President 
commissioners@wheatonpark.org 
630-510-4941 
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Employee Acknowledgement Form 

 
I hereby acknowledge receipt of the Wheaton Park District Personnel Policy Manual and understand that I 
am responsible for reading, understanding, and complying with it.  I understand that this Manual has been 
developed as a reference guide for Wheaton Park District employees and that neither the Manual nor its 
individual terms or any written or oral statement contradicting, modifying, interpreting, explaining or 
clarifying any provision of this Manual is intended to create or create an employment contract, either 
express or implied, on the part of the Park District.  I understand that I am an employe at will and may be 
terminated, with or without cause, and with or without notice, at any time at the option of either me or the 
District.  
 
I understand that violations of policies may subject an employee to disciplinary actions up to and including 
termination of employment. I agree that if there is any policy or provision in the Manual that I do not 
understand, I will seek clarification from my supervisor, the Human Resource Department, or the Executive 
Director. 
 
I understand that this Manual has been developed as a general reference guide and that neither the Manual 
nor its individual terms or any written or oral statement contradicting, modifying, interpreting, explaining, 
or clarifying any provision of this Manual is intended to create or shall create an employment contract, 
either express or implied, on the part of the Park District.  I also understand that the policies, benefits and 
rules contained in this Manual may be changed or discontinued by the Park District at any time. All such 
changes will normally be communicated through official notices, and I understand that revised information 
may supersede, modify, or eliminate existing policies. I understand that nothing contained in this Manual 
may be construed as creating a promise of future benefits or a binding contract with the District for benefits 
or for any other purpose. 
 
I further understand that, unless I have a written agreement signed by the Executive Director to the contrary, 
I am an at-will employee and as such, employment with the District is not for a fixed term or definite period 
and may be terminated at the will of either party, with or without cause, and without prior notice.  In 
addition, I understand that no representative of the Park District, other than the Executive Director with the 
Board’s express approval, has authority to enter into any employment agreement for any specific period of 
time or to make any binding representation or agreement, whether oral or written, contrary to the foregoing. 
 
 
 
Employee Signature:  ____________________________________________  
 
Print Name:  ___________________________________________________  
 
Date:  ________________________  
 
 
 
 
 



 

 

 

TO:  Board of Commissioners 
 

FROM: Adam Lewandowski, Director of Athletic Programs & Facilities 

  Cody Nelson, Superintendent of Athletic Programs & Facilities  
 

THROUGH: Michael Benard, Executive Director 
 

RE: Approval of Payment exceeding $19,999.99 
 

DATE:  August 19, 2026 
 

 

SUMMARY: 

Staff seeks Board approval to authorize payments to Varsity Spirit Fashions & Supplies LLC in an amount not 

to exceed an additional $55,000 for the 2026 fiscal year for competitive cheerleading, sideline cheerleading, and 

Ignite cheerleading supplies. This authorization is intended to cover anticipated remaining 2026 fiscal year 

purchases, including a pending purchase order of approximately $29,492.80 that requires Board approval before 

it can be processed. 

 

The supplies covered under this authorization include, but are not limited to: 

• Sideline Cheer Game Uniforms 

• Sideline Cheer Poms 

• Sideline Cheer Anklets 

• Sideline Cheer Ribbon Bo 

• Sideline Cheer Coaches’ Shirts 

• Competitive Cheer Poms 

• Ignite Cheer Coaches’ Shirts 
 

Year to date $24,023.93 has been paid to Varsity Spirit Fashions & Supplies LLC for various competitive 

cheerleading, sideline cheerleading and Ignite Cheerleading supplies including: 

• Sideline Cheer Practice Uniforms 

• Sideline Cheer Shoes 

• Competitive Cheer Shoes 

• Competitive Cheer Practice Uniform 

• Competitive Coach & Jr Coach Shirts 

• Ignite Cheer Game Uniforms 
 

The Athletic Department saw an unexpected significant increase in Sideline Cheer participants from 2025 to 

2026 including 89% more participants from 91 in 2025 to 172 in 2026 along with a new Ignite Cheer program 

being implemented unexpectedly based on demand, leading to additional supplies needing to be ordered. 
 

REVENUE OR FUNDING IMPLICATIONS: 

These will be paid for out of the 221 Athletic Cheerleading Budget covered by registration fees for Competitive 

Cheerleading, Sideline Cheerleading and Ignite Cheerleading.   

 

RECOMMENDATION: 

Staff recommends that the Board of Commissioners approve payment to Varsity Spirit Fashions & Supplies 

LLC in an amount not to exceed an additional $55,000 for the 2026 fiscal year, which includes authorization to 

process a pending purchase order of approximately $29,492.80, along with other anticipated eligible 

cheerleading supply purchases for the remainder of the fiscal year. 

  



                                     
TO:  Board of Commissioners 
 
FROM:  Dan Novak, Director of Arrowhead Operations 

Brian Kimbrough, Director of Parks and Planning 
  Steve Hinchee, Superintendent of Planning 
   
THROUGH: Michael Benard, Executive Director 
 
RE: 2026 Arrowhead Driving Range Improvements 
 
DATE:  August 5, 2026 
 
 
SUMMARY:  
FGM Architects continues to assist staff in developing plans for the Arrowhead Driving Range 
Improvements. Site work and portions of building construction, except the Cover the Tees 
scope, were included in second bid package for general contractors. A number of alternates 
were included to provide opportunities to upgrade from the base bid. These included: 

Alternate 1 – Heaters – Upgrading from tube heaters to bromic heaters  
Alternate 2a – Short Game Practice Area – Utilize spoils to rework short game area rather than placing 

them on the driving range. 
Alternate 2b – Short Game Practice Area (sand trap) – Add a sand trap for chipping practice 
Alternate 3 – Service Yard Gate – Replace existing service gate with something that matches building 
Alternate 4 – Range Entry Gate – Add a signed entrance at the parking lot denoting the way to driving 

range. 
Alternate 5 – Range Wayfinding/ Exterior Lighting – Upgrade from plain lighted bollards along path to 

more architectural lighting that matches the clubhouse building. 
Bid documents were made available to bidders on June 18, 2026. Bids were opened on July 17, 
2026 and the results were as follows: 

Contractor EP Doyle IHC Const. 
Base Bid $  2,415,000.00 $  3,056,900.00 
Alt. No. 1 -  Heaters $      152,854.00 $        65,000.00 
Alt. No. 2A - Short Game Practice Area $      460,581.00 $      586,333.70 
Alt. No. 2B -  Short Game Practice Area (sand trap) $        36,096.00 $        35,499.15 
Alt. No. 3 -  Service Yard Gate $        52,081.00 $        42,260.15 
Alt. No. 4 -  Range Entry Gate $        55,630.00 $        40,000.00 
Alt. No. 5 -  Range Wayfinding/ Exterior Lighting $        54,873.00 $        44,000.00 
Total $  3,227,115.00 $  3,869,993.00 
Work on the driving range is scheduled begin on September 8, 2026, with goal of being 
complete by January 18, 2027. If alternate number 2 is selected the substantial completion date 
for that portion of work is June 15, 2027. 
 
PREVIOUS COMMITTEE/BOARD ACTION:                           
A contract with FGM Architects in the amount of $23,500 for schematic design services was 
approved at the July 16, 2025 board meeting. 



 
The concept was reviewed and discussed at the Capital Projects review meeting on January 17, 
2026. 
 
A contract with Cover the Tees in the amount of $693,036 was approved at the March, 18 2026 
board meeting. 
 
FGM Architects provided an update to the board at the April 8, 2026 board subcommittee 
meeting. The schedule was reviewed at the June 3, 2026 board subcommittee meeting and 
consensus was reached allow for start the project on September 8, 2026. 
 
An agreement to lease Top Tracer equipment was approved at the June 17, 2026 board 
meeting. 
 
REVENUE OR FUNDING IMPLICATIONS:  
Capital 60-000-000-57-5701-0000 $2,000,000 FY 26 

$3,000,000 FY 27 (proposed) 
  
Anticipated expenses are as follows: 
FGM Architects schematic design $23,500 Approved on July 16, 2025 
Cover the Tees $693,036 Approved on March 18, 2026 
Top Tracer $52,905 Approved on June 17, 2026 
EP Doyle $3,227,115 Project cost- all alternates 
FGM Architects  $321,923 Recommendation under separate SOI 
Geocon for materials testing $33,717 Recommendation under separate SOI 
Owner Furnished Items $470,600 See attachment 
Total $4,822,796  
 

        Projected Financials which are outlined in the attached business plan. 
Driving Range Revenue $ 929,625 
Driving Range Expenses  $ 195,470 

Net Total $ 734,155 
  
Food and Beverage Revenue $ 551,150 
Food and Beverage Expenses  $ 189,120 

Net Total  $ 362,030 
Annual Combined Net $1,096,185 

 
STAKEHOLDER PROCESS: 
Arrowhead staff has been involved throughout the process. 
 
LEGAL REVIEW: 
Our legal counsel provided front-end specifications and agreements for bidding. 
 
ATTACHMENTS: 
FGM Architects recommendation 
Alternates 
Toptracer Range and Outdoor Food & Beverage Business Plan 



 
ALTERNATIVES: 
A number of alternates were included in the bid. 
 
RECOMMENDATION: 
Recommendation pending board review and discussion of bid results 
 
 
ALTERNATES 
 

Alternate 1 – Heaters – Upgrading from tube heaters to bromic heaters  

     
Base Bid Radiant Tube Heaters                                            Alternate 1 Bromic Heater Upgrade 



 
Alternate 2a – Short Game Practice Area – Utilize spoils to rework short game area rather than placing 

them on the driving range. 
Alternate 2b – Short Game Practice Area (sand trap) – Add a sand trap for chipping practice 
 

 

 
 



 
Alternate 3 – Service Yard Gate – Replace existing service gate with something that matches building 

 
 
Alternate 4 – Range Entry Gate – Add a signed entrance at the parking lot denoting the way to driving 

range. 

 
 



 
Alternate 5 – Range Wayfinding/ Exterior Lighting – Upgrade from plain lighted bollards along path to 

more architectural lighting that matches the clubhouse building. 
 

 
 
Base Bid Lighted Bollard Path Light                                      Alternate 5 Architectural Path Light 

 
 

























                                     

TO:  Board of Commissioners 

 

FROM:  Dan Novak, Director of Arrowhead 

Brian Kimbrough, Director of Park & Planning 

  Steve Hinchee, Superintendent of Planning 

 

THROUGH: Michael Benard, Executive Director 

 

RE: 2026 Arrowhead Driving Range Improvements -Material Testing  

 

DATE:  August 5, 2026 

 

 

SUMMARY:  

Material testing is required by code and to ensure quality of construction is being met. Staff received a 

proposal from Geocon in the amount of $33,717 for the testing services anticipated for this project.  

 

PREVIOUS COMMITTEE/BOARD ACTION:                           

A contract with FGM Architects in the amount of $23,500 for schematic design services was approved at 

the July 16, 2025 board meeting. 

 

The concept was reviewed and discussed at the Capital Projects review meeting on January 17, 2026. 

 

A contract with Cover the Tees in the amount of $693,036 was approved at the March, 18 2026 board 

meeting. 

