Palatine Township Policy Manual
When complete, this manual will contain Policies of the Township of
Palatine which are of a continuing nature. That is, policies which
continue on from year to year until amended or revoked are included
herein. Budget and Levy resolutions or ordinances and other
associated documentation are not included since they are for a single
year’s duration.

The Township Clerk shall be the custodian of the Township Policy
Manual.

Latest Revision Date: _______________________________

By: _____________________________________________
Township Clerk

Note: Based on attorney advice “Policies” and “Resolutions” are equivalent and
have equal value and force. Most of the Township Policies follow a consistent
format, but the reader will notice some Resolutions included in this manual.
Remember there is little or no difference except format between resolutions and
policies.
All previous Policies or Resolutions in conflict with those contained herein are
hereby repealed to the extent of such conflict.
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Policy Number 002
Township Mission Statement

Policy and Procedure
Township Mission Statement
Background:
1. The mission statement defines the fundamental purpose of the
organization.
2. A mission statement can provide an overview of the direction,
goals, scope, responsibilities and opportunity of an organization.
3. Having a common “starting point” can allow Elected Officials,
employees and the public to see how a particular activity or
responsibility fits into the Township’s “vision” of itself.

Policy:
1. The Township Mission Statement is as follows:
Palatine Township supports citizens within the Township with services
authorized by Illinois law including assistance to those in need, support
for accurate property assessments, senior services including
transportation, and maintenance for roadways in the unincorporated
areas. We provide programs and services in a timely, efficient and
courteous manner always mindful that the taxpayers of Palatine
Township are paying for the services.

2. The Township motto, sometimes referred to as the “slogan” or “tag
line” is:
“People Serving People”

Policy Number 002

Original Approval Date
Latest Revision Date

March 28, 2011
June 24, 2013

Policy Number 105
Conformity With Open Meetings Act

Policy and Procedure
Conformity with Open Meetings Act

Background:
1. As a government body, Palatine Township wishes the public to be
fully informed as to the actions of the Township.
2. The State of Illinois has determined standard practices, rules and
procedures for conduct of government business and identified
these practices, rules and procedures in the Open Meetings Act.
3. Palatine Township intends to be in full compliance with the
provisions of the Open Meetings Act.
Policy:
1. Non-employees who are members of Palatine Township
Committees, Elected Officials, and employees shall at all times
ensure that their actions related to Township business are
consistent with the Illinois Open Meetings Act.

Policy Number 105

Original Approval Date
Latest Revision Date

July 26,2010
June 24, 2013

Policy Number 106
Jan 2010 Open Meetings Act Changes
Policy and Procedure
Jan 2010 Open Meeting Act Changes

Background:
1. Palatine Township intends to operate in full compliance with the
Illinois Open Meetings Act; see Policy 105.
2. The State of Illinois has amended the Open Meetings Act (“OMA”)
with changes effective January 1, 2010 via P.A. 96-542. .
3. To ensure that the Township remains in full compliance with the
Act as amended several changes in policy are made via this
Policy # 106.
Policy:
1. The Township Clerk is responsible for timely transmittal of the
names of the supervisor and designated trustee who are named to
take the original OMA training and to repeat it once per calendar
year. The names are to be sent to the Public Access Counselor
(“PAC”) in the office of the Illinois Attorney General.
2. Officials or employees designated to take the OMA training shall
do so as soon as possible after being named, in all cases within
30 day of being designated.
3. All Township Elected Officials elected or appointed in 2013 or
subsequent years must have completed OMA training no later
than the 90th day after taking the oath of office. Unless designated
as described above in paragraph 1, it is not necessary to repeat
the training annually.

Policy Number 106

Original Approval Date
Latest Revision Date

July 26,2010
June 24, 2013

Policy Number 106
Jan 2010 Open Meetings Act Changes
4. Should any employee or official of the Township receive a
“Request for Review” from the PAC that person shall immediately
notify the Clerk, Supervisor and Township Administrator via email.
5. Based on availability, the Supervisor, Clerk or Township
Administrator shall take appropriate action in reply to the Request
for Review within the statutory seven business day time limit. The
administrator taking this action is encouraged to seek advice from
the Township Attorney prior to reply to the PAC.
6. Should any employee or official of the Township receive an
opinion or directive from the PAC that person shall immediately
notify the Clerk, Supervisor and Township Administrator via email.
7. Based on availability, the Supervisor, Clerk or Township
Administrator upon consultation with the Township Attorney shall
take appropriate action (if any) in reply to the opinion or directive
from the PAC.
8. The Supervisor or Clerk in consultation with the Township Attorney
may request an advisory opinion from the PAC.

Policy Number 106

Original Approval Date
Latest Revision Date

July 26,2010
June 24, 2013

Policy Number 110
Committees of the Board

Policy and Procedure
Committees of the Board
Background:
1. Board business can be conducted more efficiently by delegating
certain tasks to committees.
2. The Board has a long standing history of utilizing standing
committees and may find the use of ad hoc committees helpful in
fulfilling its responsibilities.
Policy:
1. Committee Chairs shall be nominated by the Supervisor and
approved by the Township Board. Committee Chair should be a
Township Elected Official.
2. Committee chairs may be removed for cause by a 4/5 vote of the
Trustees and Supervisor.
3. Committee members shall generally be appointed by the
committee chair, except for the Personnel Relations Committee;
see Policy 5 below. Committee members should be residents of
Palatine Township. Members serve at the pleasure of the
Committee Chair.
4. Standing Committees are as follows:
Normally chaired by

a. Finance/Admin Committee
b. Public Health Safety Committee
c. Newsletter Committee

Policy Number 110

Original Approval Date
Latest Revision Date

Trustee
Elected Official
Elected Official

November 16, 2009
March 31, 2014

Policy Number 110
Committees of the Board
d.
e.
f.
g.
h.
i.
j.
k.
l.

Website Committee
Inter-Governmental/Transportation Com.
Human Needs Committee
Insurance Committee
Cemetery Committee
Policy Committee
Personnel Relations Committee
Public Relations Committee
Events/Special Projects

Elected Official
Elected Official
Trustee
Elected Official
Elected Official
Trustee
Supervisor
Elected Official
Elected Official

5. The Personnel Relations Committee develops recommendations
to the Board on personnel matters where a consistent approach
throughout the Township government is helpful for the smooth
operation of the Township.
As the committee formulates its recommendations to the Board,
three members of the committee are considered voting members,
the Supervisor, Assessor, and Highway Commissioner. The
remaining Elected Officials are considered non-voting members of
the committee. Decisions and recommendations of this committee
must be developed in compliance with the Open Meetings Act
including posting advance notice of meetings and no discussion
between two or more voting members except in official session.
6. Committees of the Board are normally not allowed to hold
“Executive Session” meetings, sometimes known as “Closed
Session” meetings. Matters which qualify for discussion in
Executive session should be referred to the Township Board for
consideration rather than discussed in committee. Exceptions to
this policy on Executive Sessions may be granted in advance by
the Township Board, but such exceptions are expected to be very
rare.

7. The quorum to do business at committee meetings shall be 50
percent of the voting membership. Committees should have a

Policy Number 110

Original Approval Date
Latest Revision Date

November 16, 2009
March 31, 2014

Policy Number 110
Committees of the Board
minimum of 5 voting members. Committees with four or more
voting members shall require either three affirmative votes or a
majority of those voting members present, whichever is greater, to
take action. If a committee meeting is held after prior notice has
been properly posted but a quorum is not present, committee
business may be discussed but action may not be taken.

8.

Committee meetings are generally less formal than Board
meetings and certain procedures may be less structured. At most
committee meetings public input may be accepted any time or at
various times throughout the meeting, unlike Board meetings
where public input is received at a specific time toward the
beginning of the meeting. Or by vote of the committee, public
input may be handled as it is at Board meetings.

Policy Number 110

Original Approval Date
Latest Revision Date

November 16, 2009
March 31, 2014

Policy Number 120
Posting Minutes On Web Site
Policy and Procedure
Posting Minutes On the Website
Background:
1. Posting of minutes of the monthly Township Board meeting on the
Township website is allowed but not required by state statute
since Palatine Township does not have a full time employee to
handle the website.
2. Minutes have always been available to the public for review
without charge or for a fee to recover copying costs.
3. The Township wishes to make the minutes available to the public
without requiring a visit to the office to request them. Also, web
display reduces copying costs to make printed copies.
Policy:
1. The minutes of the monthly Board Meetings shall be displayed on
the Township website after the minutes are prepared by the Clerk
and formally approved by the Board.
2. The minutes are posted on the website within 7 full working days
of formal approval of the minutes by the Board.
3. The minutes of closed (executive) session meetings of the
Township Board shall be posted on the website within 7 full
working days of approval to release, except when pertaining to
matters regarding individual employees.
4. Minutes of committee meetings, although not required to be
posted, shall be posted within 7 days of acceptance by the Board
and may be removed 60 days thereafter. The webmaster may
accept draft committee minutes for posting in the interim if the
committee has not as yet formally approved its minutes.
Policy Number 120

Original Approval Date
Latest Revision Date

January 18, 2010
July 28, 2014

Policy Number 125
Posting Financial and Other Records on our Website

Policy and Procedure
Posting Financial and Other Records on our Website

Background:
1. Posting financial and other records of the Township on the
Township website is not required by state statute, however, the
Board wishes to share this information with the public in a
convenient form and location.
2. Financial and other records have always been available to the
public for review without charge or for a fee to recover copying
costs. FOIA (Freedom of Information Act) information and fees are
listed on the Palatine Township website.
3. Recent improvements to the website development and update
process make it easier and less expensive to post material in
“PDF” (Portable Document Format) format to the website.
Policy:
1. The most recent annual Township Financial report compiled by the
Township’s outside auditors (“the Annual Audit”) shall be posted
on the Township Website.
2. Any information required to be published in the local newspaper
should also be displayed on the website. The web-staff should
make all reasonable efforts to display the information prior to its
publication in the local newspaper.
3. Financial and other reports may be authorized for display on the
web site by prior authorization of the Township Board.
Policy Number 125

Original Approval Date
Latest Revision Date

September 27, 2010
June 24, 2013

Policy Number 125
Posting Financial and Other Records on our Website
a. The Board has authorized display of Administrative Officials
name and contact information.
b. The Board has authorized display of Board Meeting Agendas
when posted on the Township Bulletin Board.
c. The Board has authorized display of the Annual Budgets.
d. The Board has authorized display of the Monthly Expenditure
Report .
e. The Board has authorized display of the Annual Wage Report.
f. The Board has authorized display of Contracts between the
Township and outside parties.
g. The Board has authorized display of Annual Membership
dues/invoices from any group that lobbies on behalf of Palatine
Township or Townships in general.
h. The Board has authorized display of information regarding any
taxes and other income collected by the Township and Fee
schedules for pay-as-you-go services.
i. The Board has authorized display of the monthly Board meeting
minutes.
j. The Board has authorized display of the annual report showing
actual expenditures and revenues and the budgeted amounts.
The reports should be displayed within 10 working days after approval or
formal receipt by the Board at the monthly board meeting. The Board has
authorized that items (above) displayed on the website be displayed in
searchable PDF format.
Meeting agendas should remain on display for one year, monthly
expenditures for two years, and other reports for five years, subject to the
table below.
Continued….

Policy Number 125

Original Approval Date
Latest Revision Date

September 27, 2010
June 24, 2013

Policy Number 125
Posting Financial and Other Records on our Website

Based on the Board’s view of the importance of the information and the
workload to acquire and display it, the following reports are authorized as
follows:
DISPLAY CURRENT REPORT/CHART ONLY
a) Administrative Contacts

DISPLAY CURRENT REPORT and RETAIN for time limits above; i.e.
“going forward” only.
b) Monthly Board Agendas
d) Monthly Expenditure Report
f) Contracts with vendors
g) Invoices/Contracts with organizations that lobby for us
DISPLAY CURRENT REPORT and as noted below DISPLAY
HISTORICAL Reports for up to five years based on:
c) Annual Budgets (Current and 4 years history)
1) Annual audits (Current and 4 years history)
e) Annual Wage Report , a.k.a Salary and Benefits Report
(2009-2010 and forward)
i) Minutes of Board Meetings (July 2009 and forward). Add
history back to five years as time permits.
j) Annual Budget vs. Actual Town Fund, General Assistance
and Needy Family Reports (Fiscal 2009-2010 and “going
forward”.) Add history back to five years as time permits.

Policy Number 125

Original Approval Date
Latest Revision Date

September 27, 2010
June 24, 2013

Policy Number 127
Board Audit of Invoices and Vouchers

Policy and Procedure
Audit of Accounts – Monthly Invoices and Vouchers
Background:
1. The State of Illinois requires (60 ILCS 1/80-10) that the
Township Board meet to examine and audit the Township
and Road District accounts before most bills are paid.
2. Certain bills may be paid prior to explicit Board examination
and audit if authorized by a policy or resolution of the Board,
in which case they are examined, audited and approved (60
ILCS 1/80-10) on the next monthly review.
3. The Board may consider and approve bills by a summary
statement or individually. (60 ILCS 1/80-10).
4. Other agenda items may be considered at the same Board
meeting that the Invoices and Vouchers are discussed.
5. All accounts including Town Fund, Assessor, General
Assistance and Road District are included (60 ILCS 1/8015).
Policy:
1. The Board hereby designates the monthly Board meeting as
the time for discussion of the invoices and vouchers. There
should be two separate agenda items; “Audit of Bills and
Vouchers”, and “Approval of Bills and Vouchers”, or similar.
2. The monthly Board meeting is held on Mondays. The
vouchers and invoices shall be available for trustee review
by 11:30 a.m. the prior Thursday. Documentation and
explanation on each voucher should be present so the audit
can take place without seeking further information from other
written sources or individuals.
3. Trustees may review the bills at 11:30 on Thursday as a
group, or may do so individually between noon on Thursday
and the Monday evening board meeting.
Policy Number 127

Original Approval Date
Latest Revision Date

September 26, 2016
September 26, 2016

Policy Number 127
Board Audit of Invoices and Vouchers
4. Finance committee meetings are most frequently held on
Saturday morning prior to the Monday board meeting and
after release of the invoices and vouchers on the prior
Thursday. The Finance Committee published agenda shall
provide a time for discussion of the invoices and vouchers,
although that discussion would be considered preliminary to
the principal discussion which takes place on the following
Monday evening.
5. The time between the conclusion of the Finance Committee
meeting and the start of the Monday evening meeting will
allow time for the administrators in charge of the four areas
to do research as may be needed to make the discussion on
Monday fruitful, productive and conclusive.
6. Questions may be posed by individual trustees by email,and
should be sent earlier rather than later to allow time for
research. Emails should be directed to the Supervisor,
Highway Commissioner, or Assessor. The questions and
answers should be provided during the open meeting
discussion of Bills and Vouchers rather than an email,
telephone, or personal response

Policy Number 127

Original Approval Date
Latest Revision Date

September 26, 2016
September 26, 2016

Policy Number 130
Access To Public Records

Policy and Procedure
Township Elected Officials’ access to public records
Background:
1. The State of Illinois Freedom of Information Act has been
changed effective January 2, 2010.
2. The public is provided with easier access to public records
including a more prompt production of records and a waiver
of copying costs under some circumstances.
3. Elected Officials, being part of the management team of the
Township, should have access which is at least as favorable
as ordinary citizens.
Policy:
1. As of January 2, 2010 Palatine Township Elected Officials
shall have access to any item that the public has access to,
and
a. There shall be no copying cost charged, although
Elected Officials are encouraged to request documents
in electronic form.
b. Timeliness for production of documents at Elected
Official request shall generally be more timely than that
of the general public, but at all times at least equal to
that of the general public.
c. Email requests and telephone requests (confirmed by
email within 24 hours) are acceptable; no special form
or on-site visit is required.
2. Exception: During the 90 days before the election for Township
offices, Elected Officials’ requests for information regarding
candidates or candidacy (for example, copies of nominating petitions)
shall be handled identically to those of the general public including
appropriate fees.
Policy Number 130

Original Approval Date
Latest Revision Date

December 21, 2009
June 24, 2013

Policy Number 140
Meeting Chair in Supervisor’s Absence

Policy and Procedure
Temporary Chair in the Absence of the Supervisor
Background:
1. From time to time the Supervisor may be absent from a
Board Meeting. The Board wishes to plan in advance for a
substitute chair, and alternate in the event that the
Supervisor and the substitute chair are both absent.
2. So this policy may continue until changed and not require
modification as trustees are elected or appointed, the
trustees will be designated as 1-4 in alphabetical order by
last name:
Example: Trustee 1: Goes
Trustee 2: Huley
Trustee 3: McGrane
Trusted 4: Pohlman
Policy:
1. Substitute Chair will be determined by the month in which the
meeting occurs.
January, February, March
Trustee 4
April, May, June
Trustee 3
July, August, September
Trustee 2
October, November, December
Trusted 1
2. If both the supervisor and the substitute chair listed above
are absent, the chair for the meeting will be determined by
the month in which the meeting occurs from the following
table.
January, February, March
Trustee 1
April, May, June
Trustee 4
July, August, September
Trustee 3
October, November, December
Trusted 2

Policy Number 140

Original Approval Date
Latest Revision Date

December 21, 2009
June 24, 2013

Policy Number 145
Board Member Absence

Policy and Procedure
Board Member Absence
Background:
1. Township business is conducted with input from all members
when everyone is in attendance at a Board Meeting.
2. At least three members of the Board must be present to conduct
business.
3. Monthly Board meetings are usually scheduled for a whole year at
a time allowing ample time for planning.
Policy:
1. Township Policy is for all Elected Officials to attend the monthly
Board meeting whenever possible.
2. Elected Officials who are unable to attend the monthly Board
meeting should provide advance notice of their impending
absence to another Elected Official or the Township Administrator.
3. Absences shall be recorded as excused or unexcused, as
determined by the Supervisor following the guidance in the
following items. The Supervisor’s decision is final unless
appealed to the Board, in which case the Board member may
present his/her case as to why the absence should be excused,
and the Board will make the final determination.
4. Elected Officials should refer to the employee handbook to
determine legitimate reasons for absence, such as sickness,

Policy Number 145

Original Approval Date
Latest Revision Date

November 15, 2010
June 24, 2013
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especially if contagious, death of a close relative, or required
business travel.
5. For family leave, up to twelve weeks of absence may be
requested by the Elected Official in writing. Family leave shall be
unpaid.
6. The Township Board may declare a vacancy in the event the
Supervisor or a Trustee has five or more consecutive unexcused
absences from regularly scheduled Township Board meetings,
(ILCS 1/80 10c )