 

FGM Architects provided an update to the board at the April 8, 2026 board subcommittee meeting. The 

schedule was reviewed at the June 3, 2026 board subcommittee meeting and consensus was reached allow 

for start the project on September 8, 2026. 

 

An agreement to lease Top Tracer equipment was approved at the June 17, 2026 board meeting. 

 

REVENUE OR FUNDING IMPLICATIONS: 

Capital 60-000-000-57-5701-0000 $2,000,000 FY 26 

$3,000,000 FY 27 (proposed) 

 

STAKEHOLDER PROCESS: 

Arrowhead staff has been involved throughout the process. 

 

LEGAL REVIEW: 

N/A 

 

ATTACHMENTS: 

Geocon proposal 

 

ALTERNATIVES: 

N/A 

 

RECOMMENDATION: 

It is recommended that the Wheaton Park District Board of Commissioner’s approve a contract with 

Geocon in an amount not to exceed $33,717 for material testing associated with the Arrowhead Driving 

Range Improvement project.  



 

 

December 18, 2025 

Wheaton Park District  
Mr. Steve Hinchee 
Superintendent of Planning  
1000 Manchester Road 
Wheaton, IL 60187 
 
Subject:  Construction Testing and Inspection Services 
                Arrowhead Golf Driving Range Improvements 
                           26W151 Butterfield Rd 
                           Wheaton, IL 
                Proposal No. 23-P1386 

Dear Mr. Hinchee: 

Geocon Professional Services is pleased to submit this proposal for providing construction materials 
testing services on the referenced project.  A brief description of our understanding of the project 
and a discussion of the scope of services to be provided are included in the following paragraphs.  

Project Understanding 

The subject site is located at the referenced address within the City of Wheaton, Illinois. The site is 
currently developed with the existing driving range. It is understood that the proposed project will 
consist of demolishing all the existing driving range features and constructing a new range with 
enclosed canopies, concessions, bathrooms and equipment storage buildings.  

Sitework will include new hitting surfaces, cart paths and walkways.  

Scope of Work 

GEOCON proposes to provide technical personnel to perform the necessary testing and monitoring 
services in accordance with the project specifications or other applicable guidelines. It is understood 
that the testing services required for this project may include the following: 

• Subgrade testing and inspection, proofrolls 

• Soil compaction testing 

• Footing subgrade testing and inspection 

• Concrete testing and monitoring 

• Structural steel testing and inspection 

• Asphalt testing and inspection 

Fee Proposal 

It is proposed to perform the services on a unit charge basis in accordance with the Proposed Fee 
Schedule and pursuant to the General Conditions, both of which are enclosed herein and considered 
part of this proposal. Details for the project are preliminary however, based on Geocon’s previous  



Construction Testing and Inspection Services 
Arrowhead Golf Driving Range Improvements 
26W151 Butterfield Rd 
Wheaton, IL 
Proposal No. 23-P1386 
 

experience on similar sized projects, it is estimated that the total fee for testing services on this 
project may be on the order of $33,717.00. A more accurate budget can be provided once design 
details are finalized and a construction schedule becomes available. The final compensation will 
depend upon the actual number of laboratory tests performed and technical time expended for this 
project. Any special equipment or test procedures not included on the fee schedule can be quoted 
upon request.   

Authorization 

GEOCON will proceed with the work on the basis of written authorization.  Please sign in the 
acceptance block below and return one copy of this proposal for our files. 

Should you have any questions regarding this proposal, or if we could be of any other assistance, 
please feel free to call us at our office.  We are looking forward to working with you on this project. 

GEOCON PROFESSIONAL SERVICES, LLC 

 

 

 
Lawrence Zablock     Joe Abu-Bakr, P.E. 
Senior Project Manager    Senior Engineer 
Ph: 708-296-4325     Ph: 224-587-9185 
Email: larry.zablock@geoconcompanies.com   Email: joe.abu-bakr@geoconcompanies.com  
          

Attachments: Proposed Fee Schedule   
  General Conditions 

 

ACCEPTANCE OF PROPOSAL AND ENCLOSURES 

 FIRM:           

 SIGNATURE:           

 NAME:           

 TITLE:           

        DATE:                 _____________    

mailto:larry.zablock@geoconcompanies.com
mailto:joe.abu-bakr@geoconcompanies.com


Senior Engineering Technician: Perform inspection of mass grading including proofrolls and compaction testing.
Perform testing & inspection for foundation subgrade and concrete for footings, piers and walls.

Estimated Total Hours: 0 days @ 8 hrs./day 0.0 Hours Demolition and Mass Grading (Est. 1-2 weeks)
4 days @ 4 hrs./day 16.0 Hours Demolition and Mass Grading (Est. 1-2 weeks)
1 days @ 8 hrs./day 8.0 Hours Foundation Ex & Concrete
4 days @ 4 hrs./day 16.0 Hours Foundation Ex & Concrete
0 days @ 8 hrs./day 0.0 Hours Foundation Walls & Piers Concrete
5 days @ 4 hrs./day 20.0 Hours Foundation Walls & Piers Concrete
0 days @ 8 hrs./day 0.0 Hours Foundation Walls & Piers Backfill (assumes Ca-7)
0 days @ 4 hrs./day 0.0 Hours Foundation Walls & Piers Backfill (assumes Ca-7)

14 days 60.0 Hours

0 days 8.0 hrs./day 0.0 Hours (Overtime)
0 days 0.0 Hours

Item Unit Fee Total
Senior Engineering Technician 60.0 Hours 134.00$        8,040.00$               
Senior Engineering Technician - Overtime 0.0 Hours 201.00$        -$                        
Nuclear Density Gauge, per day 5.0 Days 45.00$          225.00$                  
Concrete Compression Tests, per cylinder 50.0 Test 22.00$          1,100.00$               
Moisture Density Test, per test 2.0 Test 275.00$        550.00$                  
Trip Charges (inc. mileage, truck charges) 14.0 Trips 95.00$          1,330.00$               
Senior Engineer 8.0 Hours 190.00$        1,520.00$               
Principal Engineer 1.0 Hours 205.00$        205.00$                  

 Mass Earthwork, and Foundations Estimated Total: 12,970.00$          

ITEM 2:  Cast-in-Place Concrete Inspection & Testing

Senior Engineering Technician: Perform proofroll and compaction testing for pad and stone, concrete sampling & testing

Estimated Total Hours: 0 days @ 8 hrs./day 0.0 Hours Slab-on-grade Subgrade & Subbase Inspection
2 days @ 4 hrs./day 8.0 Hours Slab-on-grade Subgrade & Subbase Inspection
0 days @ 8 hrs./day 0.0 Hours Slab-on-grade Concrete Testing
5 days @ 4 hrs./day 20.0 Hours Slab-on-grade Concrete Testing
0 days @ 8 hrs./day 0.0 Hours Slab-on Deck Concrete Testing
0 days @ 4 hrs./day 0.0 Hours Slab-on Deck Concrete Testing
7 days @ 28.0 Hours

0 days 0.0 hrs./day 0.0 Hours (Overtime)
0 days 0.0 Hours

Item Unit Fee Total
Senior Engineering Technician 28.0 Hours 134.00$        3,752.00$               
Senior Engineering Technician-Overtime 0.0 Hours 201.00$        -$                        
Floor Flatness Technician 0.0 Hours 134.00$        -$                        
Floor Flatness Technician - Overtime 9.0 Hours 201.00$        1,809.00$               
Floor Flatness Machine, per test 3.0 Tests 175.00$        525.00$                  
Nuclear Density Gauge, per day 0.0 Days 45.00$          -$                        
Concrete Compression Tests, per cylinder 70.0 Tests 22.00$          1,540.00$               
Relative Humidity Probes, ea 0.0 Tests 60.00$          -$                        
Calcium Chloride Test, ea 0.0 Tests 40.00$          -$                        
Trip Charge (incl. mileage, truck charges) 7.0 Trips 95.00$          665.00$                  
Senior Engineer 5.0 Hours 190.00$        950.00$                  
Principal Engineer 1.0 Hours 205.00$        205.00$                  

Cast-in-Place Concrete Inspection & Testing Estimated Total: 9,446.00$            

Quantity

Quantity

Construction Testing Cost Estimate - Proposal No. 25-P1386

ITEM 1:  Demolition, Mass Earthwork and Foundations 
Arrowhead Golf Driving Range Improvements - 26W151 Butterfield Rd, Wheaton, IL



ITEM 3:  Compaction Testing for Site Utilities - None Anticipated 

Senior Engineering Technician: Perform spot compaction testing for utilities (Assumes CA-7 Backfill)

Estimated Total Hours: 0 days @ 4.0 hrs./day 0.0 Hours Site Utilities Compaction: 
0 days  0.0

0 days 0.0 hrs./day 0.0 Hours (Overtime)
0 days 0.0 Hours

Item Unit Fee Total
Senior Engineering Technician 0.0 Hours 134.00$        -$                        
Senior Engineering Technician-Overtime 0.0 Hours 201.00$        -$                        
Nuclear Density Gauge, per day 0.0 Days 45.00$          -$                        
Trip Charge (incl. mileage, truck charges) 0.0 Trips 65.00$          -$                        
Senior Engineer 0.0 Hours 190.00$        -$                        
Principal Engineer 0.0 Hours 205.00$        -$                        

Compaction Testing for Site Utilities Estimated Total: -$                      

ITEM 4:  Bituminous and Concrete Paving Inspection and Testing 

Senior Engineering Technician: Perform subgrade inspection & proofroll, density test for stone subbase and asphalt, concrete testing

Estimated Total Hours: 0 days @ 8.0 hrs./day 0.0 Hours Pavement Subgrade & Subbase Inspection
3 days @ 4.0 hrs./day 12.0 Hours Pavement Subgrade & Subbase Inspection
0 days @ 8.0 hrs./day 0.0 Hours Asphalt & Concrete Pavement
6 days @ 4.0 hrs./day 24.0 Hours Asphalt & Concrete Pavement
2 days @ 4.0 hrs./day 8.0 Hours Sidewalks, Curbs & Exterior Concrete

11 days  44.0 Hours

0 days 0.0 hrs./day 0.0 Hours (Overtime)
0 days 0.0 Hours

Item Unit Fee Total
Senior Engineering Technician 44.0 Hours 134.00$        5,896.00$               
Senior Engineering Technician-Overtime 0.0 Hours 201.00$        -$                        
Nuclear Density Gauge, per day 5.0 Days 45.00$          225.00$                  
Trip Charge (incl. mileage, truck charges) 11.0 Tests 95.00$          1,045.00$               
Moisture Density Relationship (Std./Mod. Proctor) 1.0 Each 275.00$        275.00$                  
Concrete Compression Tests, per cylinder 25.0 Each 22.00$          550.00$                  
Senior Engineer 4.0 Hours 190.00$        760.00$                  
Principal Engineer 1.0 Hours 205.00$        205.00$                  

Bituminous and Concrete Paving Inspection and Testing: 8,956.00$            

ITEM 5:  Structural Steel and Precast Framing Inspection and Testing

Senior Steel Technician: Perform structural steel, bolted connections and visual welds testing and inspection

Estimated Total Hours: 0 days @ 4 hrs./day 0.0 Hours Structural Steel - Shop
3 days @ 4 hrs./day 12.0 Hours Structural Steel/Metal Decking - Field 
3 days 12.0 Hours

Item Unit Fee Total
Senior Steel Technician (Shop Fabrication Testing) 0.0 Hours 140.00$        -$                        
Senior Steel Technician (Field Testing) 12.0 Hours 140.00$        1,680.00$               
UT/MT Technician 0.0 Hours 140.00$        -$                        
UT Machine, Consumables/day 0.0 Days 170.00$        -$                        
Trip Charge (incl. mileage, truck charges) 3.0 Trips 95.00$          285.00$                  
Senior Engineer 2.0 Hours 190.00$        380.00$                  
Principal Engineer 0.0 Hours 205.00$        -$                        

Structural Steel Inspection & Testing Estimated Total: 2,345.00$            

Quantity

Quantity

Quantity



ITEM 6:  Sprayed-on-Fireproofing Inspection and Testing - None Anticipated 

Senior Engineering Technician: Perform sprayed on fireproofing inspection and testing

Estimated Total Hours:
0 days @ 4.0 hrs/day 0.0 Hours Sprayed On Fireprooring
0 days 0.0 Hours

0 days 4.0 hrs./day 0.0 Hours (Overtime)
0 days 0.0 Hours

Item Unit Fee Total
Senior Engineering Technician 0.0 Hours 134.00$        -$                        
Senior Engineering Technician - Overtime 0.0 Hours 201.00$        -$                        
Trip Charge (incl. mileage, truck charges) 0.0 Trips 95.00$          -$                        
Fireproofing Density Tests 0.0 Tests 80.00$          -$                        
Senior Engineer 0.0 Hours 190.00$        -$                        
Principal Engineer 0.0 Tests 205.00$        -$                        

Sprayed on Fireproofing Inspection and Testing Estimated Total: -$                      

ITEM 7 :  Masonry Testing - None Anticipated 

 Senior Engineering Technician:  Observe mixing procedures and cast and transport test specimens.

Estimated Total Hours:
0 days @ 8.0 hrs./day 0.0 Hours Masonry Testing
0 days @ 4.0 hrs/day 0.0 Hours Masonry Testing
0 days    0.0 Hours

Senior Engineering Technician 0.0 Hours 134.00$        -$                        
Concrete Masonry Units, per test (ASTM C140) 0.0 Tests 225.00$        -$                        
Masonry prisms, per test set of 3 (ASTM E447) 0.0 Tests 425.00$        -$                        
Grout Cylinders, per cylinder 0.0 Cylinders 22.00$          -$                        
Mortar Cubes, per test 0.0 Tests 22.00$          -$                        
Trip Charge ( incl. mileage, truck charges) 0.0 Trips 95.00$          -$                        
Senior Engineer, per hour 0.0 Hours 190.00$        -$                        

Masonry Testing Estimated Total: -$                      

33,717.00$       

1. All field testing will be billed portal to portal to and from our office with a minimum charge of   4 hrs, including same day cancellations.
     If total time exceeds 6 hours, it will be billed for a minimum 8 hour day. Full time testing, starting on the sixth consecutive 8 hour day 
     will be billed for onsite time only.
2. Client and or contractor is responsible for providing safe access to all areas needing to be tested and or inspected including manlifts, scaffolds etc.
3. Overtime approved by the Client will be invoiced at 1.5x standard rate for work beyond  eight (8) hours/day, work outside the standard 
     7:00-3:00 shift, and Saturdays. Sundays and Holidays will be 2.0 x standard rates.  Sundays and Holidays will be 2.0 x standard rates.
4. Night shift work will be invoiced at 1.25 x standard rate. 
5. All fixed hourly labor rates included in GEOCON’s proposal that are governed by the Collective Bargaining Agreement (CBA) with Local 150 
     are subject to automatically increase March 1st of every year based on the % increase included in the governing CBA.
6. Lab testing performed on Saturdays at the request of the client will include an additional lab fee of $200 per day. 
7. Services and fees not listed will be quoted upon request.  The above prices include one hard copy of reports distributed as requested and 
     electronic distribution as needed to applicable parties.
8. Invoices will be due within 30 days from the date of issue.

Quantity

Total Estimated Cost:



STANDARD TERMS AND CONDITIONS 
Construction Testing Services  

Item 1. Scope of Work. GEOCON Professional Services, LLC (GEOCON) shall perform services 
in accordance with an “agreement” made with the “client". The agreement consists of GEOCON's 
proposal, Standard Fee Schedule, and these General Conditions. The "client" is defined as the 
person or entity requesting and/or authorizing the work, and In doing so, client represents and 
warrants that he is duly authorized in this role, even if performed on behalf of another party or entity, 
in which case the other party or entity is also considered as the client, The hiring of GEOCON 
signifies the acceptance of this proposal and the terms of this agreement. 
The fees for services rendered will be billed in accordance with the Standard Fee Schedule; unit 
rates for services not covered In the Fee Schedule or elsewhere in the agreement can be provided, 
Any cost estimates stated in this contract shall not be considered as a firm figure unless otherwise 
specifically stated in this contract. The standard prices proposed for the work are predicated upon 
the client's acceptance of the conditions and allocations of risks and obligations described in the 
agreement. The client agrees to Impart the terms of this agreement to any third party to whom client 
releases any part of GEOCON's work, GEOCON shall have no obligations to any party other than 
those expressed in this agreement. All fixed hourly labor rates included in GEOCON’s proposal that 
are governed by the Collective Bargaining Agreement (CBA) with Local 150 are subject to 
automatically increase March 1st of every year based on the % increase included in the governing 
CBA. 
 
Item 2. Site Access. The client will provide for the right-of-access to the work site, In the event the 
work site is not owned by the client, client represents to GEOCON that all necessary permissions 
for GEOCON to enter the site and conduct the work have been obtained, While GEOCON shall 
exercise reasonable care to minimize damage to the property, the client understands that some 
damage may occur during the normal course of work, that GEOCON has not included in its fee the 
cost of restoration of damage, and that client will pay for such restoration costs. 
 
Item 3. Personnel Responsibility. The presence of GEOCON field representatives will be for the 
purpose of providing observation and field testing and does not include supervision or direction of 
the actual work of the contractor, his employees or agents. The contractor (s) for this project should 
be so advised. The contractor should also be informed that neither the presence of, nor the 
observation and testing by GEOCON personnel shall excuse the contractor in any way for defects 
discovered in his work. It is understood that GEOCON will not be responsible for job or site safety 
of the project. Job and d site safety will be the sole responsibility of the contractor unless contracted 
to others. 
 
Item 4. Observations and Tests. The term “observation” implies only that GEOCON should 
observe the applicable portions of the work we have agreed to be involved with and perform tests, 
from which to develop an opinion as to whether the work essentially complies with the job 
requirements. Client shall cause all tests and observation of the site, materials and work performed 
by GEOCON or others to be timely and properly performed in accordance with the plans, 
specifications and contract documents, and GEOCON's recommendations. No claims for loss, 
damage or injury shall be brought against GEOCON by client or any third party unless all tests and 
observations have been so performed and unless GEOCON's recommendations have been 
followed. 
 
Item 5. Accuracy of Test Locations and Elevations. The accuracy and proximity of provided 
survey control will affect the accuracy of in-situ test location and elevation determinations. Unless 
otherwise noted, the accuracy of lest locations and elevations will be commensurate only with 
pacing and approximate measurements or estimates. 
 
Item 6. Degree of Certainty of Compliance. With any manufactured product, there are statistical 
variations In its uniformity, and in the accuracy of tests used to measure its qualities. As compared 
with other manufactured products, field construction usually has wider fluctuations in both product 
and test results. Thus, even with very careful observations and testing, it cannot be said that all 
parts of the product comply with the job requirements. Our proposal is for the Scope of Services 
requested by our client and as scheduled by the client or client's representative. The degree of 
certainty for compliance with project specifications is much greater with full-time observation and 
testing than it is with intermittent observation and testing. 
 
Item 7. Hazardous Materials and Conditions. Prior to the start of services, or at the earliest time 
such information is learned, it shall be the duty of the client, or  other involved or contacted parties, 
to advise GEOCON of any known or suspected undocumented fills, hazardous materials, by-
products, or constituents, and any known environmental, geologic, and geotechnical conditions, 
which exist on or near any premises upon which work is to be performed by GEOCON employees 
or subcontractors or which in any other way may be pertinent to GEOCON's proposed services, 
 
The discovery of unanticipated hazardous materials, or suspected hazardous materials, may 
require that special and immediate measures by exercised to protect the health and safety of 
GEOCON site personnel and/or the public. GEOCON may at its option and on the basis of its 
judgment and opinion, exercise such precautions to complete the project, or terminate further work 
on the project. In either case, the client will be notified as soon as practically possible, and the client 
agrees to bear all reasonable and equitable cost adjustments, if any, associated with such 
measures taken, 
Item 8. Reports and Ownership of Documents. GEOCON will furnish three copies of the report 
to the client. Additional copies will be furnished to the owner or others at the rate specified in the 
fee schedule. All reports, boring logs, field data, field notes, laboratory test data, calculations, 
estimates, and other documents prepared by GEOCON as instruments of service, shall remain 
the property of GEOCON, unless there are other contractual agreements. GEOCON will retain 
final reports relating to the services performed for a period of 5 years following submission of the 
report. Client agrees to return upon demand and will not use for any purpose whatsoever all 
reports and other work furnished to client or his agent which are not paid for. 
Item 9. Confidentiality. GEOCON shall hold confidential the business and technical information 

obtained or generated in performance of services under this agreement and identified in writing by 
the client as "confidential". GEOCON shall not disclose such information except if such disclosure 
is required by governmental statute, ordinance, or regulation; for compliance with professional 
standards of conduct for public safety, health, and welfare concerns; or for protection of GEOCON 
against claims or liabilities arising from performance of its services. 
 
The technical and pricing Information contained in any report or proposal submitted by GEOCON 
is to be considered confidential and proprietary and shall not be released or otherwise made 
available to any thirty party without the express written consent of GEOCON. 
 
Item 10. Standard of Care. GEOCON will perform the services under this agreement in 
accordance with generally accepted practice, in a manner consistent with that level of care and 
skill ordinarily exercised by members of this profession under similar circumstances. No other 
warranties implied or expressed, in fact or by law, are made or intended in this agreement. The 
client recognizes that subsurface soil, groundwater and other materials can vary between sampling 
and testing points and with time, and that the Interpretation of data, and opinions and 
recommendations made by GEOCON are based solely on obtained data. Such limitations can 
result in a redirection of conclusions and Interpretations where new or changed information is 
obtained. GEOCON will not be responsible for the interpretation by others, of data obtained by 
GEOCON. 
 