Policy Number 145

Original Approval Date
Latest Revision Date

November 15, 2010
June 24, 2013

Policy Number 147
Compensation of Township Officials

Policy and Procedure
Compensation of Township Officials
Background:
1. Under Section 65-20 of the Illinois Township Code, compensation
for township officials to be elected at the next election must be
established no later than 180 days before the beginning of the
term of office for the newly-elected officials.
2. Per Article VII, Section 9 of the Illinois Constitution, salaries of
elected officials may not be increased or decreased to take effect
during the term of office for which those officials were elected.
3. Illinois courts have held that the term “salary” as used in Article
VII, Section 9 of the Illinois Constitution is synonymous with
“compensation,” and that, therefore, other benefits are also a part
of compensation that cannot be increased or decreased during an
officer’s term of office.
4. “Compensation” may include salary whether paid by a “per diem”
basis or otherwise, and other benefits.
Therefore, health
insurance, retirement programs and certain other benefits cannot
be initiated during the current term of office.
Policy:
1. The Township Board shall establish salaries, which may include
per diems, by Resolution for township elected officials for
subsequent four-year terms.
Current salaries are:

Policy Number 147
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February 28, 2011
September 23, 2013
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2009-2013
Supervisor:
$26,000
Trustees:
$ 5,000
Clerk
$21,000
Assessor
$23,000
Highway Commissioner
$24,500
Treasurer of Road District (Supervisor) $ 1,000

2013-2017
$21,000
$ 5,000
$18,000
$20,000
$20,000
$ 1,000

In addition to these annual salaries, for 2009-2013 Trustees (only)
are paid a “per diem” of $25 for attendance at board meetings or
committee meetings with a maximum of $75 for three such meetings
in any calendar month. For 2013-2017 the “per diem” amount is $50
per Board or committee meeting with a limit of 36 meetings per year.
The “year” for this purpose shall begin with the May Board Meeting
and continue for 365 days, ending immediately before the May Board
Meeting of the next year.
A “meeting” for this purpose shall include the regular monthly board
meeting, committee of the whole meetings, committee meetings
where a quorum of the committee is present, emergency board
meetings and special board meetings; except that two meetings held
back-to-back with the same participants count as one meeting. For
example, a special board meeting from 6-7pm followed by a regular
board meeting starting at 7, or a public hearing or executive session
at 6:45 followed by a regular board meeting at 7pm would count as
one meeting for this purpose. Trustees are not compensated for the
Annual Town Meeting.
2. Palatine Township Board has historically, and shall continue to
provide, the following benefits to Elected Officials. Most of the
benefits require only de minimis cost to the Township, principally
the administrative cost of a payroll deduction being entered into
the payroll system and processed each month by the payroll
computer system:

Policy Number 147
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a. Officials may participate in the Township’s Flexible Spending
Account (FSA) plan at their own expense. Participating
officials contribute via payroll deduction. There is no match
or “township contribution.”
b. Officials may participate in the Township’s 457 Retirement
plan at their own expense. Participating officials contribute
via payroll deduction. There is no match or “township
contribution.”
c. Officials may participate in the life insurance plan in which
the Township participates at their own expense.
Participating officials pay for their own life insurance via
payroll deduction. There is no match or “township
contribution.”
d. Officials may participate in the Township’s Group Health
insurance plan. However, the official must reimburse the
Township monthly by the 15th day of the month for the
Township’s monthly bill for the coverage selected. Failure to
make timely reimbursement payments will result in removal
of the official from the group health insurance plan. There is
no match or ”township contribution.”
e. Eligible officials meeting IMRF requirements may participate
in the Illinois Municipal Retirement Fund (“IMRF”) retirement
program. Participation in IMRF is governed by the Illinois
Pension Code.
The Pension Code requires that the
Township contribute an actuarially determined amount for
Township officials who participate in IMRF.

3. All future salary resolutions adopted by the Township Board
should identify the officials’ complete compensation, including
benefits, in addition to salary.

Policy Number 147

Original Approval Date
Latest Revision Date

February 28, 2011
September 23, 2013

Policy Number 150
Attendance by Speakerphone

Policy and Procedure
Remote Attendance at Board Meetings via Telecommunication
Device

Background:
1.

Attendance by speakerphone or other device is consistent
with the Open Meetings Act, if approved in advance by
Board policy.

2. Remote attendance is allowed by statute by majority vote of
the members of the public body physically present, and the
members physically present must constitute a quorum.
3. Remote attendance is allowed because of : I) personal
illness or disability, ii) employment purposes or the business
of the public body, iii) family or other emergency.

Policy:
1. Current Board policy is that attendance must be in person for
the monthly Township Board meetings.
2. Remote Attendance at Committee Meetings
a. Committee members may remotely attend committee
meetings if approved by a majority of the committee
members in attendance physically present at the
meeting, and physically constituting a quorum without
counting the remote attendee(s).
b. In order to attend remotely a committee member must
be absent because of i) personal illness or disability, ii)
Policy Number 150
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December 21, 2009
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employment purposes or the business of the public
body, iii) family or other emergency.
c. Committee members remotely attending are allowed
full participation in the meeting including the right to
vote on issues that may come before the committee.
d. Trustees attending committee meetings remotely are
entitled to the per-diem stipend normally provided for
attendance at committee meetings.
3. “Sitting-in remotely”, but not attending committee meetings.
a. In the event a committee member’s need to join the
meeting remotely is not one of the three listed above,
he/she may not officially attend, but may “sit-in” on the
meeting remotely.
b. A quorum must be physically in attendance and must
agree that the remote member may sit-in via speaker
phone or other electronic equipment.
c. Committee member(s) sitting-in remotely may listen
and speak when recognized, but may not vote on any
matters.
d. Trustees sitting-in remotely are not entitled to the perdiem stipend normally provided for attendance at
committee meetings.
4. Committee members, whether needing to attend remotely or
sit-in remotely, shall notify the committee chair and/or the
appropriate township employee in advance so that the
technical arrangements can be made in advance.

Policy Number 150
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Policy Number 155
Establishing Agenda Items

Policy and Procedure
Establishing Agenda Items
Background:
1.

All good meetings have an agenda so that the
business of the meeting can be transacted in a
predetermined sequence.

2.

At least two days advance notice of agenda items is
required to transact public business in Illinois (Open
Meetings Act).

3.

Having a written expectation on establishing agenda
items allows the members of the Board a consistent
set of expectations.

Policy & Procedure:
1.

Any Elected Official, Administrator, or Deputy Clerk,
may call for placement of an item on the monthly
Board Meeting agenda.

2.

On the Monday before the monthly Board Meeting
(Monday), the township administrator will distribute
(by email) a draft copy of the agenda for the Board
Meeting.

3. Elected Officials requesting agenda items must
provide written notification to the Administrator, by
the end of the business day on Tuesday prior to the
scheduled meeting. Members are encouraged to
submit items before publication of the draft agenda.
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4. The township administrator shall distribute the
Agenda for the Monday Board meeting to the Elected
Officials via email on Wednesday before the Board
Meeting.
5.

In an emergency, any two Board members may add
an additional agenda item to the Board agenda by
providing written notice (including e-mail) to the
township administrator by 3pm on Friday before the
Monday Board meeting.

6.

The township administrator shall post the meeting
agenda 48 or more hours in advance of the meeting,
as directed by the Open Meetings Act.

7.

Any time before consideration by the Board, an item
may be removed or deferred by the individual(s) who
originally requested it.
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Policy and Procedure

Agenda Item Required To Take Action
Background:
The Open Meetings Act requires the public have 48 hours
notice of meetings and that the agenda items be listed in the
notice of the meeting.
Policy:

1

The Board shall not take action to approve an item of new
business without the item being listed on the posted
agenda for the meeting. Votes to defer action such as to
table, to assign to a committee, or to place on the
calendar at a future time are acceptable.

2

The Board shall not take action to approve an item of old
business which involves public funds, and therefore
requires a roll call vote, without the item being listed on
the posted agenda for the meeting. Action to approve
items of process, procedure, recognition or scheduling
which do not involve public funds may be taken when
properly brought up under old business or committee
reports.

3

Background information for agenda items which may be
voted on at the Board Meeting should be included in
board packets rather than handed out at the Board
Meeting.
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Policy and Procedure

Policy Development
Background:
1

A common set of expectations helps the Board Members
work together.

2

The Board has established a Policy Committee. It’s
mission statement is as follows:
The Policy Committee shall propose new written policies,
document previously unwritten policies, and propose
amendments to existing written policies for review and
approval of the Township Board.

3

The Policy Manual contains policies approved by the
Township Board. The collection of Township policies in
one place allows easy reference by Elected Officals
(especially new Elected Officials), administrators, staff
members, and the public to the set of standard practices
set down in writing and approved after deliberation by the
Township Board.

4

Some policies may be in the form of Resolutions or
Ordnances; the choice between a Resolution, Policy or
Ordinance depends on the content and the degree of
desired formality. Resolutions and Policies carry the same
weight; Ordinances are the strongest form of Board
action.
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Policy:
1

Any Elected Official or the Township Administrator may
draft a policy, or an amendment to a previously approved
policy, for consideration.

2

Draft policies should be submitted to the Policy
Committee, or alternatively directly to the Board.

3

Draft policies should (see item 5) be distributed to the
Board Members in their packets prior to the Board
Meeting.

4

Draft policies distributed to Board Members should be
reviewed by the Policy Committee with Board Members
providing their input in person at the Policy Committee
Meeting or in writing in advance of the meeting.

5

Policies should appear in draft before the Board for “First
Reading” and not be considered for approval until a
subsequent meeting after time for judicious deliberation.
Except by unanimous consent, policies ready for final
approval must be delivered in Board Member packets
rather than handed out at the meeting.

6

Certain Policies, Resolutions, or Ordinances are exempt
from the “First Reading” standard practice in item 5
above:
a. Resolutions of an ad-hoc nature such as
encouragement to another body or recognition for
volunteer work or lengthy service.
b. Ordinances required by state statute to be passed
annually within a particular time frame (levy, budget,
prevailing wage, etc.)

Policy Number 160

Original Approval Date
Latest Revision

December 21, 2009
June 24, 2013

Policy Number 160
Policy Development
7

Ordinances, that require review by and are customarily
drafted by the township attorney (incurring cost to the
Township), should be avoided if a Resolution or Policy will
suffice.

8

Long term Board approved policies are held in the Policy
Manual. Policies, whether Resolution, Policy or
Ordinance which apply to one event or only one year are
not intended to be part of this manual.
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Policy and Procedure
Legal Review of Policies

Background:
1. The Policy Committee has been established to propose new and
amended policies for the Township Policy Manual.
2. Written polices allow Board Members, staff members, administrators
and the public to have a consistent understanding of Township
standard practices.
3. Collecting approved Policies in one place provides easy reference by
Board members (especially new Board Members), administrators,
staff members, and the public.
4. Most policies can and should be written in standard English with a
minimum of legal jargon. The purpose of most policies is to
communicate with Board members, administrators, staff and
members of the public.
5. Certain polices codify legal requirements or are specifically designed
to keep the Township out of legal disputes. These type of policies
should be written by the Township Attorney, or at a minimum should
be reviewed by the Township Attorney after being written by the
Policy Committee.
Policy:
1.

Most Policies should be developed by the Policy Committee and
recommended to the Board for approval.
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2.

The Board and/or Policy committee may wish to have certain
policies written or reviewed by the Township Attorney.

3.

Fiscal prudence indicates that the Board and Policy committee
should use good judgment in selecting policies for Township
Attorney attention to avoid unnecessary legal expense.

4.

The Policy Committee, the Board, or the Supervisor may submit a
particular policy to the Township Attorney for review and should
use caution and fiscal prudence in doing so. In general, when a
policy is sent to the Township Attorney the sender should identify
a specific reason why this particular policy is sent for legal review.
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Policy and Procedure
Public Comments at Board Meetings
Background:
1. A set of standard practices, or protocols, allows Board
Members and members of the public to know that points of
view are heard on an evenhanded basis.
2. The Illinois Open Meeting act prescribes certain practices
and procedures. The protocols outlined here are consistent
with the Open Meetings Act.
3. Protocols are designed to allow the Board to conduct public
business in both an open and efficient manner.

Policy:

1.

Addressing the Township Board
A.

For General Comment.
People may be recognized to address the Township Board on any matter
of interest.
To be recognized, the citizen should submit a written request for
recognition to the Township Supervisor. The written request must include
the following information:
-Citizen’s Name.
-Citizen’s Street Address.
-Specific Item to be addressed.
At each public meeting, persons in attendance are provided an opportunity
to address the Township Board during the Agenda item ‘Public
Comment’. The persons may address the Board on any matter of concern
for a total of five minutes. All public comment should be addressed to the
entire Palatine Township Board. No interrogation of any member of the
Township Staff, any Township Board member, or Legal Counsel is

Policy Number 170

Original Approval Date
Latest Revision Date

January 18, 2010
October 22,2012

Policy Number 170
Public Comments at Board Meetings
permitted at any time. At the conclusion of the 5-minute time period, the
Township Supervisor is authorized to request that the remarks be
concluded immediately. The Township Supervisor is authorized to take
such actions to conclude the remarks if the person fails to cooperate with
the Township Supervisor’s request.
There is no additional opportunity for citizens to address the Township
Board.
B.

Comment to a Specific Agenda Item.
In certain situations, people may be recognized to address the Township
Board on a specific Agenda Item.
All public comment should be addressed to the entire Palatine Township
Board. No interrogation of any member of the Township Staff, any
Township Board member, or Legal Counsel is permitted at any time. At
the conclusion of the 5-minute time period, the Township Supervisor is
authorized to request that the remarks be concluded immediately. The
Township Supervisor is authorized to take such actions to conclude the
remarks if the person fails to cooperate with the Township Supervisor’s
request.

C.

2.

Comment Period Adjustment.
In certain situations, the Township Supervisor may propose, with the
concurrence of a majority vote of the Township Board voting members
present, to extend or restrict citizen comments to more or less than 5
minutes.

Public Displays at Township Board Meetings
The Palatine Township Board recognizes there are a variety of approaches for
comment that can be made. The Palatine Township Board is open to all
expression of opinion but wants to make sure that such expression does not
deprive other people of their right to a safe environment and person.
A.

Signage/Posters.
Any person wanting to use signs, posters, or display material that is in
excess of the measurements of 36 inches by 48 inches must have such
material approved by the Township Supervisor prior to presentation.

B.

Prohibited Demonstrations.
No public display from any person will be permitted in a meeting of the
Palatine Township Board that serves to:
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-Cause a meeting attendee to be threatened with physical violence or
harm.
-Cause a meeting attendee to be subject to hostile, violent, or aggressive
behaviors.
The Township Supervisor is authorized to determine when any public
display is in violation of these guidelines and to immediately halt the
display and have it removed from the meeting area.
3.

Township Board Meeting Deliberations
The public is invited to be present and view the Palatine Township Board at its
meetings. The public is allowed to address the assembled Board at those times
and situations that are identified in Item 1 (above). In recognition of the necessity
for the Palatine Township Board members to deliberate in public session and
partake in an uninterrupted exchange of information and opinion, there will be no
public comment during any portion of the Palatine Township Board meeting
except during those situations and times identified in Item 1 (above).
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Policy and Procedure
Board Operational Procedure and Minutes
Background:
1. Orderly Board meetings allow the business of the Township to be conducted
in an efficient manner.
2. A common set of expectations helps the Board members to work together.
3. Certain procedural matters are set by state statute as a matter of law.
4. Communication between Board meetings is necessary and should be both
effective and in conformance with the Open Meetings Act.
5. Board Meeting minutes serve two purposes: to record what was done and
why, so that board members and others can remember it later; and to allow
the public to read and understand the actions of the board.
6. Roberts Rules of Order states that the Board meeting minutes should reflect
“what was done, not what was said.” The IL Open Meetings act insists, in
contrast with Roberts, that the minutes include a summary of the discussion.
7. The Open Meetings Act training materials indicate that Executive Session
minutes should not be in the form of a transcript since that would stifle open
discussion.
Policy:
1. Procedures determined by state statute, procedures outlined in this Policy
manual and procedures written in Robert’s Rules of Order, Revised are used
to conduct Township Board Meetings.
2. If there is a conflict between the three sets of standard practices listed in item
1, the order of priority shall be:
a. State Statutes ( 60/ILCS/1, 5/ILCS/120 )
b. Township Board Policy Manual
c. Robert’s Rules of Order, Revised
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3. a. The Supervisor/Chair decides an Assigned Board Member/Elected Official
Speaking Order to be used at each Regular Board Meeting. This order is the same for
every meeting.
b. The Supervisor/Chair announces each agenda item. For those items which
require a decision by the board, the person who placed it on the agenda is recognized
by the chair and speaks first after making a motion for the needed action by the board. If
the motion is seconded, others speak in turn after the conclusion of the remarks by the
person who made the motion.
For those items which do not require a decision by the board (Call to order, roll
call, presentations and discussion-only items) no motion is required since there is no
decision required from the board.
c. The board member that made the motion is allowed time to present the item
to the board or allow someone else to speak on that item (Administrator, other board
member, other individual).
- A 5 minute maximum per agenda item is given to that speaker (with time being
kept by the Supervisor/Chair by way of digital timer)
d. After the speaker is finished or the maximum 5 minutes have been used
whichever comes first, the Supervisor/Chair gives the floor to the first board member
noted in the Assigned Board Member/Elected Official Speaking Order. This speaker is
allowed 2 minutes to speak on the item (in favor or against; important points;
considerations, etc.) (Unless he/she has made the motion and spoken already)
*The speaker does not have to use the full 2 minutes allotted. The speaker can
also allow another board member to use his or her time/remaining time.
e. The next speaker in the Assigned Board Member/Elected Official Speaking
Order is allowed to speak 2 minutes, and so on, until all members in the assigned order
have had their allotted 2 minutes to speak on the motion in question.
f. The Supervisor/Chair is the last to speak on the motion and then asks the
Board if there is reason to have a second round of discussion. If not, the motion goes to
its respective roll call or voice vote. If someone on the Board requests to have more
discussion, each member is given an additional 1 minute to speak on that motion using
the Assigned Board Member/Elected Official Speaking Order (if a member chooses not
to speak in the second round, it moves on…..no member is forced to speak).
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g. After all members were given their additional minute to speak, the motion
goes to its respective roll call or voice vote.
*For COW Meeting Protocol please refer to Policy 181
4. Between Board meetings it is important to convey to the Board important
dates, events and progress on projects of interest to the Board, especially
those items resulting from, or expected to result in, Board action.
a. Correspondence such as letters or email, without contemporaneous
reply, is acceptable under the Open Meetings Act.
b. Email should be used rather than printed letters when the content of
the correspondence is time sensitive.
5. Authorized Township Board practices for MEETINGS not following Robert’s
Rules of Order:
a) Friendly Amendments: If there are no objections from the voting
members, a motion can be amended informally (without a vote) by
concurrence of the member who made the motion and the member
who seconded the motion. This process is referred to as a “Friendly
Amendment.”
6. Township Board Practices FOR MINUTES not following Robert’s Rules of
Order.
a. Verbatim recording of Motions in the minutes: Roberts Rules
states that the secretary is to record motions in the minutes exactly as
spoken during discussion. Since the purpose of the minutes is to
document what took place and provide a means for the reader to
understand the workings of the Township, the Township Board has
authorized the Clerk to record motions in the minutes so that they are
correct, concise, unambiguous and easily understood by the reader.
Legal and Township/government jargon should be avoided. The Clerk
shall carefully consider her/his changes to ensure that the intent of the
voting majority is correctly conveyed.
b. Approved Amounts in the minutes. In general, motions which
authorize expenditures of Township funds should explicitly state the
amount authorized, as opposed to including reference to a proposal, or
words such as “as submitted”. In “5.a.”, above the Board has
authorized the Clerk to record motions in the minutes with certain
changes from the actual spoken motion.
In addition, the Board also authorizes the Clerk to insert the correct, or
corrected, numerical amount of the funds approved by the Board, even
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if not spoken verbally in the motion, when that amount is clearly
available to the Clerk on a document which was available to the Board
members as the motion was made.
c. Summary of Discussion. Board Meeting Minutes should reflect what
was done and include a concise summary of the discussion of each
agenda item discussed. The key factors within the discussion should
be included in the summary. Those key factors should convey to the
reader, and remind the board members later, what was done and why
it was done.
i.