Item 11. Limitations of Liability. The client agrees to limit GEOCON's liability to the client and all 
parties claiming through the client or otherwise claiming reliance on GEOCON's services, allegedly 
arising from GEOCON's professional acts or errors and omissions, to a sum not to exceed the 
lesser of GEOCON's fees for the services performed on the project, or $25,000.00, provided that 
such claims are not attributable to GEOCON's gross negligence or intentional misconduct. In this 
latter event, the limit of liability will be increased to $25,000 less any applicable insurance amount 
covering alleged damages or claims. In no event shall GEOCON or any other party to this 
agreement, Including parties which may have or claim to have a direct or indirect reliance on 
GEOCON's services, be liable to the other parties for incidental, indirect, or consequential 
damages arising from any cause. 
 
Item 12. Insurance and Indemnity. GEOCON represents that they now carry, and will continue 
to carry: (i) workers’ compensation insurance in accordance with the laws of the states having 
jurisdiction over their employees who are engaged in the Services, and employer’s liability 
insurance ($1,000,000); (ii) commercial general liability insurance ($1,000,000 occ / $2,000,000 
agg); (iii) automobile liability insurance ($1,000,000 B.I. and P.D. combined single limit); and (iv) 
professional liability insurance ($1,000,000 claim / agg). Certificates of insurance will be provided 
upon request. Additionally, insured on a primary and non-contributary basis with respect to the 
general liability and auto liability coverage only.  Waivers of subrogation applies to the general 
liability, auto liability, and workers compensation in favor of the stated additional insureds. 
Certificates of insurance can be provided to the client upon written request. GEOCON shall not be 
responsible for any loss, damage, or liability beyond the insurance limits and conditions. GEOCON 
agrees to indemnity the client from and save client harmless against any loss, damage, or liability 
stemming from acts of gross negligence by GEOCON.  Except as expressly set forth in Item Nos. 
11 and 12, the client agrees to hold GEOCON, its officers, directors, agents, and employees, 
harmless from any claims, suits or liability including but not limited to attorney fees, costs of 
settlement and other incidental costs, for personal injury, death, illness, property damage or any 
other loss, allegedly arising from or related to GEOCON's performance of work. 
 
Item 13. Modification. This agreement and all attachments pursuant to this agreement represent 
the entire understanding between the parties, and neither the client nor GEOCON may amend or 
modify any aspect of this contract unless such alterations are reduced to writing and properly 
executed by the parties hereto. These terms and conditions shall supersede all prior or 
contemporaneous communications, representations, or agreements, and any provisions 
expressed or implied in the request for proposal, purchase order, authorization to proceed, or other 
contradictory provisions, whether written or oral. 
 
Item 14. Termination. This agreement may be terminated by either party upon seven day's prior 
written notice, In the event of termination, GEOCON shall be compensated by the client for all 
services performed up to and including the termination date, including reimbursable expenses, and 
for the completion of such services and records as are necessary to place GEOCON's files in order 
and/or protect its professional reputation. 
 
Item 15. Payment. Invoices for performed work will be submitted monthly for services rendered the 
prior month and/or upon completion of said services, payable within 30 days of invoice date. The 
fees quoted are based upon an expected timely payment. An interest charge of 1.5% per month will 
be added to delinquent charges; however, GEOCON at its option may terminate its services due to 
client’s failure to pay when due. In the event of termination of services prior to completion, client shall 
compensate GEOCON for all services performed prior to and for such termination, 
 
Item 16. Sample Disposal. Unless otherwise agreed, test specimens or samples will be disposed 
immediately upon completion of the test. All drilling samples or specimens will be disposed of thirty 
(30) days after submission of GEOCON's report. 
 
Item 17. Third Party Reliance. The Services provided are for GEOCON and Client’s sole benefit 
and exclusive use with no third-party beneficiaries intended. Reliance upon the Services and any 
work product is limited to Client and is not intended for third parties. For a limited time period not to 
exceed three months from the date of the report, GEOCON will issue additional reports to others 
agreed upon with Client, however Client understands that such reliance will not be granted until those 
parties sign and return a reasonably acceptable reliance agreement and GEOCON receives an 
agreed-upon reliance fee. 



                               
                                     

TO:  Board of Commissioners 
 
FROM: Greg Bockheim, Director Cosley Zoo 
   
THROUGH: Michael Benard, Executive Director 
 
RE: Naming Policy: Addendum to existing policy   
 
DATE:  August 5, 2026 
 
 
SUMMARY:   
The Cosley Zoo requests to add an addendum to the Wheaton Parks District facility naming 
policy.  
 
PREVIOUS COMMITTEE/BOARD ACTION:         
The Board approved the WPD naming policy in September 2007.     
                          
REVENUE OR FUNDING IMPLICATIONS:   NA 
 
STAKEHOLDER PROCESS:   NA 
 
LEGAL REVIEW:   This addendum has been reviewed by legal 
 
ATTACHMENTS:   NA  
 
ALTERNATIVES:    NA 
 
RECOMMENDATION:      It is recommended that the Wheaton Park District Board of 
Commissioners accept this addendum.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 











Parks, Facilities, Trails and Open Space 

Naming Policy 

Wheaton Park District 

Amended September 

August 202607 

 

 

The purpose of this procedure is to clearly define the process for naming Wheaton Park District 

parks, trails, open space areas and associated structures or facilities. It is designed in the spirit of 

community neighborhood involvement and influence as well as to facilitate a naming process for 

present and future needs. The values, contributions, services and heritage of the community can 

be embodied and preserved by appropriate and logical naming of parks and facilities. 

 

Parks, trails and open space areas shall be defined as any parcel of land, including ponds and 

lakes that are donated, dedicated or acquired for public use as a park, trail or open space. Park 

structures or facilities shall be defined to include but not limited to athletic fields, tennis courts, 

golf courses, outdoor theaters, buildings, meeting space, gymnasiums and swimming pools. 

 

For name requests that do not meet the standards or conditions set forth in this procedure, 

alternatives are given at the end of this document. 

 

1. Naming Criteria 

Each of the following conditions describe an opportunity for implementing the park naming 

procedure: 

• Any planned park, trail or park facility that is not yet built or acquired and has no 

official name. 

• Any existing park, trail or park facility that is built and has no official name. 

• Any existing park, trail or park facility that is built and has a geographic name only. 

 

Any interested person may become involved in the naming process for the park or facility. 

To be considered, proposed names may be submitted from one of the following sources: 

• Recommendation made by park district staff in the planning and/or development of a 

new park. 

• Any person(s) or firm(s) who contribute significantly to the development of the park or 

facility. Land developers of adjoining property may be included in this group regardless 

of whether their contribution is voluntary or required by the park district. 

• An ad hoc naming committee may be assembled under the guidance of the Wheaton 

Park District Board of Park Commissioners or Wheaton Park District staff. This 

committee shall be comprised of residents from neighborhoods near or adjacent to the 

park or facility to be named. 



2. Selection of a Name 

 

Name selections should express appreciation to those who have contributed significantly to 

the Park District or maintain themes established for adjoining developments. Preference 

will be give to names having local and/or historical significance. 

 

Names submitted should adhere to the following standards and guidelines: 

• Geographic names descriptive of the location or significant natural features in or near 

the park or facility. 

• Historic names or events relevant to the park or facility. The name submitted should be 

one of significance to a substantial portion of the community, and this fact shall be 

documented. 

• Organization or person who made a significant contribution to the park or facility being 

named. Contribution, whether years of service or monetary donation, should be 

extensive and substantial. 

• Person who made a significant contribution to the park district as a whole over an 

extended period of time. It should be someone who has contributed in a definitive and 

outstanding manner to the betterment of the park district and its citizens. 

3. Submitting a Name Request 

To submit a name to the Executive Director: 

• Document the reasoning for the requested name and show community support that 

includes neighbors of the park or facility in the request. To change the name of a park 

or facility, valid and adequate reasons must be given in the request to the Executive 

Director. 

• Requests commemorating a person’s name shall include a biographical profile and 

written certification by the applicant that they have secured the necessary 

permissions or approvals to utilize the proposed name in the manner 

requested.approval from that person (or next of kin if that person is deceased. 

• At the meeting with the Executive Director or his/her designee, present the request and 

submit copies of the written recommendation including any historical documentation 

and a biographical profile. 

After the presentation and submission of written materials, the Executive Director will 

forward all pertinent materials to the Board of Commissioners for consideration. 



4. Approval Process 

The approval process is a determination of the appropriateness of the requested name 

according to the standards set forth in this document. Wheaton Park District staff has 

primary responsibility for completing all duties required for this determination. The 

approval process shall begin with an evaluation period based on the type of name request. 

 

a. If the name request commemorates a person or group, a 30-day evaluation period 

shall begin upon presentation and written submission to the Board of Commissioners. 

The evaluation process shall include a careful review of the person or group being 

recognized in the request and communityneighborhood meetings to inform the 

adjacent public about the request. 

 

b. The final decision for naming parks and facilities shall always remain in control of 

the Wheaton Park District Board of Park Commissioners. 

 

c. After the name is approved by the Park Board, the Park District will provide signs 

where appropriate. If requested, the district may also provide additional signs 

displaying background information about the name. The Park District shall keep a 

permanent record of the naming process. 

 

5. Alternatives 

If the requested name does not meet the criteria, two alternatives exist to commemorate a 

person and/or a name. These include the Wheaton Park District Memorial Tree and 

Memorial Bench programs. 



















                               
                                     

TO:  Board of Commissioners 

 

FROM:  Brian Kimbrough, Director of Parks and Planning 

Steve Hinchee, Superintendent of Planning 

   

THROUGH: Michael Benard, Executive Director 

 

RE: Comprehensive Plan Update – Toohey Park 

 

DATE:  August 5, 2026 

 

 

SUMMARY:  

Previously staff created the 2016-2020 comprehensive plan for the Wheaton Park District. Part of the plan 

included improvements related to Toohey Park. Many of the items identified for the park on that plan are 

still relevant today. As the amenities int the park have continued to age a few additional items we added 

to the plan. While staff investigated grant opportunities to help fund park improvements, it was brought to 

our attention that having an updated comprehensive plan for the park would aid the application. 

 

PREVIOUS COMMITTEE/BOARD ACTION:                           

It has been previously requested that we obtain board approval prior to applying for any grants. 

A resolution to apply for an OSLAD Grant was approved at the September 3, 2025 board meeting 

authorizing the OSLAD Grant application for Toohey Park Improvements. Upland Design presented the 

concept plan at that same meeting. 

 

REVENUE OR FUNDING IMPLICATIONS: 

The proposed budget for 2027 and 2028 allocates funding for these improvements, provided the grant is 

awarded. Should the grant application not be successful the need still exists to renovated existing 

amenities that are aging. 

 

STAKEHOLDER PROCESS: 

Staff have been engaged with Upland Design, our consultant, in the development of the concept plans. 

Additionally, an online survey and a public meeting were conducted in 2025 to gather further input on the 

proposed concept. 

 

LEGAL REVIEW: 

N/A 

 

ATTACHMENTS: 

Pages from the comprehensive plan updated for Toohey Park. 

 

ALTERNATIVES: 

N/A 

 

RECOMMENDATION: 

It is recommended that the Wheaton Park District Board of Commissioner’s approve the updated 

comprehensive plan for Toohey Park. 
 





Parks and Open Space 

Park Maps & Project Lists 

Selections Updated August 19, 2026
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Address: 1900 Orchard 

Size: 7.20 ac. 