In ranking content for inclusion in the summary, the
importance of the content to the direction taken by the
board is the determining factor. Who offered the content
does not raise or lower its ranking.

ii.

If space allows while being concise, both the “pro” and “con”
arguments should be included. If there is an imbalance the
“pro” (supporting the outcome), because it explains WHY
something was done, should be given more weight than
the “con”.

iii.

The Public Comment section of the meeting and the minutes
should include the name and address of the speaker and
whether he/she represents a group of township residents.
The summary of any public comments made should be
concise.

iv.

No member of the public or Elected Official should be
allowed or encouraged to grandstand through the minutes.

v.

The minutes are never intended to embarrass an Elected
Official or to award debating points.

d. Roll call votes are recorded by name of the individual voting. Voice
votes are recorded as pass/fail without name and without indication of
dissent or lack thereof, per Roberts Rules of Order.
i.

Policy Number 180

A roll call vote shall be taken:
1. To leave the Board meeting and enter into Executive
Session.
2. For all matters involving levy, budget, or approval of
public funds.
3. Major changes of policy or direction.
4. Approval of Township Ordinances.
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ii.

iii.

Policy Number 180

A voice vote is generally used for procedural decisions, for
items that fall under the consent agenda, resolutions of
recognition, acknowledgment of receipt of a report or
document, etc.
An Individual Board member may request for the record a
roll call vote on any matter of substance.
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Policy and Procedure
Executive Session Recordings

This policy was approved as a Board Resolution, which can be found on
the next page of this policy manual.
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RESOLUTION NO. 10-10
A RESOLUTION ESTABLISHING PROCEDURES
FOR THE RECORDING OF CLOSED SESSIONS
FOR PALATINE TOWNSHIP,
COOK COUNTY, ILLINOIS
WHEREAS, Palatine Township an Illinois unit of local government operating
under the laws of the State of Illinois; and
WHEREAS, Section 2.06 of the Open Meetings Act, 5 ILCS 120/2.06, requires
public entities to audio or video record their closed or executive session meetings; and
WHEREAS, the Illinois General Assembly enacted such legislation to have a
mechanism by which to review whether Illinois public entities violated the provisions of
the Illinois Open Meetings Act while conducting their closed sessions; and
WHEREAS, the Township Board of Palatine Township seeks to establish
procedures by which the Township can comply with the provisions of the law.
NOW, THEREFORE, BE IT RESOLVED BY THE TOWNSHIP BOARD OF
PALATINE TOWNSHIP, COOK COUNTY, ILLINOIS, as follows:
SECTION 1:

Recording Closed Sessions: Palatine Township shall keep a

verbatim record of all Closed Session meetings (also referred to as executive session
meetings) of the Township Board of the Township or any subsidiary “public body” as
defined by the Illinois Open Meetings Act, 5 ILCS 120/1. The verbatim record shall be
in the form of an audio or video recording as determined by the Township Board.
SECTION 2:

Responsibility

for

Recording

Closed

Sessions

and

Maintaining Recordings: The Township Clerk or his/her designee shall be responsible
for arranging for the recording of such closed sessions. In the absence of the Township
Clerk or his/her designee, the meeting Chair will arrange for the audio or video
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recording of the closed session of the Township Board. Each subsidiary public body of
the Township shall designate an individual who will be responsible for the recording of
any and all closed sessions of the subsidiary body and for providing the Township Clerk
with a copy of such recording. The Township Clerk, or his/her designee, shall securely
maintain the verbatim recordings of all closed sessions of the Township Board of the
Township and all subsidiary public bodies of the Township.
SECTION 3:

Closed Session Minutes: In addition to the recordings of the

closed session as addressed in this Resolution, the Township will keep minutes of all
closed meetings in accordance with the requirements of the Open Meetings Act, 5 ILCS
120/2.06.
SECTION 4:

Procedure for Recording. At the beginning of each closed

session, those present shall identify themselves by voice for the audio recording. If the
meeting is videotaped, those present shall individually appear on camera and identify
themselves by voice at the beginning of the closed session. The meeting Chair shall
also announce the times the closed session commences and ends at the appropriate
points on the recording.
SECTION 5: Back-Up Equipment/Procedure for Equipment Malfunction.

The

Township will maintain sufficient tapes, batteries and equipment for the Township to
comply with this Resolution. The Township Clerk or his/her designee will periodically
check the equipment to confirm that it is functioning. In the event that anyone present
at a closed session determines that the equipment is not functioning properly, the
closed session will be temporarily suspended to attempt to correct any malfunction. In
the event that an equipment malfunction cannot be corrected immediately, the closed
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session will terminate until such time as time as the closed session may proceed with a
functioning recording device.
Maintenance and Public Release of Recordings and

SECTION 6:
Access to Tapes.

The audio or video tape recordings of closed sessions shall be

maintained for 18 months after the closed session and shall not be released to the
public unless such release is required by a court order or specifically authorized for
release by a vote of the Township Board. Members of the Township Board may listen
to the closed session recordings in the presence of the Township Clerk or his/her
designee.

Copies of such tapes will not be made or provided to anyone unless

specifically authorized by vote of the Township Board.
SECTION 7: Procedure for Destruction of Recordings. The Township Clerk or
his/her designee is hereby authorized to destroy the audio and video recordings of
those closed sessions for which:
A.
The Township Board has approved the minutes of the closed
sessions as to accurate content, regardless of whether the minutes have
been released for public review;
B.

More than 18 months have elapsed since the date of the closed session;

C.

There is no court order requiring the preservation of such recording; and
D.
The Township Board has not passed a motion requiring the
preservation of the verbatim recording of that meeting.

SECTION 8:

If any section, paragraph, clause, or provision of this

Resolution shall be held invalid, the invalidity thereof shall not affect any of the other
provisions of this Resolution.
SECTION 9: All Resolutions in conflict herewith are hereby repealed to the
extent of such conflict.
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SECTION 10:

This Resolution shall be in full force and effect from after its

passage, approval and publication as provided by law.
PASSED this 28th day of June, 2010.
AYES:
NAYS:
ABSENT:
___________________________________
LINDA FLEMING - SUPERVISOR
ATTEST:

____________________________
LISA MORAN - CLERK
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Policy and Procedure
Board Meeting Recordings – Open Session

Background:
1. The State of Illinois has determined standard practices, rules and
procedures for conduct of government business and identified
these practices, rules and procedures, in part, in the Open
Meetings Act.
2. Section 2:06 of the Open Meetings Act 5 ILCS 120/2.06 directs
the handling of audio recordings of regular board meetings.
3. Palatine Township intends to be in full compliance with the
provisions of the Open Meetings Act.
4. Palatine Township desires to document and confirm the
procedures by which the Township will comply with provisions of
the law by enacting this Policy.
5. Policy 190 addresses “Closed” or “Executive” sessions of the
Township Board. This Policy (195) addresses non-closed
sessions of the board herein referred to as “Open” sessions.
Policy:
1. The Township Clerk may make a verbatim recording of each Open
Township Board Meeting to assist in the preparation of minutes of
the meeting. The verbatim record shall be in the form of an audio
recording.
2. The Township Clerk is responsible for arranging for the audio
recording of the township’s Open Board meetings and for the
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security of the recordings. If the Clerk is unable to attend he/she
shall arrange for the Deputy Clerk or another individual to obtain
the audio recording of the Board meeting solely for the purpose of
use in the preparation of the minutes of the meeting.
3. The Township Clerk is responsible for preparation of the minutes
of all Open Township Board meetings. If the Clerk is unable to
prepare the minutes personally, he/she shall arrange for the
Deputy Clerk or another individual to prepare the minutes of Open
Township Board meetings.
4. Once the minutes of an Open Board Meeting are prepared by the
Clerk and approved by vote of the Board at a subsequent Open
Board Meeting, the audio recording has completed its purpose
and may be destroyed or recorded over, provided approval has
been received pursuant to Paragraphs 5 and 6 below.
5. Open Session audio recordings are subject to the procedures of
the Local Records Commission, a state governmental body which
provides direction in destruction of local government records.
Open meeting recordings may be destroyed 30 days or more after
the minutes are approved.
6. Current procedures of the Local Records Commission require the
Township to apply for authority to destroy Open Meeting
recordings and then destroy the recording only after a 60 day
waiting period which begins upon submittal of the application. The
Township Clerk shall follow these procedures to ensure that the
Township is in compliance with the state statutes.
7. Meetings of board committees also require minutes, which are
prepared by the committee chair. Audio recordings may be made
of a committee meeting at the discretion of the committee chair,
for the sole purpose of assistance with the preparation of minutes,
but this practice is not required and is not customary. In the event
that committees make such audio recordings, this policy shall also
apply to the maintenance and destruction of those recordings.
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Policy and Procedure
General Purchasing

Background:
1. The Township Board authorizes the annual budget identifying line
item expenditure limits.
2. Within the line item budgets, Township administrators are
assigned the responsibility to purchase goods and services
needed by the Township to carry out its responsibilities.
3. Township Trustees and Supervisor are directed by best practice
(see “Trustees Operations Manual”) to review a monthly collection
of vouchers and checks to ensure before approval that the
expenditures are properly documented and authorized.
4. In certain cases the Township Board wishes to be more cautious
with public money than the minimum requirements of the state
statutes. See other policies; for example requiring bids for
purchasing items which can be obtained from multiple vendors in
amounts less than the $20,000 state requirement.
Policy:
1. Consistent with the policies herein (Policy number 200-299) the
Township administrators shall purchase goods and services
required for the proper operation of the Township.
2. Significant expenditures should be brought before the Board for
approval before confirming the purchase; Supervisor, expenditures
over $5000. Assessor, expenditures over $1000, Road
Commissioner, no limit as long as the line item has sufficient
remaining budget authority.
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a. Certain emergencies threatening the health and safety of the
public or Township employees may make it necessary to
commit an expenditure in excess of the Supervisor’s $5000
limit without prior Board approval. In this case the members
of the Board should be notified immediately without waiting
for a scheduled meeting.
b. Emergency or Special Board meetings may be called upon
notice by the Supervisor per state regulations for prior
approval of expenditures over $5000 which do not cause an
immediate health /safety issue but seriously impede the
Township from meeting its obligation to citizens, taxpayers
or employees
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Policy and Procedure
Purchasing Process

Background:
1. State statutes provides a framework for government bodies to
purchase needed goods and services. Township policy is
intended to be, at all times, consistent with state statutes and all
other applicable laws.
2. Standard purchasing policy suggest a quotation or bid by the
vendor, a purchase order from the Township and payment of the
vendor’s invoice with the monthly bills.
3. State statute requires a formal bidding process for most
expenditures exceeding $20,000. A newspaper ad is required.
4. Townships should not purchase goods and services for which
there is insufficient budget authority in the budget line item to
cover the expenditure.
Policy:
1. The Township Board endorses the process of competitive bids for
goods and services which can be adequately and efficiently
specified so that competing bids can be evaluated objectively.
a. For purchases of goods and/or services amounting to less
than $5000 the Township Administration should obtain, at a
minimum, one written quotation. Obtaining multiple
quotations is encouraged when appropriate for the
goods/services being purchased.

Policy Number 210

Original Approval Date
Latest Revision Date

May 24, 2010
February 24, 2014

Policy Number 210
Purchasing Process
b.

For purchases of goods and/or services exceeding $5000
but less than $20,000, Township Administration should
obtain multiple quotations. Formal bids are permissible at
the discretion of the Supervisor or upon direction of the
Township Board. Exceptions to multiple quotations may be
approved by the Township Board; this waiver should be
sought in advance, not coincident with the approval of the
vendor’s bid/quotation.
For purchases exceeding $20,000 formal bids are required
by Policy and state statute. Certain exceptions are allowed
by law, e.g. legal services.

2. Splitting a single purchase into two or more purchases to avoid the
numeric limits herein is a violation of policy and of law (if over
$20,000) .
3. If there is a need for a good or service that, if purchased, would
cause the annual expenditure in the budget line item to exceed
the authorized budget, Township administration should request
prior approval of the Board before committing the expenditure. Per
the Trustees’ Operations Manual from TOI, Trustees are invited to
reject the invoice for any expenditures which are not adequately
funded in the budget line item.
a. Certain emergencies threatening the health and safety of the
public or Township employees may make it necessary to
commit an over-budget expenditure without prior Board
approval. In this case the members of the Board should be
notified immediately without waiting for a scheduled meeting.
b. Emergency Board meetings may be called upon notice by
the Supervisor per state regulations for prior approval of
over-budget expenditures which do not cause an immediate
health /safety issue but seriously impede the Township from
meeting its obligation to citizens, taxpayers or employees.

Policy Number 210

Original Approval Date
Latest Revision Date

May 24, 2010
February 24, 2014

Policy Number 230
Use of Credit Card

Policy and Procedure
Use of Credit Card
Background:
1. Standard purchasing policy suggests a quotation or bid by the
vendor, a purchase order by the Township, and payment of an
invoice with the monthly bills. For certain small or immediate
needs that policy can be overly cumbersome.
2. For purchases from vendors who are unable/unwilling to extend
credit to the Township and for small amounts which do not warrant
the administrative burden of “quotation, purchase order, invoice” it
is appropriate that the Board authorize use of a Township credit
card with appropriate controls (see below).
Policy:
1. The Supervisor is authorized to obtain a credit card in the name of
the Township, as is the Highway Commissioner in the name of the
Road District.
2. Signing authority for purchases against the Township credit card is
limited to:
a.
b.
c.
d.

Supervisor
Township Administrator
Administrative Assistant
Outreach Coordinator

For the Road District credit card, signing authority is limited to the
Highway Commissioner and the Superintendent.

Policy Number 230

Original Approval Date
Latest Revision Date

May 24, 2010
July 28, 2014

Policy Number 230
Use of Credit Card
3. Any purchase over $1000 by the Township Administrator or the Road
District Superintendent must be approved in advance verbally or in
writing by the Supervisor or Highway Commissioner respectively.
Splitting a single purchase into two or more credit card vouchers to
avoid this limit is a violation of policy.
4. Any purchase by his/her subordinates must be approved verbally or
in writing by the Township Administrator, or in his/her absence the
Supervisor.
5. Purchases made utilizing the Township or Road District credit cards
must be documented and submitted as part of approval of the
monthly check approval process. Each charge on the bill must have
it’s own documentation indicating what was purchased, who
purchased it, who authorized it, and the purpose of the expenditure.
6. Purchases for General Assistance clients for food, fuel, and other
items of necessity as defined by state statute may be charged to the
Township Credit card.
7. Any Credit Card awards or rebates should be claimed on behalf of
the Township.

Policy Number 230

Original Approval Date
Latest Revision Date

May 24, 2010
July 28, 2014

Policy Number 300
Township Employee Manual

Policy and Procedure
Township Employee Manual

Background:
1. A standard set of expectations between employee and employer
allows employees to know where they stand.
2. Having personnel policies in written form allows management,
employees, and the public to be aware of personnel policies and
changes in personnel policy when and if they are made.
3. Normally personnel policies will be updated as soon as possible to
maintain consistency with changes in state and federal law. A
delay in updating the Employee Manual may occur; if so, the law
shall apply to Township employment relationships, not the
Employee Manual.

Policy:
1. The attached “Township Employee Manual” is adopted and
included herein part of this Township Policy #300.
2. Each new employee shall be provided with a copy of the Township
Employee Manual and management shall obtain a written receipt
indicating that the employee has received the manual and
understands its contents. That receipt shall be part of the
employee’s permanent personnel file.

Policy Number 300

Original Approval Date
Latest Revision Date (Policy or Manual)

July 26,2010
October 28,2013

Policy Number 300
Township Employee Manual
3. Each employee shall be provided with a copy of the Township
Employee Manual when the Employee Manual is substantially
revised.
4. After receipt and review of the Township Employee Manual, all
existing and new employees shall execute an acknowledgement
affirming that the employment relationship is employment at will.
5. For purposes of the employee manual, elected officials are not
considered employees and are not covered by the employment at
will or other provisions of the employee manual.

Policy Number 300

Original Approval Date
Latest Revision Date (Policy or Manual)

July 26,2010
October 28,2013

PALATINE TOWNSHIP
EMPLOYEE HANDBOOK

Welcome to Palatine Township

Dear Team Member,

Welcome to Palatine Township!

We are excited to have you as part of our dynamic team. You were hired because we
believe you can contribute to the exceptional public service we provide.
Your role is significant in fulfilling the Mission of our Township:
Palatine Township supports citizens within the Township with services authorized by Illinois
law including assistance to those in need, support for accurate property assessments,
senior services including transportation, and maintenance for roadways in the
unincorporated areas. We provide programs and services in a timely, efficient and
courteous manner always mindful that the taxpayers of Palatine Township are paying for the
services.

The continued success of Palatine Township is determined by your participation as a unified
team. We offer many quality programs and services to our citizens on a seasonal rotating
basis that you will soon become familiar with.
The enclosed Employee Handbook is designed to serve as an introduction to Palatine
Township and as a continuing reference handbook for you to succeed in your role as part of
our team. It is the goal of Palatine Township to invite every employee to succeed in their
role.
Our Township Administrator or your department supervisor can assist you with any
questions.
Welcome aboard. We look forward to your contribution.
Sincerely,
Palatine Township Board
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PALATINE TOWNSHIP
EMPLOYEE HANDBOOK
History of Township
Township government, established in Providence, Rhode Island in 1636, is the oldest
existing unit of government continuing to serve on the North American continent. Township
government was in existence for 140 years prior to the signing of the Declaration of
Independence in 1776. The wording of the Declaration of Independence reflects the fact
that 38 of its 56 signers had experienced the benefits of township government.
The Declaration's statement that "government should derive its just powers from the
consent of the governed" is demonstrated at the Annual Town Meeting held on the second
Tuesday of each April. The Annual Town Meeting is still an important function of our nation's
17,000 townships after more than 360 years.
Palatine Township has been conducting annual Town Meetings since 1850. But
giving voice to the concerns of local citizens is only a part of the Township’s long record of
service. Building roads where only farm paths once existed was a top priority right from the
beginning. Improving drainage and policing stray farm animals were some of the ways the
Township helped its constituents two centuries ago.
For many decades the Township School Treasurer kept records and issued annual
reports for the many little one-room school houses in the district. When the Great
Depression of the 1930s threw countless families out of work, Palatine Township stepped
into the breach with a relief program to help people get through hard times. The General
Assistance Office continues to this day to provide various forms of support to our neediest
families.
For many years the Township served as a convenient place to pay one’s taxes.
Although Cook County has since assumed this role, the Assessor’s Office continues to help
anyone who wishes to contest their taxes.
In the 1970’s the federal government began to spin off some of its social programs to
smaller units of government knowing that local government is closest to the people. It was at
this time that Palatine Township directly began supporting a number of important services to
the community: the Senior Center, the Bridge for troubled youth, Day Care, and many other
worthy causes.
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SECTION I.
1.