 

TOO 13 

TOO 14 

TOO 15 

TOO 16 



Toohey Park 
 
 

 
Map Location Priority Budget Complexity Description 

TOO 01 1 $  Improve front signage 

TOO 02 1 $  Upgrade the well 

TOO 03 2 $  Improve the city's concrete sidewalk 

TOO 04 2 $  Add outdoor lighting for Safety City 

TOO 05 2 $  Tree removal (Cottonwoods) 

TOO 06 2 $  "Face lift" for Safety City 

TOO 07 3 $$  Dredge pond 

TOO 08 3 $$  Replace existing gazebo and bridge on island 

TOO 09 3 $$  Add parking lot lights 

TOO 10 3 $$  Add picnic pavilion/gazebo/lighting in open space for rentals 

TOO 11 3 $$  Additional Parking 

TOO 12 3 $$$  Add exterior bathroom facilities 
TOO 13 1 $$$  Replace 2-5 yr. old playground & add 5-12yr. old playground 
TOO 14 1 $$  Additional walking paths & connection to Orchard Park 
TOO 15 1 $$$  Native plantings for shoreline stabilization 
TOO 16 2 $  Sports practice field 

 
 
 
 
 
 
 
 
 
 
 

 

Components highlighted above are priorities for the community to improve the recreation at Toohey 
Park and are included in the plan submitted with the OSLAD Grant application. 



































                                     

TO:  Board of Commissioners 

 

FROM:  Greg Bockheim, Cosley Zoo Director 

  Brian Kimbrough, Director of Parks and Planning 

  Steve Hinchee, Superintendent of Planning 

   

THROUGH: Michael Benard, Executive Director 

 

RE: Cosley Zoo “Burrows to Branches” Programming, Concept Development, and Cost 

Estimating Services Proposal 

 

DATE:  August 5, 2026 

 

 

SUMMARY:  

Recently, Cosley Zoo completed schematic design for the next phase of zoo exhibit renovations that is 

being referred to as “Burrows to Branches.” As the project moves towards raising the necessary funds to 

construct these improvements, the Wheaton Park District and the Cosley Foundation would like proceed 

detailed cost estimation. Staff requested a proposal from Featherstone for programming, concept 

development, and cost estimating services. Their firm provided similar services for the Memorial Park 

project. 

 

Additionally, AFH Design will be asked to provide a proposal for further design services. The goal is to 

further develop the project programming and concept design into measurable, quantifiable deliverables 

suitable for cost estimating. A civil engineer will also be engaged to assess the existing site infrastructure 

and develop the civil information needed to evaluate utilities, grading, drainage, stormwater management, 

paving, accessibility, demolition, relocations, service capacity, and other site-related requirements. 

 

PREVIOUS COMMITTEE/BOARD ACTION:                           

The Cosley Zoo “Burrows to Branches” plan was presented at the May 20, 2026 board meeting and 

approved. 

 

REVENUE OR FUNDING IMPLICATIONS: 

These services are proposed to be funded by the Cosley Foundation. It will be discussed at their July 24, 

2026 meeting.  

 

STAKEHOLDER PROCESS: 

Cosley staff will be involved throughout the design process. 

The plan was posted online for public comment and a public meeting was held at Cosley Zoo on May 2, 

2026 to present the plan. 

 

LEGAL REVIEW: 

N/A 

 

ATTACHMENTS: 

Featherstone Proposal  

 

ALTERNATIVES: 

N/A 



 

RECOMMENDATION: 

It is recommended that the Wheaton Park District Board of Commissioners approve for the Cosley Zoo 

programming, concept development, and cost estimating services with Featherstone Inc. in an amount not 

to exceed $33,150 (pending a commitment by the Cosley Foundation to reimburse this cost). 



 

 

 

July 22, 2026 

Michael J. Benard | Executive Director 

Wheaton Park District 

102 E. Wesley St. 

Wheaton, IL 60187 

Re: Cosley Zoo – Burrows to Branches Exhibit Renovation Project 

       Programming, Concept Development, and Cost Estimating Services Proposal 

Dear Michael, 

Featherstone, Inc. is pleased to submit this proposal to provide programming coordination, 

concept development support, existing-infrastructure evaluation, and independent cost 

estimating services for the Wheaton Park District’s proposed Cosley Zoo Burrows to Branches 

Exhibit Renovation Project. 

We understand that AFH Design has prepared an initial concept package describing new and 

renovated animal habitats, animal management and holding buildings, aviaries, guest viewing 

structures, pathways, landscaping, water features, and related site improvements. The concept 

package identifies an Opinion of Probable Cost of approximately $4.676 million, plus 

approximately $900,000 for a future Swift Fox Habitat. The presentation also identifies major 

items not included in that estimate, including site utilities, power-company equipment 

relocation, owner relocation of the caboose, general landscaping, and soft costs. 

Because the current materials remain conceptual, the Wheaton Park District will separately 

engage AFH Design to further develop the project programming and concept design into 

measurable, quantifiable deliverables suitable for cost estimating. Featherstone will coordinate 

with the Park District and AFH Design, review the developing information, identify scope gaps, 

and advise AFH Design regarding the areas, quantities, materials, systems, and performance 

criteria needed for Featherstone to prepare a defensible and comprehensive Estimate of 

Probable Construction Cost. Featherstone will not perform AFH Design's programming or 

design services. 

The Wheaton Park District will also separately engage a civil engineer to assess the existing 

site infrastructure and develop the civil information needed to evaluate utilities, grading, 

drainage, stormwater management, paving, accessibility, demolition, relocations, service  



 

 

capacity, and other site-related requirements. Featherstone will coordinate with the Park 

District's civil engineer and incorporate the engineer's findings, recommendations, and 

quantifiable design information into the detailed cost opinion. Featherstone will not perform civil 

engineering, surveying, utility investigation, or design services. Our estimate will include the 

project costs omitted from the current AFH Design proposal and will clearly identify 

assumptions, allowances, alternates, contingencies, escalation, exclusions, and items 

requiring further investigation. 

We appreciate the opportunity to support the Wheaton Park District and Cosley Zoo on this 

important initiative. 

 

Sincerely, 

 

Tom Featherstone 

President 

 

 

Project Understanding 

The project includes prairie dog, groundhog, raccoon, North American porcupine, opossum, 

small owl, walkthrough owl, songbird, and potential swift fox habitat components, together with 

holding buildings, viewing structures, pathways, landscaping, barriers, water features, and 

exhibit-support systems. The current concept provides a strong planning vision but requires 

additional definition before quantities and pricing can be relied upon. 

 

Scope of Services 

1. Programming and Concept Design Development 

• Conduct a kickoff meeting and site review with the Park District, Cosley Zoo, and AFH 

Design. 

• Review animal-care, operational, visitor-experience, phasing, maintenance, and 

access requirements. 

• Prepare a scope and assumption matrix for each habitat, building, viewing area, site 

element, utility, and specialty system. 



• Coordinate with AFH Design, under its separate agreement with the Wheaton Park 

District, and advise AFH Design regarding the measurable areas, lengths, quantities, 

materials, system descriptions, and performance criteria needed for Featherstone's 

detailed cost opinion. 

• Identify unresolved decisions and establish appropriate estimating allowances. 

2. Existing Infrastructure and Civil Coordination 

• Review available surveys, utility information, record drawings, and existing-site 

documentation. 

• Coordinate with the civil engineer separately engaged by the Wheaton Park District 

and review the engineer's evaluation of grading, drainage, stormwater management, 

utility capacity, service connections, relocations, paving, accessibility, demolition, and 

permitting implications for incorporation into Featherstone's detailed cost opinion. 

• Review and incorporate the civil engineer's documented findings and quantifiable 

recommendations, and identify any remaining assumptions or information gaps that 

may affect the cost opinion. 

3. Comprehensive Concept-Level Estimate 

• Prepare a quantity-based Estimate of Probable Construction Cost organized in CSI 

format. 

• Include all habitat, building, site, civil, utility, demolition, landscape, specialty exhibit, 

and project-wide costs, including items omitted from the current AFH Design estimate. 

• Separate the base project, alternates, future phases, owner-furnished work, and swift 

fox habitat. 

• Include general conditions, bonds, insurance, permits, testing, escalation, design 

contingency, construction contingency, and soft-cost allowances. 

• Provide an estimate narrative identifying assumptions, exclusions, allowances, risks, 

and major cost drivers. 

• Present the estimate and provide two rounds of revisions. 

 

Project Deliverables 

• Quantified concept-design deliverable checklist identifying information to be developed 

by AFH Design under its separate agreement with the Wheaton Park District. 

• Civil and existing-infrastructure coordination summary based on information prepared 

by the civil engineer separately engaged by the Wheaton Park District. 

• CSI-formatted Estimate of Probable Construction Cost and executive cost summary. 

• Assumptions, exclusions, allowances, alternates, contingencies, escalation, and risk 

register. 

• Presentation to the Wheaton Park District and project team. 



 

Compensation 

 

Featherstone will provide the Basic Services on an hourly, not-to-exceed basis using our 

Director of Preconstruction billing rate of $195 per hour. 

Item 
# 

Task Hours Billing 
Rate / 
Hour 

Total 

1 Kickoff, document review, and site investigation 16 195.00  3,120  

2 Coordination with District-retained AFH Design 16 195.00  3,120  

3 Coordination with District-retained civil engineer 16 195.00  3,120  

4 Comprehensive estimate and narrative 100 195.00  19,500  

5 Present estimate to the design team to align with 
design and scope of work intent 

3 195.00  585  

6 Present estimate to the District  3 195.00  585  

7 Work with the design team and District to align the 
project's scope, budget, and schedule 

16 195.00  3,120  

8 Total: 170  185.00  33,150  

 

 

Separate Design and Engineering Services:  

 

The Wheaton Park District shall directly engage and compensate AFH Design for the 

additional programming and concept-design development required to produce quantifiable 

estimating deliverables. The Park District shall also directly engage and compensate a civil 

engineer, and any other required design or investigative consultants, to assess existing 

infrastructure and prepare the technical information needed for the cost opinion. 

Featherstone's compensation includes coordination with these District-retained consultants 

and incorporation of their completed findings and deliverables into Featherstone's estimate; it 

does not include the fees or services of AFH Design, the civil engineer, surveyors, utility-

locating firms, geotechnical consultants, arborists, MEP or structural engineers, or other 

specialty consultants. 

 

Additional Services and Assumptions 

 

• The estimate is an opinion of probable cost based on available information and is not 

a bid or guarantee of final construction cost. 



 

 

 

 

• Architectural, exhibit-design, civil-engineering, surveying, subsurface exploration, 

utility locating, environmental testing, destructive investigation, and other professional 

design or investigative services are excluded from Featherstone's scope and shall be 

provided by consultants separately engaged by the Wheaton Park District. 

• Material changes to the program, site limits, phasing, schedule, or number of revisions 

may require an additional fee proposal. 

• Invoices will be submitted monthly and are payable within thirty (30) days. 

 

Acceptance 

 

This proposal shall remain valid for thirty (30) days from the date of submission unless 

extended in writing. 