NOTWITHSTANDING ANYTHING TO THE CONTRARY IN THIS PERSONNEL
MANUAL, THE TOWNSHIP IS AN “AT WILL” EMPLOYER AND, AS SUCH, HAS
THE RIGHT TO TERMINATE ANY EMPLOYEE AT ANY TIME WITH OR WITHOUT
CAUSE AND WITH OR WITHOUT NOTICE. THE EMPLOYEE IS AN “AT WILL”
EMPLOYEE AND MAY LIKEWISE LEAVE TOWNSHIP EMPLOYMENT AT ANY
TIME.
A.

Neither this Manual nor the personnel policies set forth herein shall create any
contractual rights in the employee or contractual obligations on the part of the
Township.

B.

These personnel policies are subject to unilateral change or termination by the
Township Board at any time.

2.

MISSION STATEMENT:
Palatine Township supports citizens within the Township with services
authorized by Illinois law including assistance to those in need, support for
accurate property assessments, senior services including transportation,
and maintenance for roadways in the unincorporated areas. We provide
programs and services in a timely, efficient and courteous manner always
mindful that the taxpayers of Palatine Township are paying for the services.
Our goal at Palatine Township is simple -- excellent customer service as we provide
for our constituent's needs as outlined in our Mission Statement. Our goals are
accomplished by a commitment from every employee.
Our values and beliefs require that we:







Treat each employee with respect and give them an opportunity for input on how
to continually improve our service goals.
Treat each employee fairly and with mutual respect. The Township does not
tolerate discrimination of any kind and encourages all managers and department
heads to involve employees in problem solving and the creativity process. When
problems arise, the facts should be analyzed to determine ways to avoid similar
problems in the future.
Provide the most effective and efficient corrective action, to resolve customer
service issues, to ensure our constituent’s satisfaction and that the problem not
be repeated in the future. In this way, we will maintain our leadership position in
providing service.
Foster an open door policy which encourages interaction, discussions and ideas
to improve the work environment, thus increase our productivity.
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3.

4.

Deliver excellent service to our constituents and, where required, try to provide
services that may be too difficult for others to achieve.
Make "Do It Right The First Time" our commitment as a team and our only way of
doing business. This commitment will assure continued satisfaction.

GENERAL CONDITIONS
A.

This Manual replaces and supersedes all prior Manuals.

B.

Except as provided hereafter, the Township Board ("the Board") shall have the
authority for hiring, terminating and setting terms of compensation of all
employees; provided however, that the Township Supervisor ("Supervisor")
shall have the sole authority as set forth by statute to hire, terminate, and set
the terms of compensation for all employees involved in the administration of
General Assistance; the Highway Commissioner shall have the same authority
with respect to the Road District; and the Assessor shall have the same
authority with respect to the Assessor's Office.

CONFIDENTIALITY
Palatine Township requires all employees to sign a confidentiality agreement as a
condition of employment, due to the possibility of being privy to information which is
confidential and/or intended for the township’s use only. All employees are required
to maintain such information in strict confidence. This policy benefits you, as an
employee, by protecting the interests of The Township in the safeguard of
confidential, unique and valuable information from competitors or others. (See Form
“Confidentiality Agreement” for employee signature Attachment I.)
Should an occasion arise in which you are unsure of employee obligations under this
policy, it is the employee’s responsibility to consult with their reporting manager.
Failure to comply with this policy could result in disciplinary action, up to and
including termination.

5.
Neither this handbook nor any other Palatine Township document, confers any
contractual right, either express or implied, to remain in the Township’s employ. Nor does it
guarantee any fixed terms and conditions of your employment. Your employment may be
terminated at will, with or without cause and without prior notice, by the Township or you
may resign for any reason at any time. No supervisor or other representative of the
Township has the authority to enter into any agreement for employment for any specified
period of time, or to make any agreement contrary to the above.
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II.
EQUAL EMPLOYMENT OPPORTUNITY
1.

Equal Employment Opportunity Policy Statement
Palatine Township assures equal opportunity in employment for each individual.
Employment decisions will be based on merit, qualifications, and abilities. In
accordance with federal, state and local laws, it is the policy of the Township to
provide equal employment opportunities to all qualified persons. All of the
Township’s personnel policies, procedures and decisions pertaining to employment
are made and executed without regard to age, gender, sexual orientation, race, color,
religion, national origin, ancestry, disability, discharge from military service or military
status, or any other characteristic protected by law.

2.

Non-Discrimination and Anti-Harassment Policy
The Township is committed to a work environment in which all individuals are treated
with respect and dignity. Each individual has the right to work in a professional
atmosphere that promotes equal employment opportunities and prohibits
discriminatory practices, including harassment. Therefore, the Township expects that
all relationships among persons in the workplace will be business-like and free of
bias, prejudice and harassment.

3.

Equal Employment Opportunity
It is the policy of the Township to ensure equal employment opportunity without
discrimination or harassment on the basis of race, color, national origin, religion,
gender, age, disability, citizenship status, marital status, creed, genetic predisposition
or carrier status, sexual orientation or any other characteristic protected by law. The
Township prohibits and will not tolerate any such discrimination or harassment.
The Township complies with the Americans with Disabilities Act (ADA), and will make
reasonable accommodation for all staff and/or applicants with disabilities, provided
the individual is otherwise qualified to perform the essential functions of the job.
III.
EMPLOYEE CLASSIFICATIONS

1.

FULL-TIME: A full time employee is one whose normal duties require thirty-five (35)
or more hours each week for at least 36 of the 52 weeks per year, even though from
time to time that employee may work less than 35 hours in any given week.

2.

PERMANENT PART-TIME: A permanent part-time employee is one whose normal
duties require less than thirty-five (35) hours per week for at least 36 out of 52 weeks
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per year, even though from time to time that employee may work more than 35 hours
in any given week.
3.

TEMPORARY OR INTERMITTENT: A temporary or intermittent employee is one
that is hired either on a full-time or part-time basis to work for a definite, specified
period of time and in most cases, whose normal duties do not require services on any
regular basis, or one who is employed in connection with a specific project or
assignment or for a limited period without any promise of continued, regular
employment.

IV.
WAGE AND SALARY ADMINISTRATION

1.

PERFORMANCE REVIEW
The performance of all employees may be evaluated periodically by their supervisor.
It is the intent to provide an annual review but the failure to provide such review shall
not affect any employment decision, including but not limited to salary or
compensation adjustments.

2.

SALARY REVIEW
The Township Board, the Supervisor with respect to employees involved in
administering General Assistance, the Highway Commissioner for employees of the
Road District, and the Assessor for employees of the Assessor’s Office, may review
and adjust any employee’s compensation at any time. Each review is to be
determined on a case-by-case basis taking into account the nature of the job and the
employee’s performance. Adjustments in any employee’s compensation shall be
paid retroactively to the date on which the decision to adjust was made.
V.
HOURS: USE OF PREMISES

1.

OFFICE HOURS
Normal business hours are from 8:30 a.m. to 4:00 p.m. daily and from 8:30 a.m. to 12
noon on Saturday. Each employee is expected to work his or her assigned hours
within these general office hours, less time off for lunch.
The Supervisor, or in his or her absence, the Clerk shall have the authority to close
the office early due to inclement weather. In the event of a snowstorm or other act of
God, the Supervisor or Clerk shall have the responsibility for notifying the staff and
the appropriate Township Officials concerning possible revised office schedules.
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2.

LUNCH AND BREAK TIME
Each employee who is scheduled for six or more hours of work that day is entitled to
one half hour for lunch, to be taken as determined by the Township Administrator.
During this lunch period the employee shall be relieved from all work and generally
this lunch period shall be an unpaid lunch. In cases of emergency (shortage of staff
due to illness, etc) a person may be required to remain in the building in order to
respond to any emergencies, and will be paid for their lunch time. This should be an
exception, not a common routine.
Employees scheduled for seven or more hours (elapsed time) are entitled to two paid
ten minute breaks; employees scheduled for less than seven hours are entitled to
one paid ten minute break, These breaks are in addition to lunch times explained in
the previous paragraph.
Each employee may add up to twenty minutes to his or her lunchtime which shall be
in lieu of the ten-minute paid break(s) otherwise permitted such employee during the
day, as explained in the previous paragraph.
Except in cases of emergency, any employee working six consecutive hours must
take a minimum one half (1/2) hour for lunch.

3.

OVERTIME and COMPENSATORY TIME
The Township compensates all employees pursuant to the Fair Labor Standards Act
and/or the Illinois Minimum Wage Law. Under ordinary circumstances, the Township
does not expect its staff to work overtime. If, however, overtime is worked by an
employee, the Township will abide by applicable state or federal laws regarding
overtime pay or compensatory time off. An employee’s immediate supervisor must
approve overtime in advance. Failure to obtain supervisory approval prior to working
overtime may result in discipline up to and including termination of employment.
A.

“Overtime” is defined as hours actually worked in excess of 40 during the
workweek, which is from Saturday thru Friday. Paid vacation or sick days are
not considered as hours actually worked, while Township Board declared
holidays are considered as having been worked for purpose of achieving 40
hours of worked time in a weekly pay period. Comp time will be treated the
same way as vacation time for the purpose of achieving 40 hours in a week.

B.

Exempt (FLSA-Exempt) Employee is an employee who is paid on a salary
basis and whose duties and responsibilities qualify him or her for the
executive, administrative and/or professional exemption exempt from the
overtime provisions of the Fair Labor Standards Act and/or the Illinois
Minimum Wage Law of 1938, as amended.
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4.

C.

Non-Exempt (FLSA) Employee is an employee who does not meet the
requirements for exempt status and who is therefore subject to the overtime
provisions of the Fair Labor Standards Act and/or the Illinois Minimum Wage
Law. Non-exempt employees will be paid at one and one-half (1½) times their
regular hourly rate for all hours (in ½ hour increments) worked after forty (40)
hours in any given work week. The employee’s hourly rate will apply to all
hours worked in a given week up to forty (40) hours. Road District employees
will receive double time for hours worked on national and Township Board
declared holidays in excess of forty (40) hours worked in a workweek.

D.

Non-exempt employees will be eligible for one hour (1) of compensatory time
for each extra hour worked in excess of thirty seven and one half (37.5)
hours up to forty (40) hours. In certain circumstances as prescribed by the
Fair Labor Standards Act, as amended, compensatory time with pay in lieu of
overtime pay for irregular or occasional overtime work shall be granted to the
employee, with his or her express consent, at a rate of one and one half (1½)
hours of compensatory time for each extra hours worked over forty (40) hours
in a work week.
FLSA non-exempt employees that have accrued
compensatory time must use said compensatory time by the end of the 26th
pay period after the pay period in which it was earned. If accrued
compensatory time is not taken by the end of the 26th pay period, the
employee shall be paid, at an overtime rate of time and on half the employee’s
regular hourly rate of pay, for any accrued but unused compensatory time.

E.

If an employee prefers to take compensatory time off, rather than being paid
for the extra time worked, this may be done with the approval of his or her
supervisor. Such time will be granted at the rate of one and one half hours for
each overtime hour actually worked by the employee and one hour for each
hour of extra work when less than 40 hours are worked in a weekly pay period.
The use of such time shall be governed as set forthherein above in Paragraph
“D” (See Form “Compensatory Time Off” for employee signature Attachment
II.)

TOWNSHIP FACILITIES AND EQUIPMENT
Employees are expected to use their best efforts to care for and properly maintain
and use all Township facilities and equipment. No Township or Road District facilities
or equipment may be used for personal use, although infrequent personal telephone
calls, when necessary, are permitted.
VI.
BENEFITS, OTHER COMPENSATION, AND LEAVES OF ABSENCE

1.

BENEFITS
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Benefits will be determined by the Board, Assessor and/or the Highway
Commissioner, as the case may be from time to time. There is no obligation to
provide any benefits or to continue any existing plan. Information on all benefits will
be available through the Township Administrator.
A.

Health Insurance – Health insurance coverage is provided to full time employees.
Elected officials may participate in any health care and/or life insurance plan provided
they pay the full cost of coverage. A copy of the plan is available for those interested
from the Supervisor or Township Administrator.
a.

Waiting Period: Health Insurance coverage for new full time employees begins
on the 1st day of the month after they complete 30 consecutive calendar days
of active employment as a regular, full time employee, except any Hire date in
the month of January means coverage begins on March 1st even though
February has less than 30 days. The waiting period begins on your Hire Date,
the date upon which you begin working as an active full time employee.

For example, if your hire date is January 15th your coverage start date is March 1.

B.

Deferred Compensation – The Township offers its staff a deferred compensation plan
if a member would like to defer their income for tax or other purposes. A copy of the
plan is available for those interested from the Supervisor or Township Administrator.

C.

IMRF – (Illinois Municipal Retirement Fund) A copy of the current handbook is
available from the Township Administrator. An employee must be employed in a
position normally requiring performance of duty for 1000 hours or more per a 12month period in order to be eligible to participate in the Illinois Municipal Retirement
Fund (IMRF).

Participation in IMRF is not optional for employees who meet the 1000 hourly annual
standard. If an employee meets these requirements, enrollment in IMRF is
mandatory and cannot be excused.
Part-time employees meeting these
requirements must be enrolled even though they may not be entitled to other fringe
benefits such as vacation days, sick leave, and medical insurance.
D.

125 Plan – (Flexible Spending Account) A copy of the current plan is available from
the Township Administrator.

E.

Life Insurance – Life insurance coverage is provided to full time employees.
Additional voluntary life insurance is available to employees working 20 hours a week
or more. The cost of the voluntary life is covered by the employee.
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F.

The Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA) and Illinois
law provides employees and their covered dependents the option to extend group
health insurance coverage in the event the insurance terminates due to separation of
employment, reduction of hours, death, divorce or legal separation, disability, or
Medicare entitlement.

2.

VACATIONS

A.

Full-time and permanent part-time employees are entitled to paid vacation time
based upon their continuous service. Vacations are based upon calendar year, and
eligible vacation time in the current year is what was earned in the prior calendar
year.

(1)

Employees hired after January 1 of a calendar year shall be allowed vacation equal
to two (2) times the hours such employee is normally scheduled to work per week
multiplied by a fraction, the numerator of which is the number of days from the date of
hire to December 31, and the denominator of which is 365. Any fractional result shall
be rounded up to the nearest whole number. See example below (#3).

(2)

From the completion of one (1) year of continuous service until the date of five (5)
years of continuation service, full time employees are entitled each year to ten (10)
days paid vacation. Permanent part-time employees are eligible for two (2) times the
average number of hours paid per week in the prior fifty-two (52) weeks. See
example below (#3).

(3)

From the completion of five (5) years of continuous service until the date of ten (10)
years of continuous service full time employees are entitled each year to fifteen (15)
days vacation. Permanent part-time employees are eligible for three (3) times the
average number of hours paid per week in the prior fifty-two (52) weeks.
Example: Amber works 2 eight-hour days each week for a total of 16 hours. Tiffany
works 4 days, four hours per day each week for total of 16 hours. Both have seven
years of continuous permanent part-time service. Amber get 6 days off for a total of
48 hours vacation and Tiffany gets 12 days off for a total of 48 hours vacation.

(4)

After the completion of ten (10) years of continuous service, full time employees are
entitled each year to twenty (20) days paid vacation. Permanent part-time
employees are eligible for four (4) times the average number of hours paid per week
in the prior fifty-two (52) weeks.

(5)

Employees who convert from part time status to full time status will have their allowed
vacation time calculated in such a way that their length of service will be pro-rated by
the number of hours worked. For example, if a part time (half time) employee with 8
years of continuous service converts to full time he/she will be eligible for vacation as
a full time employee based on 4 years of continuous service For purpose of this pro-
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rate, Road District and Transportation full time employees work 40 hours per week;
for the balance of Town Hall employees a full time schedule is 35 hours per week.
Example: Bob Smith converts from part time to full time. He has worked for 10 years
in the front office of the Town Hall with an average of 17.5 hours per week. For
vacation purposes his years of service credit for these ten years would be:
10 years X (17.5/35) = 5 years
B.

Temporary or intermittent employees are not eligible for vacation time.

C.

Unless prevented from taking vacation time by sickness, accident, severe family
hardship or other unforeseen circumstances, no vacation time may be accrued or
carried over from one calendar year to the next, nor may any employee request pay
in lieu of vacation. The Board, Supervisor of General Assistance, Assessor or
Highway Commissioner, as the case may be, shall have the sole discretion to
determine the amount of vacation time that may be carried over.

D.

Upon termination of employment an employee shall be paid for all accrued vacation
time earned on a pro-rated basis. Any amount due an employee shall be paid at the
time such employee receives his/her last paycheck.

E.

Vacations must be scheduled and authorized by the employee’s supervisor far
enough in advance to assure that the smooth performance of Township or Road
District functions is not in any way jeopardized. Vacations may be abbreviated, or
canceled, on an emergency basis to insure the continuity of a satisfactory level of
service.
Schedules will be determined after giving consideration to work
requirements, length of service, and the employee’s preferences. Under no
circumstances will an employee be allowed to take vacation time in increments of
less than a half (1/2) day at a time. Vacations for Road District personnel will not be
granted between November 15 and March 15.

F.

“Continuous service” is not broken due to an employee’s absence as the result of
sick leave, maternity leave, accident or illness, or leave of absence granted by
permission of the Township Board, the Supervisor in cases involving employees
administering General Assistance, the Assessor in cases involving employees of the
Assessor’s Office or the Highway Commissioner in cases involving employees of the
Highway Office; provided however, no vacation benefits accrue during such time(s).

3.

HOLIDAYS
A.

Scheduled Holidays
(1)

If a scheduled holiday falls on a Sunday, the following Monday will be
counted as the day of observance, and the Township offices will remain
closed.
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B.

(2)

Full time employees will be eligible for paid holidays; the holidays shall
be determined annually by the Township Board. The sum of the
scheduled holidays plus floating holidays will not exceed eleven (11)
days per year.

(3)

Permanent part-time employees are eligible for paid holidays if
otherwise scheduled to work on that date. Holiday pay shall be equal to
the number of hours such employee would have worked on the date in
question.

(4)

Intermittent or temporary employees are not eligible for paid holidays.

Floating Holidays
(1)

The floating holiday is a day of the employee’s choice. It may be used
to honor a holiday not observed in the schedule, or for any other
personal reason. All floating holidays must be taken within the calendar
year. Pay in lieu of taking any floating holiday will never be given. The
number of floating holidays for a particular year is determined by the
Board, usually one (1).

(2)

Full-time employees may be entitled to floating holidays, if the regular
scheduled holidays do not meet or exceed eleven days a year; provided
however, new full-time employees hired between January 1, and April
20 will be eligible for one floating holiday after 3 months service and a
second floating holiday after 9 months service. New employees hired
after April 30 will not be eligible for any floating holidays during that
calendar year. All new employees are fully eligible for allowable floating
holidays after January 1 of a new year if they were employed by the
Township on December 31 of the previous year.
Floating holidays must be scheduled in advance with the Supervisor or
Township Administrator.
Except in unusual circumstances the
employee’s request will be honored. Under no circumstances will be a
floating holiday be allowed in increments of less than half (1/2) day.

(3)

(4)

Permanent part-time employees will be eligible for floating holidays
according to their scheduled work during the year of the floating
holiday(s). The duration of each floating holiday(s) for permanent parttime employees will be determined based on the following formula: For
each floating holiday authorized for a particular year, permanent part
time employees will be allowed one fifth (20%) of the hours normally
scheduled per week to be taken as holiday. For example, just as a full
time employee who works 5 eight hour days gets one day off (20%) for
each floating holiday, and each full time employee who works 5 shifts of
7.5 hours each gets one day off (in this case 7.5 hours) so do part time
employees. In the easiest case, suppose a permanent part time
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employee works 5 shifts per week of four hours each. That person gets
one 4 hour shift off for each floating holiday. If an employee works an
irregular pattern, for example, 8, 4, 4, 4, 0 with extra time on Monday
and Friday off, this person would be entitled to 4 hours off with pay
because twenty percent of (8+4+4+4) = .2 X 20 = 4 hours.

Permanent part-time employees will not be eligible to receive any
floating holidays until January 1 of the year immediately following the
year in which they were hired.
(5)

C.

4.

Temporary or intermittent employees are not eligible for floating
holidays.

Terminating/Terminated Employees
(1)

If an employee’s employment terminates, the employee will not be paid
for holidays occurring after the date of termination nor will he or she be
paid for any accrued and/or unused floating holidays. The same is true
for floating holidays. In addition, once an employee has submitted his or
her resignation, no unused floating holidays can be used.

(2)

Employees who have been terminated will not be paid for holidays
occurring after the last working day or for any floating holidays, nor can
a holiday be used as the last day of employment.

EDUCATION AND TRAINING
In addition to vacation, holidays and sick days, an employee may be granted, at the
Board’s sole discretion and with prior Board approval, time off for education or
training. Any special arrangements for expense reimbursement and additional time
off must be reached between the Board and the employee in advance. Educational
and training provisions for General Assistance, Highway Office and Assessor’s Office
employees shall be at the discretion of the Supervisor, Highway Commissioner or
Assessor, as the case may be.

5.

BEREAVEMENT LW
A.

In case of death in a full-time or permanent part-time employee’s family, the
employee shall be granted one day off, with pay. For permanent part-time
employees, the schedule pay allowable under this section will be determined
according to the same pro-rata methodology used in Section V(3)(B)(4).
Additional time for these purposes shall be at the sole discretion of the
Supervisor, Highway Commission, or Assessor, as the case may be, but
subject to a maximum of three days with pay. Family shall include mother,
father, brother, sister, spouse, children, grandparents, grandchildren, spouse’s
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family and any relative living with the employee. These periods of time off will
not reduce any vacation or other benefits to which the employee is otherwise
entitled.
B.

6.

7.

8.

Permanent part-time employees will be paid for time off based on the number
of hours they are normally scheduled to work on the days taken for the
purposes set forth in this section. For example, if a funeral is on a day that the
part-time employee is typically not scheduled to work, then he/she will not
receive time-off pay.

MILEAGE ALLOWANCE
A.

Employees are expected to use the most economical form of transportation
when traveling on Township business.

B.

When necessary, employees may use personal vehicles while conducting
Township business, and will be reimbursed for such use at the rate set by the
Township Board. No mileage allowance is payable for the use of personal
vehicles in commuting to and from work.

ABSENCES
A.

All employees are expected to handle personal affairs outside of regular
working hours or during vacations.

B.

Except in unusual circumstances, every absence shall be called in within one
hour of starting time to the employee’s supervisor who will record the
employee’s absence.

C.

Subject to approval of the employee’s Supervisor, an employee may request
up to thirty days (30) personal leave of absence without pay. If granted, the
employee does not earn vacation time or sick days for the leave period. Other
benefits will depend upon the rules, regulations or guidelines for the benefit
involved.

D.

Unpaid personal days off may be allowed only at the discretion of the
employee’s Supervisor, and only for good cause in exceptional circumstances.

WORKER’S COMPENSATION
Employees who are injured on the job at Palatine Township are covered by Worker's
Compensation Insurance in accordance with the Illinois Workers’ Compensation Act.
It is their responsibility to immediately notify their immediate Department Head - or in
the absence of their Department Head, the next available Department Head - of any
injuries employees sustain while on the job at Palatine Township.
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All employees must adhere to the following conditions:
A.
Any work-related injury or illness (even if the employee is uncertain if the injury
or illness is work-related, but suspects it might be work-related) must immediately be
reported directly to his or her Department Head. Failure to immediately report an
injury or illness may jeopardize the employee’s eligibility for workers’ compensation
benefits.
B.
Upon notification, the Department Head may instruct the employee to report to
a designated hospital or physician for an examination or treatment. In the case of an
emergency, the employee should go to the nearest hospital emergency room for
treatment.
C.
All medical evaluations by any licensed physician must be submitted to the
Department Head for the duration of the leave period.
D.
The Township reserves the right to have the employee examined by a
licensed physician of its own choice at any time during the period of leave. This
examination will be at the Township’s expense and the physician will submit the
results to the Department Head.
E.
Unless otherwise required by law, no employee shall be allowed to return to
work without a statement from a physician approving the employee’s return to work
without restrictions, or with restrictions that the Township can accept and provide
reasonable accommodations. This policy is not a 100% healed policy.
F.
The Township reserves the right to re-assign the employee to another position
at the same pay and benefits the employee received at the time of the injury.
9.

FAMILY AND MEDICAL LEAVE ACT
A. General Policy
The Township recognizes the difficulties faced by employees trying to balance the
demands of the workplace with the needs of family. The Family and Medical Leave
Act (FMLA) provides eligible employees with up to 12 workweeks of unpaid leave for
certain family and medical reasons during a 12-month period. This leave is intended
to allow employees an opportunity to balance work and family life, and is to promote
stability and economic security of families.
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During this leave, an eligible employee is entitled to continued group health plan
coverage as if the employee had continued to work. At the conclusion of the leave,
subject to some exceptions, an employee generally has a right to return to the same
or equivalent position.
Certain highly compensated key employees may be denied reinstatement when necessary
to prevent substantial and grievous economic injury to the Township’s operations. A key
employee is a salaried employee who is among the highest paid 10% of employees at that
location or any location within a 75-mile radius. Employees will be notified of their status as
a key employee, when applicable, after they request a Family and Medical Leave.
B.

Eligibility.

Any employee who has worked for the Township for at least 12 months, and for at
least 1,250 hours during the 12-month period immediately preceding the start of the
leave, shall be entitled to family and medical leave under the Family and Medical
Leave Act (FMLA).
Eligibility for available FMLA leave will be based on a “rolling” 12-month period
measured backward from the date FMLA leave began. Under this method, each time
an employee requests FMLA leave, the employee’s leave entitlement will be any
remaining balance of the 12 weeks which has not been used during the twelve (12)
months immediately preceding the request.
C.

Reasons for Leave.

A leave may be taken for the following reasons: (1) birth and care of a newborn child;
(2) placement of a son or daughter for adoption or foster care in the employee’s
home; (3) to care for the employee’s parent, spouse or child (but not in-law) with a
serious health condition; (4) to attend to the employee’s own serious health condition
which renders the employee unable to perform the functions of the employee’s job;
(5) to care for a covered service-member (spouse, son, daughter, parent or next of
kin [the nearest blood relative]) recovering from a serious injury or illness incurred in
the line of duty while on active duty; and (6) to attend to a qualifying exigency as a
result of the employee’s spouse, parent or child being called up for active duty.
For purposes of this policy, “serious health condition” means an injury, illness,
impairment, or physical or mental condition that involves one of the following:
1)

Hospital Care.

Inpatient care in a hospital, hospice, or residential medical care facility,
including any period of incapacity relating to the same condition.
2)

Absence Plus Treatment.
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A period of incapacity of more than three (3) consecutive calendar days
(including any subsequent treatment or period of incapacity relating to the
same condition) that also involves either: (a) treatment two or more times by a
health care provider, by a nurse or physician’s assistant under direct
supervision of a health care provider, or by a provider of health care services
under orders of, or on referral by, a health car provider, where at least two
treatments occur within thirty (30) days from the beginning of the period of
incapacity and the first visit must be completed in seven (7) calendar days
from the first day of the FMLA leave; or (b) treatment by a health care provider
on at least one occasion that results in a regimen of continuing treatment
under the supervision of the health care provider.
3)

Pregnancy.

Any period of incapacity due to pregnancy or for prenatal care.
4)

Chronic Conditions Requiring Treatment.

A chronic condition that requires periodic visits, i.e. at least two (2) visits to a
health care provider per year, for treatment by a health care provider, or by a
nurse or physician’s assistant under direct supervision of a health care
provider continues over an extended period of time and may cause episodic
rather than a continuing period of incapacity.
5)

Permanent/Long-Term Conditions Requiring Supervision.

A period of incapacity that is permanent or long-term due to a condition for
which treatment may be effective. The employee or family member must be
under the continuing supervision of, but need not be receiving active treatment
by, a health care provider.
6)

Multiple Treatments (non-chronic conditions).

Any period of absence to receive multiple treatments (including any period of
recovery therefrom) by a healthcare provider or by a provider of health care
services under orders of, or in referral by, a health care provider, either for
restorative surgery after an accident or other injury, or for a condition that
would likely result in a period of incapacity of more than three consecutive
calendar days in the absence of medical intervention or treatment.
D.

Length of Time (Non-Military Leave).

Employees qualifying for leave under the FMLA may take up to a maximum of 12
calendar weeks of leave over a rolling 12 month period measured retroactively from
the first day of leave. Where both a husband and wife are employed by the
Township, their combined leave under this policy is 12 weeks over the 12 months
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where the leave involves the birth or adoption of a child or the care of a seriously ill
parent.
E.

Intermittent or Reduced Work Schedule Leave.

Intermittent leave is leave taken in separate blocks of time. A reduced work schedule
leave is a leave schedule that reduces an employee’s usual number of hours per
workweek or hours per workday.
If an employee takes leave intermittently or on a reduced work schedule basis, the
employee must, when requested, attempt to schedule the leave so as not to unduly
disrupt the Township’s operations. When an employee takes intermittent or reduced
work schedule leave for foreseeable planned medical treatment, the Township may
temporarily transfer the employee to an alternative position with equivalent pay and
benefits for which the employee is qualified and which better accommodates
recurring periods of leave.
F.

Military Caregiver Leave.

Eligible employees who are family members of covered service employees will be
entitled to take up to twenty-six (26) weeks of leave in a single twelve (12) month
period to care for the covered service-member recovering from a serious injury or
illness incurred in the line of duty while on active duty. Family members are a
“spouse, son, daughter, parent or next of kin [the nearest blood relative]” of the
injured or ill service member. Covered service members are those in the Armed
Forces, including members of the National Guard and Reserves.
To qualify for this leave, the member of the Armed Forces must be undergoing
medical treatment, recuperation or therapy; is otherwise in outpatient status; or is
otherwise on the temporary disability retired list, for a serious injury or illness.” A
“serious injury or illness” is “an injury or illness incurred by the member in the line of
duty on active duty in the Armed Forces that may render the member medically unfit
to perform the duties of the member’s office, grade, rank or rating.”

G.

Qualifying Exigency Leave.

During the eligible employee’s family member’s duty in the Armed Forces,
specifically, employees who have a spouse, parent or child who is on or has been
called to active duty in the Armed Forces, the employee may take up to twelve (12)
weeks of FMLA leave yearly when a “qualifying exigency” arises out of the fact that
the family member is on active duty or has been notified of an impending call to
active duty status. A “qualifying exigency” is:
1.
2.

Short-notice deployment;
Military events and related activities;
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3.
4.
5.
6.
7.
8.
H.

Childcare and school activities;
Financial and legal arrangements;
Counseling;
Rest and recuperation;
Post-deployment activities; and
Additional activities agreed to by the human resources director.

Limitations on FMLA Leave.

Leave to care for a newborn or newly placed child must conclude within 12 months
after the birth or placement of the child and may not be taken intermittently or on a
reduced work schedule unless the Township agrees with respect to an individual
leave request.
I.

Compensation.

Employees must exhaust any accrued paid vacation days, paid personal days, paid
sick days, or other paid leave time for unpaid leave under this policy, and any such
paid time off concurrent with his or her Family and Medical Leave. All time missed
from work that qualifies for both Family and Medical Leave and for workers’
compensation will be counted toward the employee’s twelve weeks of Family and
Medical Leave. If the employee qualifies for both Family and Medical Leave and any
other leaves, Family and Medical leave must be taken first.
J.

Benefit Continuation.

While a full-time employee is on FMLA leave, the Township will maintain the
employee’s group health insurance coverage under the same conditions that the
employee had at the start of FMLA leave for a period not to exceed the FMLA 12week period. The employee will be responsible for any premium contribution and/or
payment to other employee elected benefit programs. To the extent that an
employee’s FMLA leave is paid, the employee’s portion of health insurance
premiums will be deducted from the employee’s salary. For the portion of FMLA
leave that is unpaid, the employee’s portion of health insurance premiums may be
paid pursuant to a system voluntarily agreed to by the Township and the employee.
Other benefits, if any, such as vacation, sick leave, or personal days, shall not accrue
while an employee is on unpaid FMLA leave. Employees on FMLA leave, however,
will not forfeit any benefits that accrued prior to the start of the FMLA leave by virtue
of taking FMLA leave.
K.

Requesting Leave.

Requests for FMLA leave must be made in writing. At least 30 days advance notice
of the birth or adoption of a child or for planned medical treatment should be given.
In cases of emergency, notice should be given as soon as is practical (usually within
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one or two business days). A delay in submitting this request may result in a delay of
the start of your leave, and jeopardize compensation under the FMLA leave.
1.
The request must specify, in detail, the reasons for requesting the leave
and the length of time the employee intends to be away.
2.
In cases where an employee requests leave for the employee’s own
serious health condition or to care for a seriously ill family member, the
Township requires medical certification from a health care provider to support
the request. All medical certifications are due within fifteen (15) days from the
date of the leave request. Failure to provide medical certification in a timely
manner may result in denial of leave until it is provided.
3.
If the Township has reason to doubt the employee’s initial certification,
the Township may: (i) with the employee’s permission, have a designated
health care provider contact the employee’s health care provider in an effort
clarify or authenticate the initial certification; and/or (ii) require the employee to
obtain a second opinion by an independent Township-designated provider at
the Township’s expense. If the initial and second certifications differ, the
Township may, at its expense, require the employee to obtain a third, final and
binding certification from a jointly selected health care provider.
4.
A request for leave of absence must be approved by the employee’s
Department Head.
5.
An approved medical leave of absence will be considered FMLA if it
qualifies as such under the FMLA regulations promulgated by the U.S.
Department of Labor.
L.
Recertification of Leave and Reporting to Department Head Regarding Leave
Status.
During FMLA leave, the Township may request that the employee provide
recertification of a serious health condition at intervals in accordance with the FMLA.
In addition, during FMLA leave, the employee must provide the Township with
periodic reports regarding the employee’s status and intent to return to work. These
periodic reports must be made on or about the 1st and 15th of each month that the
employee is on leave. If the employee’s anticipated return to work date changes and
it becomes necessary for the employee to take more or less leave than originally
anticipated, the employee must provide the Township with reasonable notice (i.e.
within 2 business days) of the employee’s changed circumstances and new return to
work date. If the employee gives the Township notice of the employee’s intent not to
return to work, the employee will be considered to have voluntarily resigned.
M.

Return from Leave.
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Upon returning from FMLA leave, the employee will be reinstated to the employee’s
original or equivalent position with equivalent pay and benefits. In the case of an
employee’s own serious health condition, a physician’s statement certifying the
employee’s ability to perform the essential functions of the job is required. In some
cases, the Township may require that the employee be examined by a physician of
its choice to determine if the employee is fit to perform the essential functions of the
position.
An employee is entitled to reinstatement only if he would have continued to be
employed had FMLA leave not been taken. Thus, an employee is not entitled to
reinstatement if, because of a lay off reduction in force or other reason, the employee
would not be employed at the time job restoration is sought.
N.

Failure to Return to Work Following FMLA Leave.

An employee who fails to return to the available position on the first day after the
leave of absence has expired will be considered to have voluntarily resigned. The
Township may recover health insurance premiums that the Township paid on behalf
of the employee during any unpaid FMLA leave except the Township’s share of such
premiums may not be recovered if the employee fails to return to work because of the
employee’s or a family member’s serious health condition or because of other
circumstances beyond the employee’s control. In such cases, the Township may
require the employee to provide medical certification of the employee’s or the family
member’s serious health condition.
10.

Military Leave of Absence (Non-FMLA)

Employees who are members of the United States Armed Forces, National Guard or
Reserves will be granted a leave of absence for military service, training or related
obligations in accordance with applicable state and federal law. Please see your
Department Head to determine the availability of military leave.
11.

Victim’s Economic Security and Safety Act (VESSA) Policy
A.

Policy

All employees, both part-time and full-time, shall be entitled to a total of twelve (12)
work weeks of unpaid leave during any twelve (12) month period if:
1.
The employee is a victim of domestic or sexual violence; or
2.
The employee has a family or household member or other person
related by blood or by current or former marriage or who share a child, where
said person is a victim of domestic or sexual violence.
The leave may be taken to:
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1.
Seek medical attention for or to recover from physical or psychological
injuries;
2.
Obtain services from a victim services organization;
3.
Obtain psychological or other counseling;
4.
Participate in safety planning, temporarily or permanently relocating, or
taking other actions to increase safety from future domestic or sexual violence
or insure economic security; or
5.
Seek legal assistance or remedies, including preparing for or
participating in any civil or criminal proceeding related to or derived from
domestic or sexual violence.
At the employee’s discretion, the leave may be taken intermittently or on a reduced
work schedule provided that the aggregate amount of leave does not exceed twelve
(12) weeks.
This leave may only be taken if the employee has complied with the certification
requirements detailed below.
B.