 

 

Wheaton Park District Featherstone, Inc. 

Signature: 

 

 _________________________________ 

Signature: 

 
________________________________ 

Michael J. Benard, Executive Director Thomas Featherstone, President 

Date: _____________________________ Date: _____________________________ 

 



                               
                                     

TO:  Board of Commissioners 
   
FROM: Michael Benard, Executive Director 
 
RE:  General Use Ordinance Amendment Discussion-Ebikes  
 
DATE:  August 5, 2026 
 
 
SUMMARY:  
The state of Illinois and City of Wheaton recently adopted rules via legislative action related to 
the operation of motorized e-bikes and micro mobility devices in public places. 
 
The increased number of people operating motorized e-bikes and other micro mobility devices in 
public places in an unsafe manner has caused community concern.  Many of those operating 
these devices are minors without drivers licenses and therefore no practical training on safe 
operation or the rules of the road.  
 
The police are responding with enforcement action and public engagement.  
 
The Park District must update its Park Use Ordinance to reflect its position on the use of these 
devices within park district owned property and authorize Wheaton Police to enforce the same. 
 
For your review and to inform our discussion on this matter, I have attached the following: 
 
- Current Wheaton Park District ordinance language concerning bicycle and motorized vehicle 
usage in the parks and ordinance violation fine language 
 
- Illinois and City of Wheaton related  law / ordinance  
 
- Naperville Park District model  ordinance recently adopted  
 
Following our discussion and upon achieving board consensus on our approach to this issue, I 
will draft appropriate language for your consideration to amend the Park Use Ordinance.   
 
A related public information campaign is being developed for execution once the park board 
adopts a related updated ordinance. 
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Wheaton Park District, DuPage County, Illinois 

October 18, 2017 

Amended February 17, 2021 
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Sec. 4.7  Bicycling 

a) When two or more persons in a group are operating bicycles, they shall 

not ride abreast, but shall ride in single file. 

 

b) No person shall cling or attach himself or his bicycle to any other 

moving vehicle. 

 

c) The operator of a bicycle emerging from an alley, driveway or building 

shall, upon approaching a sidewalk or the sidewalk area extending across 

any alleyway, yield the right-of-way to all pedestrians and vehicles 

approaching on said roadway. 

 

d) No person shall operate a bicycle on District property between 30 

minutes after sunset and 30 minutes before sunrise, without a clear, white, 

properly lighted headlight, visible under normal atmospheric conditions 

from the front thereof for not less than 500 feet and firmly attached to the 

bicycle, or without a red reflector firmly attached to the bicycle, which is 

clearly visible in the headlight beam of an automobile for a distance of 

500 feet to the rear of the bicycle. 

 

e) No person may operate a bicycle on playgrounds, ball fields, or tennis 

courts. 

 

f) No person shall ride a bicycle on any street or path where signs are 

posted prohibiting riding bicycles on those streets or paths. 

 

g) Bicycles shall not, at any time, in any place, be indiscriminately parked 

by anyone in such manner as to actually or possibly interfere with 

pedestrians or automobiles.  No person shall leave a bicycle lying on the 

ground or paving or set against trees or otherwise in a place other than a 

bicycle rack when such is provided and there is space available.  No 

person shall move or in any manner interfere with, any bicycle which is 

properly parked, nor shall any person interfere with, or, in any manner, 

hinder any person from properly parking a bicycle. 

 

h) All bicycles, when operated on roadways, shall be kept to the right and 

shall be operated as nearly practicable at the right-hand edge of the 

roadway or sidewalk. 

 

i) Every person operating a bicycle on District property shall observe all 

traffic and Illinois Vehicle Code rules and regulations applicable to motor 

vehicles under this chapter, except those provisions of this chapter which 

by their nature can have no application and except as otherwise provided 

by this section.  
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g) In playground areas and seating in and adjacent to playgrounds. 

 

Chapter 5.  Vehicles  

For purposes of this article, the terms used herein shall have the meanings 

assigned under the Illinois Vehicle Code (625 ILCS 5/1-1 et seq.). 

 

Sec. 5.1  ATV’s and Off-Highway Motorcycles 

No person shall drive or operate any ATV or off-highway motorcycle on 

District property, except when such vehicles are used by law enforcement 

officers or District employees or agents for law enforcement or District 

purposes. 

 

Sec. 5.2  Driving Under the Influence 

No person shall drive or otherwise operate nor attempt to drive or 

otherwise operate a vehicle on District property while under the influence 

of alcoholic liquor, cannabis, controlled substance, or any other 

intoxicating compound, drugs, or any combination thereof. 

 

Sec. 5.3  Driving Upon Sidewalk or Paths 

No person shall drive any motor vehicle District property upon a sidewalk 

, sidewalk area or paths located on District property except upon a 

permanent or duly authorized temporary driveway or for routine 

maintenance, utility or emergency service or for special delivery or pickup 

involving goods or customer services.  A person found guilty of violating 

this section shall be fined in an amount no less than $500.00 but no greater 

than $2,500.00.  

 

Sec. 5.4  Parking, Standing, or Stopping 

a) No person driving or in charge of a motor vehicle shall permit it to 

stand unattended without first stopping the engine, locking the ignition 

and removing the keys.  

 

b) No person shall park a vehicle on District property except in established 

or designated parking areas, in accordance with the posted directions and 

markings or with the directions of any attendant who may be present. 

 

c) No person shall park any vehicle or allow any vehicle to remain parked 

on District property beyond the normal closing hour of the District, except 

when a different closing hour has been designated by the District for that 

area or unless express written permission therefore has first been obtained 

from the District.  

 

d) No person shall stop, stand, or park any vehicle on District property so 

as to obstruct or interfere with traffic or travel or endanger the public 

safety, and no person shall stop, stand, or park any vehicle in any of the 
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following places except when otherwise designated, or when necessary to 

avoid conflict with other traffic or when in compliance with the directions 

of a District employee:  

 

1) On the left side of any roadway;  

 

2) On parkways, lawn areas, and grounds;  

 

3) In front of a public or private driveway;  

 

4) Within any intersection;  

 

5) Within any crosswalk;  

 

6) Within 20 feet of any intersection or crosswalk;  

 

7) Within 30 feet of any stop sign or traffic control signal, other 

than in a marked parking space;  

 

8) On the roadway side of any vehicle stopped or parked at the 

edge or curb of the roadway (“double parking”);  

 

9) In a position to block another vehicle lawfully parked;  

 

10) On any sidewalk;  

 

11) At any place where official signs or other markings prohibit 

parking, or where curbs have been painted yellow;  

 

12) Within 15 feet of a fire hydrant;  

 

13) In a fire lane or within 8 feet of the entrance to a fire lane;  

 

14) Within 20 feet of the driveway entrance to any fire station and 

on the side of a street opposite the entrance to any fire station 

within 75 feet of such entrance (when properly signposted);  

 

15) Between a safety zone and the adjacent curb or within 30 feet 

of points on the curb immediately opposite the ends of a safety 

zone, unless a different length is indicated by signs or markings;  

 

16) Alongside or opposite any street excavation or obstruction 

when stopping, standing, or parking would obstruct traffic;  

 

17) Upon any bridge or other elevated structure upon a roadway, or 

within a roadway tunnel;  
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18) On any railroad tracks or within 50 feet of the nearest rail of a 

railroad crossing;  

 

19) On a controlled access roadway;  

 

20) At any place or time where a permit or sticker is required by 

the District for parking unless the required permit or sticker has 

been obtained and is displayed on the vehicle.  

 

e) No person shall park a vehicle upon any roadway or in any public off 

street parking facility on District property for any of the following 

purposes: 

 

1) To display such vehicle for sale; or 

 

2) To perform maintenance or repair of such vehicle, except for 

repairs necessitated by an emergency; or 

 

3) To sell goods or services from such vehicle unless authorized by 

 the park district. 

 

f) Notwithstanding any contrary provision contained in this section the 

operator of an authorized emergency vehicle may park or stand 

irrespective of the provisions of this Ordinance. 

 

g) No person shall move a vehicle not lawfully under his control into any 

such prohibited area or away from a curb such distance as is unlawful. 

 

h) Except as otherwise provided, every vehicle stopped or parked upon a 

one-way roadway on District property shall be so stopped or parked 

parallel to the curb or edge of the roadway, in the direction of authorized 

traffic movement, with its righthand wheels within twelve (12) inches of 

the righthand curb or as close as practicable to the right edge of the 

righthand shoulder or, where permitted, with its lefthand wheels within 

twelve (12) inches of the lefthand curb or as close as practicable to the left 

edge of the lefthand shoulder. 

 

i) Penalty Provisions for Parking Violations. 

 

1) Whenever any vehicle is parked in violation of any parking 

provision of this section, any law enforcement officer observing such 

violation may issue a parking violation notice and serve the notice on 

the owner of the vehicle by handing it to the operator of the vehicle if 

he is present or by affixing it to the vehicle in a conspicuous place. 

The issuer of the notice shall specify on the notice his identification 
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number, the particular parking regulation allegedly violated, the make 

and state registration number of the cited vehicle, and the place, date, 

time, and nature of the alleged violation and shall certify the 

correctness of the specified information by signing his name to the 

notice. 

 

2) A parking violation notice issued, signed, and served in accordance 

with this section, or a copy of such notice, shall be deemed prima facie 

correct and shall be prima facie evidence of the correctness of the facts 

shown therein. The notice or copy thereof shall be admissible in any 

subsequent administrative or legal proceeding. 

 

3) Any violation of the parking provisions of this section or any 

provision of the Illinois Vehicle Code prohibiting or restricting 

vehicular standing or parking shall be a civil offense punishable by 

fine, and no criminal penalty, or civil sanction other than that 

prescribed in this section, shall be imposed. 

 

4) Any person who violates or fails to comply with any provision of 

this section shall be fined not less than $30.00 and not more than 

$750.00 for each offense. 

 

Sec. 5.5  Riding Outside Vehicles 

a) No person shall ride upon the fenders, running boards, bumpers, hood, 

or any other exterior part of any vehicle on District property. 

 

b) No person shall cling or attach himself, his vehicle, or any other object, 

to any other vehicle on District property.   

 

Sec. 5.6  Right-of-Way 

a) Every operator of a vehicle shall yield the right-of-way to a pedestrian 

at any marked crosswalk or within any unmarked crosswalk at any 

intersection on District property. 

 

b) Every operator of a vehicle shall exercise due care to avoid colliding 

with pedestrians upon any roadway on District property. 

 

c) Every pedestrian crossing at a roadway on District property at any point 

other than within a marked crosswalk or within an unmarked crosswalk at 

any intersection shall yield the right of way to vehicles upon the roadway. 

 

d) Except as otherwise provided herein, the operator of a vehicle 

approaching an intersection on District property shall yield the right-of-

way to a vehicle that has already entered the intersection from a different 

roadway.  When two (2) vehicles approach an unmarked intersection from 
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different roadways at approximately the same time, the operator of the 

vehicle on the left shall yield the right-of-way to the vehicle on the right.   