Notice to Township of Intention to Take Leave

Whenever practicable, the employee shall provide the Township with at least fortyeight (48) hours advance notice of the employee’s intention to take the leave. The
Township shall not take any action against the employee if an unscheduled absence
occurs provided the employee provides the proper certification set forth below as
soon as is practicable.
C.

Confidentiality

All information provided to the Township pursuant to this policy shall be confidential
and shall not be disclosed unless requested or consented to in writing by the
employee or otherwise required by state or federal law.
D.

Certification

When applying for this leave, the employee shall provide to the Township a sworn
statement and obtain one of the following documents:
1.
Documentation from an employee, agent, or volunteer of a victim
services organization, an attorney, member of the court, or a medical or other
professional from whom assistance has been sought in addressing domestic
or sexual violence and the effects of the violence;
2.

A police or court record; or

3.

Other corroborating evidence as determined sufficient by the Township.
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Nothing in this subsection shall be construed to prohibit a Township from
requiring an employee on leave to report periodically to the Township
regarding the employee’s progress in treatment or recovery or regarding
employment matters.
E.

Employee Benefits

Upon returning to work after taking leave enumerated under this policy, the employee
shall be restored to the position held prior to taking leave or to an equivalent position.
Equivalent position shall mean a position that is equivalent in benefits, pay, and other
terms and conditions of employment. The employee shall retain all employment
benefits accrued prior to the date on which leave commenced and will continue to
accrue benefits while on leave as if the employee were reporting to work..
F.

Health Benefits

The Township shall maintain coverage for the employee and covered family or
household members under any group plan for the duration of the employee’s leave.
These benefits will be maintained under the same conditions of coverage that the
employee would have been eligible for if the employee was not on leave. If the
employee fails to return to work after his or her leave has been exhausted or expired
and for any reason other than continued domestic or sexual violence or treatment
thereof, the Township shall have the right to seek reimbursement for all premiums
paid by the Township while the employee was on leave.

G.

Reasonable Accommodation

Any employee who is entitled to take leave under this policy or under the Act may
request and shall receive a reasonable accommodation as long as the
accommodation does not pose an undue hardship to the Township. Exigent
circumstances and danger to the employee, his or her family member or household
member shall be taken into consideration.
H.

Use of Existing Leave

An employee who is entitled to take paid or unpaid leave (including family, medical,
sick, annual, personal, or similar leave) from employment pursuant to federal, state or
local law, the collective bargaining agreement, or the employment benefits program
or plan, may elect to substitute any period of leave for an equivalent period of leave
provided under this policy. This policy does not provide additional time if the leave is
also covered by the Family Medical Leave Act.
12.

Jury Duty
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Employees called upon to serve on jury duty will be granted a leave of absence for
the duration of said duty. The Township will pay the employee his or her regular
salary during the term of jury duty service but the employee shall pay any
compensation received for participating in jury duty to the employer.
The employee shall provide a copy of the notice of summons for jury duty to the
Township within 10 days of the date of issuance of the summons to the employee.
13.

Genetic Information Nondiscrimination Act (GINA) Policy
All applicants and employees are protected from discrimination in employment based
on genetic information. Genetic information includes information about genetic tests
of applicants, employees, and/or their family members; the manifestation of diseases
or disorders in family members (family medical history); and requests for or receipt of
genetic services by applicants, employees, or their family members. Under GINA
regulations, acquisition of genetic information is restricted and disclosure of genetic
information is strictly limited.
VII.
SICK LEAVE

1.

SICK LEAVE
A.

Sick leave is time off with pay for periods of illness or incapacity of the
employee or a member of the employees immediate family (spouse, children
or parents) requiring the employee’s personal attendance, as well as for
medical, dental, or optical examinations or treatments which cannot
reasonably be obtained at times other than during the working day.

B.

Full-time and permanent part-time employees in the Township’s service shall
be entitled to sick leave with pay after six (6) months of service. Once an
employee has been employed for six months, the entitlement to sick pay
reverts to the start date of employment.

C.

For sick leave in excess of three (3) consecutive days, or for frequent
absences claimed as sick days, the employee may be required to provide
written verification from a licensed medical practitioner, at the employee’s
personal expense, that the illness or injury involved was sufficient to justify the
employee’s absence from work, and the absence is for five (5) or more days,
the employee must obtain a physician’s certification stating that the employee
is medically able to return to work.

D.

Sick leave may not be taken in increments of less than one-half (1/2) day.
Absences of one-half (1/2) workday or less will be charged as one-half (1/2)
sick day; absences in excess of one-half (1/2) workday but less than a full day
will be charged as one (1) sick day.
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E.

The Town Board, The Supervisor with respect to employees involved in
administering General Assistance, the Assessor or Highway Commissioner, as
the case may be, may grant additional compensated sick days for an
employee who has in excess of ten (10) years of continuous employment
when the employee’s illness requires hospitalization, nursing home (or similar)
care, or confinement at home and the employee has no further accumulated or
earned sick days.
The grant of additional compensated sick days shall not exceed the lesser of
the actual time of hospitalization, nursing home (or similar) care, and home
confinement or until IMRF sick leave is available.

2.

F.

Full-time employees are entitled to one-half (1/2) sick day for each month
worked.

G.

Permanent part-time employees are entitled to one-half (1/2) hour of sick pay
for each twenty-five (25) hours such employee has worked.

H.

Temporary or intermittent employees are not eligible for sick pay.

I.

Sick pay may be accumulated and carried over without limitation.

J.

No compensation will be paid for unused sick days. No accrued or
unused sick days will be allowed or compensated in the event of an
employee’s termination regardless of the reason for termination.

INDEPENDENT MEDICAL EVALUATION
In instances involving extended sick leave, temporary disability, maternity leave
(including pregnancy or childbirth related matters) or catastrophic illness where the
employee’s ability to perform the essential functions of the position is affected, the
Township may require the employee to be examined by a doctor, therapist or other
medical personnel selected by the Township. All costs of such examination or
evaluation shall be paid by the Township.

3.

CONFIDENTIALITY
All medical information relating to any employee is personal and confidential and may
be disclosed only to such other persons as is necessary in order to carry out the
provision of this Personnel Manual and Township personnel policies. The Township
will comply with the Health Insurance Portability and Accountability Act (HIPAA).

4.

OTHER BENEFITS WHILE ON SICK LEAVE
(Including Maternity and Catastrophic Illness)
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Vacation and sick days will not be earned or accrued while a person is on personal
leave, disability leave, FMLA leave, VESSA leave, or another form of approved leave.
For other benefits, the Township must follow the guidelines of any party underwriting
or providing such benefits.
VIII.
POLICY AGAINST HARASSMENT, INCLUDING SEXUAL HARASSMENT
A.

There will be no discrimination against any employee or applicant for employment on
the basis of sex, color, race, pregnancy, ancestry, religion, national origin, age,
disability, marital status, military status, military discharge status, citizenship status,
sexual orientation, or any other protected group status. This policy applies to all
phases of employment, including but not limited to recruitment, testing, hiring,
upgrading, promotion, or demotion, transfer, layoff, termination, rates of pay, benefits
and selection for training.

B.

Consistent with this policy, harassment of employees, applicants, or persons to
whom it provides services, by any supervisor, employee or non-employee will not be
tolerated. Nor will retaliation against any employee reporting such harassment or
participating in an investigation of a charge of harassment be tolerated.

C.

Harassment consists of unwelcome conduct, whether verbal, nonverbal, physical or
visual, that is based upon a person’s protected status, such as sex, color, race,
pregnancy, ancestry, religion, national origin, age, disability, military status, marital
status, military discharge status, citizenship status, sexual orientation, or other
protected group status. Disparaging ethnic, racial or religious remarks or slurs of any
nature, for example, can constitute harassment.
Harassing conduct that affects tangible job benefits, that interferes unreasonably with
an individual’s work performance, or that creates an intimidating, hostile, or offensive
work environment will not be tolerated.

D.

Sexual harassment constitutes discrimination and is illegal under federal, state and
local laws. For the purposes of this policy, sexual harassment is defined, as in the
Equal Employment Opportunity Commission Guidelines, as unwelcome sexual
advances, requests for sexual favors and other verbal or physical conduct of a sexual
nature when, for example: (i) submission to such conduct is made either explicitly or
implicitly a term or condition of an individual’s employment; (ii) submission to or
rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual; or (iii) such conduct has the purpose or effect of
unreasonably interfering with an individual’s work performance or creating an
intimidating, hostile or offensive working environment.
Sexual harassment may include a range of subtle and not so subtle behaviors and
may involve individuals of the same or different gender. Sexual harassment also
applies to the conduct of a supervisor towards a subordinate, an employee toward
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another employee, a non-employee toward an employee or an employee toward an
applicant for employment. Sexual harassment can apply to conduct outside the
workplace as well as on the work site. Depending on the circumstances, these
behaviors may include, but are not limited to: unwanted sexual advances or requests
for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature;
commentary about an individual's body, sexual prowess or sexual deficiencies;
leering, catcalls or touching; insulting or obscene comments or gestures; display or
circulation in the workplace of sexually suggestive objects or pictures (including
through e-mail); and other physical, verbal or visual conduct of a sexual nature. Sexbased harassment that is, harassment not involving sexual activity or language, may
also constitute discrimination if it is severe or pervasive and directed at employees
because of their sex.

E.

PROCEDURES IN CASE OF VIOLATIONS
(1)

(2)

E.

F.

The aggrieved person should inform the person engaging in harassment or
discrimination that such conduct or communications are offensive and must
stop.
If the aggrieved person decides to proceed with either an informal or
formal complaint as provided below, such complaint should be brought as
soon as possible after any infraction while facts are known and fresh and while
any potential witnesses are available, but in no event more than one hundred
twenty (120) days after any occurrence.

INFORMAL COMPLAINT: Informal complaints of violations of these policies may
be made to any of the following: (a) the person's immediate supervisor, (b) the
Township Supervisor, (c) the Township Clerk, (d) the Assessor, or (e) the Highway
Commissioner for employees in their offices unless the violation relates to their office,
in which case the complaint may be made to the Township Supervisor or Township
Clerk. An informal complaint may be resolved through such procedures as the
complainant and the person to whom the complaint is reported deem appropriate
under the circumstances, such as advice, counseling or mediation.
(1)

The Board shall be advised of the bringing of such informal complaint and its
resolution.

(2)

All proceedings with regard to such informal complaint shall otherwise remain
confidential.

FORMAL COMPLAINT:
The Township encourages the prompt reporting of
complaints so that appropriate corrective action may be taken. Early reporting and
intervention have proven to be the most effective method of resolving actual or
perceived incidents of harassment. The availability of this complaint procedure does
not preclude individuals who believe they are being subjected to harassing conduct
from promptly advising the offender that his or her behavior is unwelcome and
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requesting that it be discontinued. Formal complaints must be in writing, addressed
to any of the following: (a) the person’s immediate supervisor, (b) the Township
Supervisor, (c) the Township Clerk, (d) the Assessor for employees in the
Assessor's Office unless the violation relates to the Assessor, in which case the
complaint may be made to the Township Supervisor or the Township Clerk or (e) the
Highway Commissioner for employees in the Highway Office unless the violation
relates to the Highway Commissioner in which case the complaint may be made to
the Supervisor or the Township Clerk.
G.

INVESTIGATION PROCEDURE
In general, after the initial complaint has been made or filed, the investigation
procedure is as follows:
1.

Investigation

Any reported allegations of harassment will be investigated promptly. The
Township will make a reasonable effort to conduct an investigation in a
confidential manner, however, absolute confidentiality cannot be guaranteed.
2.

Responsive Action

The Township will make a finding that harassment occurred, did not occur, or
that the evidence was inconclusive, based on a review of the facts and
circumstances of each situation. A finding of misconduct will be dealt with
appropriately. The Board shall be advised of the bringing of such formal
complaint and its resolution.
H.

COMPLAINTS BROUGHT IN BAD FAITH: RETALIATION
It shall also be a violation of this personnel manual and the Township's personnel
practices and terms of employment for anyone to either bring a complaint in bad faith
or retaliate against anyone for bringing a complaint, formal or informal. In the event
of any violation, the Board or Road District shall impose such of the measures
referred to in paragraph F(3) above as the circumstances may warrant.

I.

INDIVIDUALS AND CONDUCT COVERED
These policies apply to all applicants and employees, and prohibit harassment,
discrimination and retaliation whether engaged in by fellow employees, by a
supervisor or by someone not directly connected to the Township (e.g., an outside
vendor, consultant or customer).
IX.
ALCOHOL AND DRUG FREE WORKPLACE
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Palatine Township, being committed to ensuring a safe and productive work environment for
all employees adopts the following policy:
A.
The unlawful or unauthorized manufacture, distribution, use, sale, purchase, transfer,
dispensation or possession of illegal drugs, controlled or illegal substances, the
paraphernalia associated with them, or alcohol is prohibited. It is also prohibited for an
employee to have any measurable presence of illegal drugs, controlled or illegal
substances, or alcohol in his/her system, unless it is solely the result of a prescribed drug,
verifiable by a current, properly issued prescription.
B.
These prohibitions apply (1) when an employee reports to work; (2) during all of an
employee’s work hours, including meal periods and breaks; (3) to all Township or Road
District premises, including all parking areas; and (4) when an employee is on duty engaged
in Township or Road District business. Without exception, these prohibitions apply when an
employee uses a Township or Road District vehicle or other property. During after-hours
Township related social events, employees must exercise good judgment regarding alcohol
consumption so that their behavior does not reflect adversely on the Township.
C.
Any employee may be asked to summit to a search of his or her person and property
and/or an alcohol and drug screening (1) when it is reasonably believed he/she is in a
potentially unfit condition to perform assigned work responsibilities in a safe and effective
manner; (2) he/she is suspected of alcohol and/or drug use, abuse, or dependence, as it
pertains to this policy; or (3) he/she is involved in an incident affecting the safety of others or
of Township or Road District property (including accidents and near-miss incidents).
D.
At all times the Township and Road District retain the right to search their own
property and to conduct searches for illegal drugs and alcohol on Township or Road District
premises including, but not limited to, Township-owned vehicles, desks, lockers, parcels
sent to or in care of the Township, and packages sent to or in care of the Township .
E.
The Township and Road District may use random alcohol and drug screening in
order to maintain a safe and productive work environment.
F.
All applicants for employment will be required to undergo pre-placement alcohol and
drug screening. All applicants who test positive for any trace of alcohol or illegal drugs in
their system will be disqualified from employment consideration.
G.
Any employee who is convicted of a work-related drug or alcohol violation must
report this information to his or her immediate supervisor no later than 5 days after such
conviction. Determination of continued employment, or the scope of such employment, in
light of any such conviction will be made on a case by case basis consistent with business
necessity and after consideration of job related factors. For purposes of this notice
requirement, a conviction includes a finding of guilt, a no contest plea, and/or an imposition
of sentence by any judicial body for any violation of a criminal statute involving the unlawful
manufacture, distribution, sale, dispensation, possession or use of any controlled substance
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or cannabis. Failure to notify the Township Administrator may subject the employee to
disciplinary action, up to and including termination of employment.
H.
Compliance with all aspects of this policy, including cooperation with a requested
alcohol and drug screening and/or search is a condition of employment. Failure to comply
with the policy or to provide complete cooperation with all aspects of the policy shall be
grounds for termination. Tampering or adulterating testing samples shall be considered a
failure to comply with this policy.
I.
Recent legislation taking effect in 2014 allows for use of medical marijuana based on
a doctor’s prescription. While use of medical marijuana is legal according to this legislation
it is not necessarily legal according to federal law.
a.
Medical Marijuana as defined in the Illinois legislation (herein “MM”) may not be used
or possessed on Township premises including parking lots, in Township vehicles, or when
on duty but off premises.
b.
Employee who operate Township vehicles are given periodic random drug tests.
Testing positive for MM will constitute a failure of the drug test. Such employees must take
a leave of absence if MM is necessary for their well being during a debilitating illness.
c.
No employee shall use MM is such circumstances that the employee is impaired at
work. The Township shall consider a registered qualifying patient to be impaired when he
or she manifests specific, articulable symptoms while working that decrease or lessen his or
her performance of the duties or tasks of the employee's job position, including symptoms of
the employee's speech, physical dexterity, agility, coordination, demeanor, irrational or
unusual behavior, negligence or carelessness in operating equipment or machinery,
disregard for the safety of the employee or others, or involvement in an accident that results
in serious damage to equipment or property, disruption of a production process, or
carelessness that results in any injury to the employee or others.
X.
VIOLENCE IN THE WORKPLACE PREVENTION POLICY
A.

1.

VIOLENCE IN THE WORKPLACE PREVENTION POLICY

Zero Tolerance
This Township has a policy of zero tolerance for violence. If an employee engages in
any violence in the workplace or threatens violence in the workplace by his or her
actions, words or conduct, the employee will be subject to immediate discipline,
including up to termination.
Violence includes any physical and/or verbal conduct that causes one to feel unsafe.
It is the intent of this policy to assure anyone associated with this Township has a
reasonable belief they will be free of threats or danger by an employee.
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2.

Weapons Banned
Weapons include firearms, illegal knives as described in the Illinois State Statute,
explosives, and other items carried with the purpose to threaten to cause, or to cause
injury.
As part of our commitment to a safe workplace, the Township prohibits weapons in
the workplace. In order to ensure the safety of employees, clients, customers,
contractors and citizens of the Township, the Township specifically prohibits
employees from possessing, carrying or otherwise having control or the use of any
weapons on their person in all work areas, including inside any Township building
and in Township vehicles or otherwise in the performance of their duties for the
Township, whether on or off of Township property. A Township employee who
possesses a valid Illinois Concealed Carry Permit who chooses to carry a firearm to
and from work must secure his or her firearm and ammunition in a case out of plain
view within his or her personal vehicle which shall be locked, or in said vehicle’s trunk
which shall be locked, while said vehicle is parked on Township property.
With respect to the Township property located at 721 South Quentin Road, Palatine,
Illinois, if any firearm is stored in an employee’s personal vehicle, that vehicle may be
parked in the Town Hall parking lot, but shall not in any event be parked closer than
150 feet from the Daycare center entrance to the building, which is the northerly most
entrance to the building.
Violations of this policy shall result in appropriate disciplinary action, up to and
including termination, will be taken against any employee who violates this policy.

3.

Monitoring
Telephone conversations may be monitored and voice mail messages may be
retrieved in the process of monitoring customer service. Any private conversations
overheard during such monitoring, or private messages retrieved, that constitute
threats against other individuals can and will be used in any disciplinary measures.

4.

Reporting Violence
It is everyone’s business to prevent violence in the workplace. Employees can help
by reporting what they see in the workplace that could indicate that a co-worker is in
trouble.
It is the responsibility of all employees to report all threatening behavior or any
incident that may involve a violation of any of the Township’s policies to management
(either a direct supervisor, department head, or Township Administrator) immediately.
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All reports will be investigated and information will be kept confidential.

5.