 

Sec. 5.7  Snowmobiles 

For purposes of this subsection, a “snowmobile” shall be defined as any 

self-propelled vehicle intended for travel primarily on snow, driven by a 

track or tracks in contact with the snow, and steered by ski or skis in 

contact with the snow.   

 

No person shall drive, ride, or otherwise operate a snowmobile on District 

property.   

 

Sec. 5.8  Speed Limit 

No person shall operate, propel or cause to be propelled a vehicle on any 

road, drive, or parking area at a speed greater than the speed limit posted 

along the right-of-way or, in the absence of such posted limit, at a speed in 

excess of 10 miles per hour.  

  

Sec. 5.9 Towing 

Any unattended vehicle in violation of any provision of this ordinance 

may be towed at owner’s expense. 
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Chapter 7.  Offenses Affecting Park Functions 

 

Sec. 7.1  Police/Security Force 

The Wheaton Police Department shall be responsible for the 

enforcement of all federal, state, local, and District laws, ordinances, rules, 

and regulations on District property. 

 

All city, county, state and other law enforcement authorities shall be 

authorized to enforce all laws and regulations, including District 

ordinances, on District property. 

 

Sec. 7.2 General Penalty 

a) Where an act or omission is prohibited or declared unlawful and no 

penalty or fine or imprisonment is otherwise provided, the offending 

person shall be fined not less than $500 nor more than $2,500 for each 

offense.  Each day that a violation continues shall be deemed a separate 

offense.  In addition to any fine, the District may revoke the privilege to 

use all or some of the facilities of the District for such length of time as is 

determined appropriate by the District. 

 

b) In case of amendment of any section of these Ordinances containing the 

provisions for which a penalty is provided in another section, the penalty 

so provided in such other section shall relate to the section so amended or 

the amending section, whether re-enacted in the amendatory ordinance or 

not unless such penalty is specifically repealed therein. 

 

c) No provisions of these Ordinances designating the duties of any officer 

or employee shall be construed as to make such officer or employee liable 

for any fine or penalty provided in these Ordinances for a failure to 

perform such duty, unless the intention of the Board to impose such a fine 

or penalty on such officer or employee is specifically and clearly 

expressed in the section creating the duty.  
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From: Princeton Youker <PYouker@wheaton.il.us>  
Sent: Wednesday, June 24, 2026 2:44 PM 
To: Mike Benard <mbenard@wheatonparks.org> 
Cc: Brian Gabryel <BGabryel@wheaton.il.us>; Karl Dillenkoffer 
<KDillenkoffer@wheaton.il.us>; Gregory Klos <GKlos@wheaton.il.us>; Patricia Potter 
<PPotter@wheaton.il.us>; Daniel Salzmann <DSalzmann@wheaton.il.us> 
Subject: Presidents Park Juvenile Problems 

  

Mike, 

  

Below is our current City Code, I've highlighted the most recent updates in yellow and put 
the summary of the new laws (eff. Jan 1,27) above it. I can't entirely future proof our 
ordinance yet, because we don't have exact statutory language. You could mirror some of 
the current City Code language (prohibited acts, definitions, immunity) in the PD GUO 
under Chapter 4 (4.7) and Chapter 5, or let it default to the City Code until the new laws 
become effective. 

  

Our staff was brainstorming about the Presidents Park predicament, and we are going to 
dedicate a portion of our two Community Engagement Officers' time in the upcoming 
several weeks to be on e-bikes in and around the park. They will be meeting with neighbors 
and more importantly with the juveniles. Both of them are DARE Officers and more than 
likely have had contact with these kids during the past school year. Juvenile and parent 
education will be their primary goal, but they have been advised to cite the juveniles and 
parents if there are multiple or egregious offenses including criminal damage to Park 
District Property or trespassing after the park's operating hours. 

  

Hopefully this reduces the juvenile problems (and complaints). 

  

-PJ 
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New state statute effective January 1, 2027, AI summary. I cannot find the finalized statute 
citations to properly reference everything, but at least there will have to be several new 
definitions to accompany the GUO and the City Code. 

  

1. High-Speed E-Bikes and E-motos (>28 mph): Devices capable of exceeding 28 
mph will be classified similarly to motor vehicles. Riders will be required to hold a 
valid driver's license, carry vehicle insurance, register the bike with the state, and 
obtain a title. These high-speed devices will be prohibited on bike paths, lanes, and 
sidewalks. 

2. Low-Speed E-Bikes (Up to 28 mph): Illinois maintains its 3-Class standard: 

1. Class 1: Pedal-assist only, up to 20 mph. Riders must be at least 15 years 
old. 

2. Class 2: Throttle-assist only, up to 20 mph. Riders must be at least 15 years 
old. 

3. Class 3: Pedal-assist only, up to 28 mph. Riders must be at least 16 years 
old. 

3. Sidewalk Restrictions: Standard low-speed e-bikes are generally prohibited from 
being operated on sidewalks statewide. 

Current City Code -  

  

ARTICLE VI. - BICYCLES AND ELECTRIC DEVICES[3] 

1.   

Footnotes: 

--- (3) --- 

Editor's note— Ord. No. O-2026-18, § 1, adopted April 6, 2026, amended Art. VI in its 
entirety to read as set out herein. Former Art. VI pertained to bicycles. Historical notations 
have been retained for reference. 

  

2. Sec. 70-510. - Definitions. 

https://library.municode.com/il/wheaton/ordinances/code_of_ordinances?nodeId=1418754


Bicycle means every device propelled by human power upon which any person may ride, 
having two tandem wheels except scooters and similar devices. 

Electric device means a device propelled by motor propulsion, or with motor assist, which 
includes, but is not limited to, low-speed electric bicycles as defined in Section 1-140.10 of 
the Illinois Vehicle Code, low-speed electric scooters as defined in Section 1-140.11 of the 
Illinois Vehicle Code, and out-of-class electric vehicles. 

Out-of-class electric vehicle means a motorized device which is not required to be issued 
title documents, license plates, or registration by the State of Illinois, is equipped with an 
electric motor of more than 750 watts that can be used to propel the device, may exceed a 
speed of 28 miles per hour, or otherwise does not meet the criteria established for low-
speed electric bicycles or electric scooters. This includes low-speed electric bicycles that 
have been modified. 

(Ord. No. O-2026-18, § 1, 4-6-2026) 

3. Sec. 70-511. - Voluntary registration and inspection. 

Every owner of a bicycle residing in the city may file an application for registration thereof 
with the police department upon a form provided by the department, setting forth the name 
and address of the owner and a description of the bicycle by name and/or make, model and 
frame number thereof. Upon applying for such registration, such owner shall present 
their bicycle at the police department or any place designated by the chief of police as an 
official registration station, and such bicycle shall be stamped by the police department 
with an indelible, unremovable registration mark. It shall be the duty of the police 
department or person designated by the chief of police to copy the identifying mark on the 
application for registration form and the police department shall keep a permanent record 
of such registration. 

(Code 1968, § 7-5; Code 1996, § 70-511; Ord. No. O-2026-18, § 1, 4-6-2026) 

4. Sec. 70-512. - Registration fee. 

Owners of bicycles wishing to register under section 70-511 shall pay the fees set forth in 
appendix B to this Code. 

(Code 1968, § 7-6; Code 1996, § 70-512; Ord. No. O-2026-18, § 1, 4-6-2026) 

5. Sec. 70-513. - Mutilation of registration mark. 

It is unlawful for any person other than the owner of the bicycle to willfully or maliciously 
remove, destroy, mutilate or alter the registration mark placed on the bicycle under the 
provisions of this article. 

https://library.municode.com/il/wheaton/ordinances/code_of_ordinances?nodeId=1418754
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(Code 1968, § 7-7; Code 1996, § 70-513; Ord. No. O-2026-18, § 1, 4-6-2026) 

6. Sec. 70-514. - Operation on sidewalks in Central Business District prohibited. 

No bicycle or electric device shall be operated by any person upon any sidewalk in or upon 
any municipal parking area within the Central Business District of the city, as defined in 
section 42-21. 

(Code 1968, § 7-12; Code 1996, § 70-514; Ord. No. F-0521, § 2, 9-18-2000; Ord. No. O-
2026-18, § 1, 4-6-2026) 

7. Sec. 70-515. - Parking. 

(a) 

Bicycles, when parked in the Central Business District, shall be parked in zones officially 
designated for that purpose, i.e., bicycle racks. 

(b) 

No bicycle shall be parked within four feet of a plate glass window. 

(Code 1968, § 7-13; Code 1996, § 70-515; Ord. No. O-2026-18, § 1, 4-6-2026) 

8. Sec. 70-516. - Bicycle equipment required when same is being operated within 
the city. 

Bicycles operated in the city are required to have the following equipment: 

(1) 

An operational bell or horn which is audible at a distance of 100 feet. 

(2) 

A brake in good working condition which will enable the operator to make the braked wheel 
skid on a dry, level, clean pavement. 

(3) 

A lamp which shall emit a white light, located on the front of the bicycle, which is visible on 
the front and from a distance of at least 500 feet. The lamp needs to be used during 
operation of the bicycle between the hours of sunset and sunrise. 

(Code 1996, § 70-516; Ord. No. F-0027, § 2, 5-6-1996; Ord. No. O-2024-01, § 1, 2-5-2024; 
Ord. No. O-2026-18, § 1, 4-6-2026) 

9. Sec. 70-517. - Out-of-class electric vehicles. 

https://library.municode.com/il/wheaton/ordinances/code_of_ordinances?nodeId=1418754
https://library.municode.com/il/wheaton/codes/code_of_ordinances?nodeId=CH42OFMIPR_ARTIINGE_S42-21SKNESKROSKSCPRDEAR
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Operators of out-of-class electric vehicles must be at least 16 years of age, have a valid 
driver's license, and exclusively operate in the roadway. 

(Ord. No. O-2026-18, § 1, 4-6-2026) 

10. Sec. 70-518. - Prohibited acts. 

(a) 

Reckless operation. Operation of either a bicycle or an electric device with a conscious 
disregard for the safety of others and/or the operator, which poses a substantial and 
unjustifiable risk to the safety of the operator or others, including, but not limited to, 
disobeying traffic regulations, failing to yield to pedestrians, weaving through traffic, 
clinging to other vehicles, use of a cell phone while in operation of the device, or operation 
while impaired, is prohibited in the City of Wheaton. Reckless operation does not have to 
result in an injury. 

(b) 

Any violation of this article committed by a minor under the direct control of, or with the 
consent of, the minor's parent or guardian will subject said parent or guardian to a violation 
of this article and the penalties provided herein. 

(Ord. No. O-2026-18, § 1, 4-6-2026) 

11. Sec. 70-519. - Schedule of fines. 

The penalty for violation of these sections will result in a $30.00 fine. 

(Code 1996, § 70-517; Ord. No. F-0027, § 2, 5-6-1996; Ord. No. F-0680, § 3, 2-4-2002; Ord. 
No. O-2022-16, § 4, 4-18-2022; Ord. No. O-2026-18, § 1, 4-6-2026) 

12. Sec. 70-520. - City immunity. 

Nothing in this article designates the operation of bicycles or electric devices as an 
intended or permitted use of city property with respect to section 3-102 of the Local 
Governmental and Governmental Employees Tort Immunity Act, 745 ILCS 10/3-102, as 
amended. 

(Ord. No. O-2026-18, § 1, 4-6-2026) 

13. Secs. 70-521—70-540. - Reserved. 

 Secs. 70-443—70-509. - Reserved. 
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From: Brad Wilson <bwilson@napervilleparks.org> 
Date: July 1, 2026 at 9:33:51 AM EDT 
To: Mike Benard <mbenard@wheatonparks.org> 
Subject: Naperville Park District Conduct Ordinance 

  

Mike, 

  

Our conduct ordinance can be found at the link below.  I’ve also attached a Word version 
for your reference.  The ordinance was just updated by staff and legal counsel and 
approved by our Board last week.  See the definitions section and section 3.02.  The update 
approved last week added language to section 3.02 to reinforce that e-scooters are 
prohibited on District property and expanded upon the requirements for Class 1 and 2 
Electric Cycles allowed on trails.  The update also increases fines for violations of this 
section to a minimum of $100 and maximum of $500 (previously it was a $25 fine) and it 
identifies that the Park District shall now have the discretion and authority to impound 
Micromobility Devices or other devices. 

  

https://napervilleparks.org/ordinance641 

  

Feel free to reach out if you have questions. 

  

Brad 

  
 

 

Brad Wilson 
Executive Director 
Naperville Park District 
P: 630-848-3532 | F: 630-848-5001  
bwilson@napervilleparks.org 
napervilleparks.org 
Connecting community through recreation  
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NAPERVILLE PARK DISTRICT

ORDINANCE 
	 #641



 
  
 NAPERVILLE PARK DISTRICT 

ORDINANCE NO. 641 
 
 
 AN ORDINANCE REGULATING THE USE  
 OF THE PARKS AND PROPERTY OWNED OR CONTROLLED 
 BY THE NAPERVILLE PARK DISTRICT 
 (“CONDUCT ORDINANCE”) 
 
 * * * * * * * * * * 
 
 Adopted December 14, 2006 

Amended September 13, 2007 
Amended April, 2010 

Amended March 13, 2014 
Amended March 8, 2018 
Amended August 9, 2018 
Amended March 10, 2022 

Section 3.02 (j) Amended June 8, 2023 by Ordinance #1035 
Amended March 14, 2024 

Definitions 22, 35, and Sections 2.01, 3.02 Amended September 12, 2024 by Ordinance #1060 
Amended June 25, 2026 

 
 
 
 (Published by Authority of the Board of Park Commissioners 
 of the Naperville Park District on June 25, 2026) 



 

Amended June 25, 2026 
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CHAPTER III - MOTORIZED VEHICLES, PARKING, AND TRAFFIC CONTROL 
 
 
Section 3.01.  All-Terrain Vehicles or Go-Karts.  (50/100) 
 
No Person (other than District employees and those persons approved in writing by the District for an event) 
shall drive, ride, or otherwise operate an All-Terrain Vehicle, utility vehicle, or a go-kart on District Property.  
For purposes of this section, an “All-Terrain Vehicle” shall be defined as and include any light utility vehicle 
or quad bike as defined by the American National Standards Institute, or any vehicle that travels on low 
pressure tires, with a seat for the operator, handlebars or steering wheel for steering control and that may 
or may not include seats for passengers.  This section does not apply to golf carts in use at Springbrook or 
Naperbrook Golf Courses. 
 
Section 3.02.  Micromobility Devices.  (100/500) 
 

(a) “Low speed electric scooters” as defined by the Illinois Vehicle Code, 625 ILCS 5/1-140.11, 
and e-Scooters as defined herein are not Micromobility Devices as defined herein and are prohibited within 
the Park System. 

 
(b) When two (2) or more Persons in a group are operating Micromobility Devices on District 

Property, they shall not ride abreast but shall ride in single file. No Person operating a Micromobility Device 
on District Property shall cling or attach themselves or their Micromobility Device to any other moving 
vehicle. 
 

(c) No Person operating a bicycle on District Property shall carry another Person on the same 
bicycle.  This restriction does not apply to tandem bicycles equipped with two or more seats or saddles or 
an ordinary bicycle equipped with a seat or saddle for an infant or small child if used properly.  In that event, 
there shall be only the number of Persons on the bicycle as there are seats or saddles. 
 

(d) No Person shall operate a Micromobility Device on District playgrounds, athletic fields, 
athletic courts, or sidewalks except that children under the age of 4 years old riding three- or more-wheeled 
cycles may operate such cycles on sidewalks while under the supervision and control of an adult. 
 

(e) No Person other than a member of the Park Police shall ride a Micromobility Device on any 
District street or path where signs are posted prohibiting riding such devices including, but not limited to, 
the Riverwalk. 

 
(f) Micromobility Devices shall not, at any time, in any place, be indiscriminately parked on 

District Property in such a manner as to interfere with pedestrian or vehicular traffic, or with Persons getting 
into or out of vehicles.  No Person shall leave a Micromobility Device on District Property lying on the ground 
or pavement or set against trees or otherwise in a place other than a bicycle rack when such is provided 
and there is space available.  No Person shall move or in any manner interfere with, any Micromobility 
Device which is properly parked on District Property, nor shall any Person interfere with, or, in any manner, 
hinder any Person from properly parking a Micromobility Device. 
 

(g) All Micromobility Devices, when operated on District roadways, shall be kept to the right 
and shall be operated as nearly as practicable to the right-hand edge of the roadway. 
 

(h) No Person shall operate a Micromobility Device on District Property at a speed faster than 
is reasonable and proper under the circumstances, and every Micromobility Device shall be operated with 
reasonable regard for the safety of the rider and of other Persons and property, and all persons operating 
a micromobility device shall yield to pedestrians using the same path, walk or trail. 
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(i) Every Person operating a Micromobility Device on District Property shall obey all federal, 
state, local, and District traffic laws, rules, and regulations applicable to motor vehicles, except those 
provisions which by their nature can have no application to the operation of a Micromobility Device and 
except as otherwise provided by this section. 

 
(j) Only Class 1 and Class 2 electric cycles are allowed on Park District trails as long as it 

meets the following criteria: 
   (1)  It must be low speed (an electric motor of less than 750 watts). 

(2)  It must have a maximum speed of less than 20 miles per hour. 
(3)  It must have functional pedals. 
(4)  The rider must be at least 16 years of age.  
(5)  It must be well-maintained and in good operating condition;  
(6)  It must be equipped with brakes that will adequately control and stop the movement 
of the device, and that at a minimum are capable of stopping the device within thirty (30) 
feet from fifteen (15) mph on dry, level pavement; 
(7)  It must have a front-facing white light and rear facing red reflector or light visible from 
five hundred (500) feet during hours of darkness (sunset to sunrise) or low visibility. 
 

If the Person and equipment meet all the above criteria, then they are allowed to use this cycle on District 
trails. No permit is required. However, that Person must follow all posted speed limits and other rules and 
regulations set forth in the Naperville Park District’s Ordinance 641. 
 
For any violation of this section 3.02, the minimum fine shall be no less than $100.00 and not more than 
$500.00 for each offense. Each day a violation continues shall constitute a separate offense.   
 
The Park District shall have the discretion and authority to impound Micromobility Devices or other 
devices regulated hereunder (such as e-Scooters or e-Moto) when it is determined to be appropriate to 
ensure compliance with this Ordinance.   
 
Section 3.03.  Change of Oil/Cleaning.  (50/100) 
 
No Person shall change the oil or grease of, or wash, clean or polish vehicles on District Property, unless 
a Permit therefor has first been obtained from the District in accordance with Chapter V of this Ordinance, 
or unless the Person is authorized by the District or is performing community service under District 
supervision, as provided in Section 7.01 of this Ordinance. 
 
Section 3.04.  Commercial Vehicles.  (50/100) 
 

(a) The term "commercial vehicles" as used in this section shall include, but not be limited to 
trucks, station wagons, vans, pickups, passenger cars, or other vehicles when used in transporting Persons 
or movable property for a fee or profit, either as a direct charge to another Person, or otherwise, or used as 
incident to providing services to another Person (except when transporting passengers or movable property 
to or from District Property), or used in connection with any business, except during the course of doing 
business with the District. 
 

(b) All roadways on District Property shall be used for pleasure driving only.  No Person, other 
than District employees, shall drive any truck, tractor or other commercial vehicle of any kind on District 
Property without first obtaining a contract or permit therefor from the District. 
 

(c) This section shall not apply to commercial vehicles making authorized deliveries to or 
performing authorized services for the District. 
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Section 3.05.  Driving Areas. (50/100)  
 
No motor vehicle shall be driven or otherwise operated upon District Property except over and upon such 
roadways, parking lots, or other areas designated by the District for use by motor vehicles.  A sidewalk or 
trail shall not be deemed a roadway for the use of motor vehicles under this section. 
 
Section 3.06.  Duty of Operator in Accidents.  (50/100)   
 
No Person shall leave the scene of a vehicle collision with another vehicle, Person or property occurring on 
District Property, without giving their true name and residence address to the injured Person or any other 
Person or member of the Park Police requesting same, and in the event no public officer is present, they 
must immediately report the occurrence to the nearest police station or police headquarters. 
 
Section 3.07.  Emergency Vehicles.  (50/100)   
 

(a) For purposes of this section, emergency vehicles shall include all ambulances, fire trucks, 
police, fire, and other vehicles used to protect the public health, safety, and welfare. 
 

(b) The provisions of this chapter regulating the movement or parking of vehicles on District 
Property shall not apply to the operator of any emergency vehicle when responding to an emergency call 
or pursuing an actual or suspected violator of the law.  However, such operator shall exercise extreme 
caution when on or approaching District Property including without limitation slowing down as necessary 
for safety, cautiously proceeding through traffic lights or stop signs, and having the vehicle's warning system 
signals operating (e.g. siren, lights). 
 

(c) When not responding to an emergency call or in the pursuit of an actual or suspected 
violator of the law, the operator of an emergency vehicle shall obey the provisions of this Chapter. 
 

(d) Every Person operating a vehicle on District Property shall, at the immediate approach of 
an emergency vehicle, making use of its warning system signals, yield the right-of-way and shall stop, if 
possible, and pull to the side of the road and remain in such position until the emergency vehicle has 
passed, unless otherwise directed by a member of the Park Police. 
 
Section 3.08.  Enforcement of Traffic Regulations.  (50/100)   
 
No Person shall fail to obey a member of the Park Police or other District employee who is directing traffic 
or enforcing sections of this Chapter on District Property. 
 
Section 3.09.  Fleeing or Attempting to Elude the Park Police.  (50/100)   
 
No Person driving or otherwise operating a vehicle on District Property shall willfully fail or refuse to obey a 
visible or audible signal by a member of the Park Police to bring their vehicle to a stop.  The signal given 
by a member of the Park Police may be by hand, voice, siren, or red or blue light.  The members of the 
Park Police giving such signal shall be in uniform or driving an official Park Police vehicle.  
 
Section 3.10.  Gas and Smoke. (50/100)   
 
No Person shall drive or otherwise operate a vehicle on District Property which emits excessive noxious 
fumes or dense smoke. 
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