Incident Management
In the event of a major workplace incident that affects, or has the potential to affect,
the mental health of our workforce, we will refer the individual in need to an
appropriate agency for counseling and support services.
As the crisis passes and support systems are put into place for individuals affected
by the incident, the Township will make every effort to return to normal business
operations. A reasonable effort will be made to notify employees, constituents and
others who need to know of the status of business operations directly whenever
possible. In cases where direct contact is not possible or practical, an effort will be
made to communicate through the news media and other available resources.

XI.
GRIEVANCE/COMPLAINT POLICY
A.

Introduction
1.)

Employees are encouraged to bring their complaints about work-related
situations to the attention of management. Employees will be provided with an
opportunity to present their complaints and appeal decisions by management
through a formal complaint procedure. All complaints will be resolved fairly and
promptly. For matters related to discrimination and harassment please refer to
“VIII – Policy against Harassment” rather than this section of the manual.

2.)

A complaint may be defined as an employee's expressed feeling of
dissatisfaction concerning conditions of employment or treatment by
management, supervisors or other employees. Examples of actions which
may be causes of complaints include, but are not limited to:
a. Application of Township policies, practices, rules, regulations and
procedures believed to be to the detriment of an employee;
b. Treatment considered unfair by an employee, such as coercion, reprisal, or
intimidation;
c. Improper or unfair administration of employee benefits or conditions of
employment such as vacations, promotions, retirement, holidays,
performance review, salary or seniority.
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3.)

B.

Managers are responsible for ensuring that the complaint is fully processed.
Under no circumstances will an employee be penalized for using the
Township's complaint procedure.

Complaint Process
1.)

Any complaint filed will follow the procedure outlined below, refer to the
provision or provisions of Township policy, practice, procedure, rule or
regulation alleged to have been violated and adequately set forth the facts
pertaining to the alleged violation.
Step 1: The complainant shall present a complaint in writing to his or her
immediate supervisor. Discussions shall be informal for the purpose of
settling differences in the simplest and most direct manner. The
immediate supervisor shall reach a decision, if possible, and
communicate it in writing to the complainant within 3 working days from
the date the complaint was presented.

Step 2: If the complaint is not resolved at Step 1, the complainant shall, within
5 working days, forward the written complaint to the individual above
the immediate supervisor on the organizational chart (“Superior”). The
Superior shall meet with the complainant and/or additional parties
involved within 10 working days after receipt of the complaint, unless
such time is mutually extended in writing. The Superior shall ascertain
the facts and issue a decision in writing within 5 working days after the
meeting, unless this period is extended in writing by mutual agreement.
Step 3: If the employee, works under the Township Supervisor and the
Superior in step 2 is not the Supervisor, then Step 2 must be repeated
with the Supervisor acting as the Superior.
.
C.

Other Stipulations
1.)

The decision of the Supervisor, Assessor or Road Commissioner at Step 2 or
3 shall be final and binding on the parties, without further right to appeal.

2.)

The time limit at any stage of the complaint procedure may be extended by
written mutual agreement of the parties involved in that step.

3.)

Any complaint presented shall be on the form prescribed by the Township
Board. It must be dated and signed by the employee presenting it. Any
decision rendered shall be provided in writing to the employee and shall be
dated and signed by the Township's representative at that step.
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4.)

When a written complaint is presented, the Township's representative shall
provide a dated and signed receipt for it at that particular step.

5.)

A complaint not advanced to the higher step within the time limit provided shall
be deemed permanently withdrawn and as having been settled on the basis of
the decision most recently given. Failure on the part of the Township's
representative to answer within the time limit set forth in any step will entitle
the employee to proceed to the next step.

6.)

If the complaint involves a direct supervisor, or the employee feels they will be
unfairly treated by their direct supervisor, the complaint process may begin
with the complainant’s next most senior management staff member.

7.)

When a complaint is reduced to writing there shall be set forth:
a. A complete statement of the complaint and facts upon which it is based;
b. The section or sections of Township Policy claimed to have been violated;
and
c. The remedy or correction requested.

XII.
DISCIPLINE OF EMPLOYEES
A.

Grounds for Discipline
1.)

The rules and regulations outlined in this policy, and others which may be
established from time to time, are published to provide and promote
understanding of what is considered appropriate conduct. These rules are not
all inclusive and unacceptable conduct not specifically covered by this policy
may result in disciplinary action depending upon the circumstances.

2.)

Repeated violations of the same policy or rule; violations of more than one
policy or rule in a single act; violation of any one policy or rule depending on
the severity of the violation; violations of different policies or rules at different
times and aggravating circumstances may be cause for accelerated,
compound disciplinary action up to and including discharge.

3.)

Violations that may result in discipline include, but are not limited to, these
examples. .
1.
Failure or refusal to follow the written or oral instructions of the
Township Board, a member of the management staff, or their designee.
2.

Insubordination.
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B.

3.

Neglecting job duties and responsibilities.

4.

Engaging in unauthorized personal business during work hours.

5.

Intentionally falsifying records or documents, including time records.

6.

Discourtesy in dealing with Township Officials, employees of the
Township, Township residents, and/or other members of the public.

7.

Failure to give proper notice when unable to report for or continue work
as scheduled.

8.

Unexcused or excessive absenteeism or tardiness.

9.

Abuse, loss, or misuse of Township property, materials, or supplies.

10.

Unauthorized use of Township property and equipment including
telephones, copy machines and mail services.

11.

Threatening, harassing or inflicting bodily harm to fellow employees.

12.

Making false and malicious statements concerning employees or the
Township.

13.

Discriminating against employees in violation of applicable laws.

14.

Unauthorized possession, use, purchase, consumption, transfer or sale
of alcoholic beverages, controlled substances or illegal drugs during
working hours, or while on or using Township property, or otherwise
while representing the Township, or reporting to work under the
influence of alcohol, controlled substances, or illegal drugs.

15.

Accepting a free gift, gratuity, or other offering in the course of or in
connection with Township work..

16.

Possession of weapons during scheduled and/or paid hours of work, or
while on or using Township property. Weapons include any item whose
primary purpose is to inflict injury to persons or damage to property.

17.

Violation of the express responsibility to maintain and enforce the
confidentiality of assigned duties or personnel records.

18.

Gambling while on the job or performing services for the Township.

19.

Theft, fraud or embezzlement of Township, citizen or employee
property or funds.

20.

Leaving the job during working hours without permission.

21.

Material violation of Township policies, rules, regulations, or practices.

22.

Unauthorized use of overtime.

Stages of Discipline
1.)
A verbal warning is the first step in the disciplinary procedure. The employee’s
supervisor or manager will discuss the violation with the employee and provide
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suggestions for correcting the problem. A disciplinary form, marked "verbal"
will be placed in the employee's personnel file.
2.)

C.

D.

A written warning may follow one or more verbal warnings issued to an
employee for a repeated offense: depending on the severity of the act a
written warning can be issued without a prior verbal warning. The employee’s
supervisor or manager will discuss the situation with the employee along with
suggestions for correcting the problem and a warning of what discipline may
follow, up to and including discharge. A discipline form is issued and a copy is
placed in the employee's personnel file. The employee will be able to answer
the charges if he/she desires by following the Township Grievance /Complaint
process.

Suspension
1.)
Suspensions are unpaid, temporary separations for disciplinary purposes
where the conduct is not sufficiently grave for dismissal or until such time as
an investigation may be made and the matter resolved.
2.)

The Township Administrator or appointing authority may suspend an
employee without pay when lesser forms of disciplinary action have not
corrected the employee's behavior or performance. An employee may also be
suspended for a first offense of a more serious nature.

3.)

The suspension shall be for a period not to exceed five (5) working days.
Written notice of suspension including the reasons and extent shall be
forwarded to the Employee within twenty-four (24) hours of the action and
shall be placed in the employee's personnel file.

Termination
1.)
The Supervisor, Assessor, Highway Commissioner or designated authority,
may discharge with or without cause any employee under their supervision.
2.)

The Township Board shall also be notified of the discharge as soon as
possible.

3.)

The notice of discharge will be in writing. If the employee is being discharged
for cause, a written notice of specific charges will also be provided. The written
notice will be placed in the employee's personnel file.

XIII.
MISCELLANEOUS
1.

Employee Use of Internet, Email and Employer Provided Communication Devices
The Township recognizes the value of and the need for various manual and
electronic, digital and voice communications systems such as regular written mail
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and memos, bulletin board postings, E-mail, voice mail, pager, employer provided
cellular phones and text messaging devices, Internet, Intranet and other inter and
intra-agency computer networks and that access to all is designed to enhance
productivity. The Township also recognizes that certain standards for the use of
these tools must be established.
A.

General Provisions
i.
The Township’s manual and electronic communication systems,
whether
they
include
contemporaneous
or
pre-recorded
communications are subject to the Township’s exclusive control and
management.
All data and other electronic messages generated or stored in such
system are property of the Township. This includes all of the material
and information created on, transmitted by, or stored on the Township’s
electronic equipment. Users must realize that material or information
that has been deleted can be retrieved and viewed by others. This also
includes e-mail that has been deleted.
Further, employees who use such systems have no protected right of
privacy.
Such communications and information systems include, but are not
limited to:
a.
Telephones that are used for the receipt and transmission
of emergency calls
b.

Voice mail

c.

E-mail--both in-house and Internet systems

d.
Facsimile (fax) devices--whether stand-alone or PC
generated
e.

Internet and Intranet systems

f.

Video recorders and players

g.

Two-way voice radio systems

i.

Paging systems

j.

Cellular phones and text messaging devices

k.

Bulletin boards
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l.
Places where paper, mail, bulletins, announcements, and
messages are posted or displayed.
B.
The Township reserves the right to monitor, record, inspect, listen to
otherwise transcribe messages and data generated on or by any Township
owned or provided electronic communication system.
The Township may routinely monitor and may post some records and data for
compliance to this directive; and may, if necessary, focus on specific systems
or the activities of specific individuals, which may include random monitoring.
C.
No encryption program(s) will be used without the approval of the
Department Head or his or her designee. The Township reserves the right to
decipher and/or delete any encrypted messages or data encountered on its
systems.
D.

The Township reserves the right to:
i.
Access, bypass, override, or delete any employee created
password or Personal Identification Number (PIN) so as to gain access
to data held under the employee’s account.
ii.
Access without notice data or text caches, pager memory banks,
cellular phone or text messaging device usage records, e-mail and
voice mail boxes or accounts, conversations on designated recorded
emergency telephones, and any other employer provided electronic
storage systems.

E.

Communication systems, as broadly defined, must never be used to:
i.

Threaten, intimidate, or intentionally embarrass another person.

ii
Send or receive or post images that contain nudity, images or
words of a profane, prurient, or sexually suggestive nature, even if the
employee or recipient has consented to or requested such material.
iii.
Engage in any illegal, illicit, improper, unprofessional, or
unethical activity, or in any activity that could reasonably be construed
to be detrimental to the interests of the Township.
iv.
Send or post jokes or comments that tend to disparage a person
or group because of race, ethnic background, national origin, religion,
gender, sexual orientation, age, verbal accent, source of income,
physical appearance or agility, mental or physical disability or
occupation; or to use electronic resources or manual communications in
any manner which might reasonably be considered harassment or
embarrassment of an individual or a group as outlined above. Material
of this nature which is received inadvertently should not be saved or
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printed unless for the sole reason of bringing it to the immediate
attention of management.
v.

Send messages which could be harmful to workplace morale.

vi.
Send or post messages for personal commercial ventures for
profit.
vii.
Solicit or address others regarding religious or political causes or
for any other solicitations that are not work related.
F.
All employees are expected to maintain the integrity of the sensitive,
confidential, and proprietary information that is stored on or is passed through
the Township communications and information systems. Such information or
data may not be disseminated to unauthorized persons or organizations. This
includes, but is not limited to:
i.
Personnel information including salaries, performance reviews,
complaints, grievances, disciplinary records and medical records.
ii.
Criminal history information, mug shot images, police and fire
investigation and intelligence records, complainant information, 9-1-1
call information, EMS run information, tactical information, and alarm
subscriber information.
G.
User passwords for all Township communications and information
systems are confidential. It is the user’s responsibility to maintain the
confidentiality of their password(s). Individual users will be held accountable
for the use of their password by others.
H.
No employee may intentionally intercept, eavesdrop, record, read, alter,
or receive another person’s e-mail messages without management approval.
I.
No employee shall make copies of information or data stored on
Township communications and information systems without management
approval, unless it shall be within the normal scope of the individual’s assigned
duties.
J.
No e-mail or other electronic communication may be sent which hides
the identity of the sender or represents the sender to be someone else or to be
someone from another entity.
All messages communicated via e-mail services provided by the Township
must contain the sender’s name, or the employee ID number in situations
where it can be used only under password control.
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No employee may represent or give the impression of representing an official
position of the Township in any e-mail or Internet type communication without
the express permission of an administrative staff member.
All e-mail messages must be businesslike, courteous, civil, and written with
the expectation that they could be made public at some time in the future.
Confidential information (such as personnel or legal materials) should be
communicated via a more secure and private method.
Staff members are expected to use good judgment in providing their e-mail
addresses, and to specifically refrain from providing it to vendors or others
who could use the address as a method of sending junk mail. Junk mail
received via the Internet could slow down the system in a significant way.
K.
Only hardware that has been approved by management may be
installed for Township use. This includes all microcomputers, peripherals, and
accessories.
L.
Hardware is not to be relocated, connected, or disconnected without
prior approval of the Department Head or his or her designee, except in
emergency situations in which case immediate advice must be sought or
notification must be made to the Township.
M.
Classified, confidential, sensitive, proprietary, or private information or
data must not be disseminated to unauthorized persons or organizations.
N.
The Township may impose reasonable limitations on the use of any
electronic communication system due to financial reasons, or hardware and/or
software problems.
The privilege to access any form of electronic communications utilized by the
Township may also be restricted or denied due to disciplinary reasons.
It must be kept in mind that any such restriction could seriously jeopardize an
employee’s ability to perform their job and thus their continued employment
may also be in jeopardy.
2.

Internet and Intranet Systems
A.
For purposes of this directive, Internet and Intranet will be used
interchangeably unless specifically noted.
B.
Depending on their work assignments, employees will have varying
levels of access to the Internet. Access to the Internet is a revocable privilege.
In general, only the Township approved Internet provider may be used to
access the Internet. Exceptions may be made by the Department Head or his
or her designee.
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C.
No employee may commit any Township financial resources via
Internet access or commerce without specific written approval of the
Department Head. No resources of any kind, including subscription services,
for which there is a fee may be accessed or downloaded without prior written
approval of the Department Head.
D.
Employees must use good judgment and discretion in generating purely
personal e-mail correspondence on the Internet. Use of personal e-mail must
be limited and generally done on non-work time.
E.
Employees with Internet access are cautioned that they are responsible
for what they send, view, or download. Downloading of application programs
without the consent of the management is prohibited. The Township does not
recommend downloading or installation on Township computers of any
application software from the Internet. Such software may not only contain
imbedded viruses, Trojan horses, and worms but is also untested and may
interfere with the functioning of standard Township applications. Similarly,
downloaded data files or e-mail with attachments, may contain viruses, Trojan
horses, and worms with the potential of infecting the entire network. Therefore,
data and e-mail must be written to the local C-drive and scanned for viruses
before opening. If a virus is detected, the Department Head must be notified
immediately. Any and all material downloaded from the Internet must relate to
legitimate Township use.
F.
When using the Internet, the user implicitly involves the Township in his
or her expression. Therefore, users must not participate in Web or email
surveys or interviews without authorization from the Department Head.
G.
Employees are expected to refrain from using the Internet for purely
personal, non-business related purposes to access sites related to sports,
stocks, financial information, vacation and travel planning, automobiles,
electronic shopping, movies and entertainment, blogging, and non-business
related newsgroups and list servers, among others. Limited access to such
sites is permitted during non-work hours. This access privilege may be limited
or revoked for excessive use or for disciplinary reasons.
H.
The Township may implement monitoring and/or filtering software to
insure compliance with its business related restrictions on use of the Internet.
I.
In general, employees are not authorized to make changes to the
Township website. The Chair of the Communications Committee is the
authority in the decision-making process and shall work with the township
administrator in delegating website additions or change requests to websitetrained employee(s). Any requests for changes or additions to the Township
website shall be sent to the Chair of the Communications Committee for
approval or may be sent to the designated website-trained administrator who
will seek approval from the Communications chair.
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3.

Personal Computer Systems
A.
In some instances, the Township may find it advantageous to utilize
various personal computer systems including desktop units and laptops, some
of which may be connected together in a Local Area Network (LAN) or Wide
Area Network (WAN) that may utilize one or more servers.
All such hardware and software and all data generated by and stored in such
systems remains the property of the Township and is subject to the ownership
and inspection guidelines outlined elsewhere in this document.
B.
In an effort to insure standardization of software; to assist in providing
support and to facilitate data exchange across individual computers and the
LAN(s) or WAN(s), employees are prohibited from installing their own software
on any Township-owned personal computer or on any Township LAN or WAN.
C.
In an effort to protect the integrity of the Township network systems and
the data which may be stored on personal computers, all Township computers
will be equipped with anti-virus software. This virus protection software must
be kept operational, no matter what effect it has on the computer system’s
performance. At no time shall the anti-virus software for desktop computers or
for the Internet be disabled, except in situations deemed appropriate by the
Department Head.
If a virus has been introduced on any Township computer or network due to a
staff member disabling the anti-virus software, appropriate disciplinary action
may be taken.

4.

Software Licensing and Copyrights
A.
The Township purchases or licenses the use of copies of computer
software from a variety of outside companies. The Township does not own the
copyright to this software or its related documentation and, unless authorized
by the software developer, does not have the right to reproduce it for use on
more than one computer.
B.
The Township employees who make, acquire, or use unauthorized
copies of computer software will be disciplined as appropriate under the
circumstances. The Township does not permit or condone the illegal
duplication of software.

5.

Social Networking Policy
The Township takes no position on an employee’s right to start or maintain a blog or
participate in other social networking activities. However, it is the right and duty of the
Township to protect itself from unauthorized disclosure of information. The
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Township’s social networking policy includes rules and guidelines for Townshipauthorized social networking and personal social networking and applies to all
persons employed by the Township, including elected and appointed officials.
A.

General Provisions

Blogging or other forms of social media or technology include but are not
limited to video or wiki postings, sites such as Facebook and Twitter, chat
rooms, personal blogs or other similar forms of online journals, diaries or
personal newsletters not affiliated with the Township.
Unless specifically instructed, employees are not authorized and therefore
restricted to speak on behalf of the Township. Employees may not publicly
discuss clients, employees or any work-related matters, whether confidential
or not, outside Township-authorized communications. Employees are
expected to protect the privacy of the Township’s employees and clients and
are prohibited from disclosing personal employee and non-employee
information and any other proprietary and nonpublic information to which
employees have access. Such information includes but is not limited to client
information, personnel information, confidential information, and any other
information disclosure that has been deemed a security risk.
B.

Employer Monitoring

Employees are cautioned that they should have no expectation of privacy
while using the Internet. Your postings can be reviewed by anyone, including
the Township. The Township reserves the right to monitor comments or
discussions about the Township, its employees, clients, and vendors posted
on the Internet by anyone, including employees and non-employees. The
Township may employ the use of blog-search tools and software to monitor
internet postings.
Employees are cautioned that they should have no expectation of privacy
while using Township equipment or facilities for any purpose, including
authorized blogging.
The Township reserves the right to use content management tools to monitor,
review or block content on blogs that violate the Township’s blogging rules and
guidelines.
C.

Reporting Violations

The Township requests and strongly urges employees to report any violations
or possible or perceived violations your Department Head. Violations may
include discussions of the Township and its employees and clients, any
discussions or postings wherein the employee has identified himself or herself
as a Township employee and is engaging in illegal or immoral conduct, any
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discussion of proprietary information and any unlawful activity related to
blogging or social networking.
D.

Discipline for Violations

The Township will investigate and respond to all reports of violations of the
social networking policy and other related policies. Violation of this social
networking policy may result in discipline, up to and including immediate
termination. The Township further reserves the right to take legal action where
necessary against employees who engage in prohibited or unlawful conduct.
E.

Acknowledgment

Employees are required to sign a written acknowledgement that they have
received, read, understood and agreed to comply with the Township’s social
networking policy and any other related policy.
F.

Personal Blogs

The Township respects the right of employees to write blogs and use social
networking sites and does not want to discourage employees from selfpublishing and self-expression. Employees are expected to follow the
guidelines and policies set forth to provide a clear line between you as the
individual and you as the employee.
The Township further respects the right of employees to use blogs and social
networking sites as a medium of self-expression and public conversation and
does not discriminate against employees who use these media for personal
interests and affiliations or other lawful purposes.
Bloggers and commenters are personally responsible for their commentary on
blogs and social networking sites. Bloggers and commenters can be held
personally liable for commentary that is considered defamatory, obscene,
proprietary or libelous by any offended party, not just the Township.
Employees cannot use Township-owned equipment, including computers,
Township-licensed software or other electronic equipment, nor facilities or
Township time, to conduct personal bogging or social networking activities.
Employees cannot use blogs or social networking sites to harass, threaten,
discriminate or disparage against employees or anyone associated with or
doing business with the Township.
If you choose to identify yourself as a Township employee, please understand
that some readers may view you as a spokesperson for the Township.
Because of this possibility, if you engage in such activity, you must state that
your views expressed in your blog or social networking area are your own and
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not those of the Township, nor of any person or organization affiliated or doing
business with the Township.
Employees cannot post on personal blogs or social networking sites
photographs of other employees, clients, vendors or suppliers, nor can
employees post photographs of persons engaged in Township business or at
Township events unless otherwise authorized by his or her Department Head.
Employees cannot link from a personal blog or social networking site to the
Township’s internal or external web site.
If contacted by the media or press about their post that relates to the Township’s
business, employees are required to speak with their manager before responding.
If you have any questions relating to this policy, your personal blog or social
networking, ask your Department Head.
6.

Enforcement

A violation of any terms of these directives may result in disciplinary action up to and
including termination.
7.

Gifts, Ethics, Conflicts of Interest and Political Activities
A.
In addition to the prohibitions regarding ethics, conflicts of interest, gifts,
gratuities, and political activities that are contained in the Ethics and Gift Ban, Policy
Number 310, employees, their spouses and their minor children shall not accept:
i.
A gift or other thing of value based on some mutual understanding that
the gift will influence the employee’s decisions in his or her position;
ii.
A gift, money, or other thing of value in return for advice or assistance
on matters concerning the business or operation of the Township or Road
District;
iii.
A gift from a person who has an economic interest in a specific
business or service transacting business with the Township or Road District,
or from a person who has an economic interest in a specific business or
service transacting business with the Township or Road District, or from a
person who has an interest, pecuniary or non-pecuniary, in a matter before the
Township or Road District. This restriction does not apply to an occasional
unsolicited non-monetary gift to a group of employees.
Unsolicited gifts from the public for exemplary service such as food, flowers, or a gift
card are generally acceptable as long as the employee advises their department
supervisor in order to place documentation in the employee’s file.
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Nothing in this section (XI, 7, A) shall prevent an employee or the spouse of an
employee from accepting compensation for services wholly unrelated to the
employee’s duties and responsibilities and rendered as part of non-Township
employment if such employment has been previously approved by your Supervisor.

B.

Political Activities

Township employees are expected to serve all patrons equally. The political opinions
or affiliations of any patron should in no way affect the amount or quality of service
received from the Township.
The Township rules do not preclude an employee from becoming a political
candidate or from taking part in election campaigns and other lawful political
activities. However, employees may not engage in political activities at any time while
on duty or when they may be identified as an employee of the Township by any
means such as uniform, insignia, motor vehicle or in any other manner. Political
activities include, but are not limited to, running as a candidate for public office,
soliciting or receiving funds for a political party or candidate for public office, soliciting
votes for such party or candidate, attending political rallies, circulating petitions,
distributing political literature, drafting or copying campaign literature, or encouraging
others to do any of the above. For purposes of this paragraph “while on duty”
includes those hours you are scheduled to work and are working for the Township
but does not include, breaks, lunches, or other duty-free periods of time.
Political affiliation, preference or opinion will not influence an individual’s
employment, retention or promotion as a Township employee. Employees of the
Township will not be required to contribute monies to any candidate or political party,
but may do so on a strictly voluntary basis.
8.

Communication with the Media
The Township and Road District seek to encourage the timely dissemination of
appropriate information to the public through the media. To facilitate this process,
communications with the media regarding the operation of the Township or Road
District, any employee’s involvement with the Township or Road District or any
matters pending with the Township or Road District must be handled through either
the Township Supervisor, Assessor, Clerk, the Highway Commissioner, the individual
Board members or the Township’s legal counsel.

9.

Personnel Records
A.

Inspection
Under the Illinois Personnel Records Review Act, an employee is entitled to
not less than (two) 2 inspections of his or her personnel file in a calendar year,
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and is also entitled, for the actual cost of duplicating, to obtain copies of
records subject to inspection. Any inspection of your personnel file must be
scheduled in advance with your supervisor.

10.

B.

All personnel records shall be considered confidential and the property of the
Township or Road District. Employee information as to name, class, title and
grade level shall be public information, and may be made available to the
public pursuant to a request made pursuant to the Illinois Freedom of
Information Act.

C.

Information obtained concerning the medical condition or history of any
employee or applicant shall be collected and maintained on separate forms
and in separate files and be treated as a confidential medical record, except
that supervisors and managers may be informed regarding necessary
restrictions on the work or duties of the employee and necessary
accommodations. First aid and safety personnel may be informed when
appropriate if a disability might require compliance with the Americans With
Disabilities Act of 1990 and shall be provided relevant information.

D.

Nothing herein shall prohibit the use and/or disclosure of personal information
consistent with law, nor shall anything herein be deemed to authorize or
require an unwarranted invasion of privacy of any applicant or employee.

E.

If the employee disagrees with any information contained in his or her
personnel record, a removal or correction of that information may be mutually
agreed upon. If an agreement cannot be reached, the employee may submit a
written statement explaining his/her position and such statement shall become
a permanent part of the employee personnel record.

Fraudulent Conduct or False Statement by Applicant
Fraudulent conduct or false statements by an applicant or an employee, or by others
with the applicant’s or employee’s connivance, in any application for employment, or
in any other submission to the Township, shall be cause for the exclusion of such
applicant from employment, the removal of such applicant’s name from all
employment lists, or, in the case of an employee, for dismissal or other discipline
after hiring.

11.

Non-Smoking Policy
No smoking is allowed at in any Township or Road District building or facility. In
accordance with the Smoke Free Illinois Act, 410 ILCS 82/1 et seq., smoking and the
use of smokeless tobacco shall be prohibited within any interior premises of any
Township building(s), including private offices, stairwells, and corridors and within 15
feet of any entrances, exits, windows that open, or in any vehicle owned, leased or
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operated by the Township. Violation of this policy may result in disciplinary action, up
to and including termination of employment.
Break and lunch periods are provided and are to be scheduled with each employee’s
supervisor. The Township and Road District further reserve the right to designate
those areas outside the buildings or facilities where smoking may take place, or to
ban smoking altogether.
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RECEIPT FOR EMPLOYEE HANDBOOK
I acknowledge that I have received a copy of the Palatine Township’s Employee Handbook.
I agree to read it thoroughly, including the statements in the foreword describing the
purpose and effect of the Handbook. I agree that if there is any policy or provision in the
Handbook that I do not understand, I will seek clarification from my Department Head.
I acknowledge and understand that the Township is an “at will” employer and as such
employment with Palatine Township 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. No
supervisor or other representative of the Township has the authority to enter into any
agreement for employment for any specified period of time, or to make any agreement
contrary to the above.
In addition, I understand that this Handbook states Palatine Township’s policies and
practices in effect on the date of publication. I understand that nothing contained in the
Handbook may be construed as creating a promise of future benefits or a binding contract
with Palatine Township for benefits or for any other purpose. I also understand that these
policies and procedures are continually evaluated and may be amended, modified or
terminated at any time.
Please sign and date this receipt and return it to your Palatine Township Department Head.
Date: _________________________
Signature: _____________________
Print Name: ____________________
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APPENDIX A
CONSENT TO DRUG AND/OR ALCOHOL SCREENING OR TESTING
I hereby voluntarily consent to submit to drug and/or alcohol screening or testing by a
physician, clinic, laboratory or medical facility chosen by the Township at the Township’s
expense. I hereby consent to the physician, clinic, laboratory or medical facility taking and
analyzing a sample or specimen of my breath, urine, saliva, blood and other similar
substance. I also authorize the physician, clinic, laboratory, or medical facility to disclose
his, her or its findings, conclusions and opinions regarding the drug and/or alcohol
screening or testing to a Township official or a designated representative.
I hereby further consent to the Township contacting my physician or pharmacist to verify my
reported use of legal drugs in accordance with the Township’s Drug and Alcohol Abuse
Policy and authorize my physician or pharmacist to provide all information requested by the
Township regarding my use of such drugs, including without limitation the possible effects of
such use on my performance of job functions.
I also acknowledge receiving, reading and understanding the Township’s Alcohol and Drug
Abuse policy. I understand that, in accordance with this policy, failure to execute this
document and submit to drug and/or alcohol screening or testing, or failure to report to the
Township the use of legal drugs as required by this policy, may result in disciplinary action,
up to and including termination.
Employee’s Name: __________________________________________________
Employee’s
Signature:__________________________________________________________
Date:______________________________________________________________
Witness Signature:__________________________________________________________
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APPENDIX B
FORM OF CONSENT LETTER FOR RELEASE OF INFORMATION FROM APPLICANT’S
CURRENT OR FORMER EMPLOYER(S)
The
applicant
named
below
is
being
considered
_______________________ with Palatine Township.

for

employment

as

The applicant has listed you or your organization as a former place of employment. In
accordance with the release signed by the applicant below, please provide the information
requested and return this form to us in the enclosed self-addressed stamped envelope.
Very truly yours,

Applicant’s Authorization
I hereby authorize the above individual, Township, or institution to furnish the Township with
any information it may have concerning me which is on record or otherwise, and do hereby
release the above individual, Township, or institution and all individuals connected
therewith, including the Township, from any and all liability whatsoever that might otherwise
be incurred in furnishing such information.

__________________________________
Signature of Applicant

Date: _____________________________
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APPENDIX C
ACKNOWLEDGEMENT OF RECEIPT OF SOCIAL NETWORKING POLICY

I acknowledge receiving, reading and understanding the Township’s Social Networking
Policy. I understand that, in accordance with this policy, failure to execute this document,
may result in disciplinary action, up to and including termination.

__________________________________
Signature of Applicant

Date: _____________________________
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APPENDIX D
CONFIDENTIALITY AGREEMENT

This agreement ("Agreement"), dated as of ________________ 20_____, is being
entered into by and
between Palatine Township (“Township”) , and
___________________________ (the "Employee") as a condition of Employee's
employment with the Township.
1.
Definitions. The following terms when used in this Agreement shall have the
respective meanings set forth herein.
(a)

"Township" shall be deemed to include any and all divisions and departments.

(b)

"Employment Term" means the time period during which Employee is employed by
the Township.

(c)

"Proprietary Information" means all confidential, nonpublic information (whether or
not specifically identified as confidential) that is disclosed to, developed or learned by
Employee as a result of Employee's employment and that relates to the Township’s
business or finances.
2.

Proprietary Information.

(a)
Employee shall receive, develop and hold Proprietary Information in
strict confidence and shall not, during the Employment Term or thereafter, use or disclose
Proprietary Information or make copies of any documents containing Proprietary
Information, except in furtherance of the business of the Township, unless the Township
gives its prior written consent. Employee further agrees to use his or her best efforts to
safeguard the Proprietary Information and protect it against disclosure, misuse, espionage,
loss and theft. The foregoing promises of confidentiality shall not apply if and to the extent
that Employee is ordered by a court or other governmental agency to disclose Proprietary
Information, provided Employee has given the Township prompt written notice of the order
or subpoena, and that Employee provides all cooperation necessary to limit such disclosure
or to otherwise seek to protect the confidentiality of any Proprietary Information so
disclosed.
3.

EMPLOYEE REPRESENTS AND WARRANTS THAT EMPLOYEE (a) HAS
READ AND UNDERSTOOD EACH AND EVERY PROVISION OF THIS
AGREEMENT, (b) HAS HAD THE OPPORTUNITY TO OBTAIN ADVICE
FROM LEGAL COUNSEL OF HIS CHOICE IN ORDER TO INTERPRET ANY
AND ALL PROVISIONS OF THIS AGREEMENT, (c) HAS HAD THE
OPPORTUNITY TO ASK THE TOWNSHIP QUESTIONS ABOUT THIS
AGREEMENT AND ANY SUCH QUESTIONS EMPLOYEE HAS ASKED
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HAVE BEEN ANSWERED TO HIS SATISFACTION, AND (d) HAS BEEN
GIVEN A COPY OF THIS AGREEMENT. EMPLOYEE AGREES THAT THE
RESTRICTIONS THIS AGREEMENT CONTAINS ARE FAIR AND
APPROPRIATE UNDER THE CIRCUMSTANCES.

The parties hereby enter into this Agreement as of the date first above written.
PALATINE TOWNSHIP:

EMPLOYEE:

By:____________________________

_______________________________
NAME
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APPENDIX E
UNDERSTANDING WITH RESPECT TO EARNING AND USING
COMPENSATORY TIME IN LIEU OF OVERTIME

I understand that, depending on my job duties and salary, I may be eligible under the
Fair Labor Standards Act to earn compensation for overtime (time worked in excess of 40
hours in a work week) at a rate of not less than one and one-half hours for each hour
worked. I also understand that the Fair Labor Standards Act authorizes governmental
agencies such as Palatine Township to provide, with certain limitations, compensatory time
off in lieu of cash overtime compensation at a rate of not less than one and one-half hours
of compensatory time for each hour of overtime work.
If I am eligible to earn overtime compensation and if I am authorized to work in
excess of 40 hours in a workweek, I hereby agree to accept compensatory time off in lieu of
cash overtime compensation for such time at a rate of not less than one and one-half hours
of compensatory time for each hour of overtime work. I also understand and agree the
Township, Road District, or General Assistance, as the case may be, in its discretion, may
provide for any combination of compensatory time off and overtime payment in cash as it
deems appropriate, so long as the premium pay principle of at least “time and one-half” is
maintained.

___________________________________
Signature of Employee

_____________________
Date

Witnessed by: ____________________________

Title:______________________
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Policy Number 310
Ethics and Gift Ban
1. Responsibilities of Public Office.
All elected officials recognize that they are agents of the public purpose and hold office for the benefit of the
citizens of Palatine Township. They are bound to uphold the constitution of the United States and the
Constitution of the states of Illinois as well as the laws of the nation, state, and township. The elected officials
shall dedicate themselves to the highest standards of ethics and morality in order to faithfully discharge the
duties of their office regardless of personal considerations. Each elected official shall recognize that the
appearance of impropriety or conflict of interest can be as damaging to the public trust as the reality.
Accordingly, each official shall conduct their public and private affairs so as not to give a reasonable basis for the
impression that any such official can be improperly influenced in the performance of his or her duties.
2. Disclosures.
All elected officials shall be required to file a Statement of Economic Interest with the Cook County Clerk. A copy
of that statement shall also be filed with the Township Clerk and maintained in the official records of Palatine
Township. Any official who has a financial or personal interest in any proposed contract, work, business or
application pending with the Township of Palatine shall disclose that interest to the Board of Trustees and
abstain from official action thereon.
3. Conflict of Interest.
No elected official shall engage in any business or transaction or shall have a financial or other personal interest,
direct or indirect, which is incompatible with the proper discharge of his or her duties or which may tend to
impair independence of judgment or action in the performance of official duties. For purposes of paragraphs 2
and 3 of this resolution, the term “financial interest” shall have the same meaning as contained in the statement
of Economic Interest filed with the Cook County Clerk, but shall specifically not include publicly held stock traded
on a recognized exchange, a time or demand deposit in a financial institution or endowment or insurance policy
or annuity contract purchased from an insurance company. “Personal interest” as distinguished from financial
interest includes an interest arising from blood or marriages relationships or close business association.
4. Gifts and Favors.
No elected official shall directly or indirectly solicit, accept or receive any gift or benefit, whether in the form of
money, services loans travel entertainment or any other form, under circumstances which could reasonably be
inferred that the gift or benefit was intended as a reward for official action or to influence the official in the
performance of public duties.
5. Abuse of Position.
No elected official shall use the prestige or power of his or her office for private gain or benefit, financial or
otherwise, or for the private gain or benefit, financial or otherwise, of another. Likewise no elected official shall
request or permit the unauthorized use of Township owned vehicles, equipment, materials or property for
personal convenience, profit, or political purpose.
6. Confidential Information.
No elected official shall without proper authorization, disclose confidential information concerning the
property, government or affairs of the Township of Palatine. All elected officials are specifically prohibited from
using such confidential information to advance the financial or other interests of themselves or others.
7. Representation of Private Interests.
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No elected official shall appear on the behalf of any private interest before any agency or committee of the
Township if the nature of the representation is related to their official Township activities. Additionally, an
elected official shall not represent private interests in any action or proceedings against the interests of the
Township or in any litigation to which the Township is a party. It is recognized that an elected official may
appear before township agencies or committees on behalf of constituents in the course of their duties as
representative of the electorate or in the performance of public or civic obligations. These officials shall not
accept a retainer or other compensation for such appearance.
8. Fair and Equal Treatment.
The elected officials of Palatine Township shall conduct the Township’s business in an impartial manor and shall
not discriminate against any citizen on the base of race, gender, age, religion, national origin and or political
affiliation.
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Policy Number 320
Hiring of Relatives Prohibition

Policy and Procedure
Hiring Family Members

Background:
1. Hiring of family members is discouraged as not “Best Practices” by
the Township of Illinois authoritative speakers at workshops and
training events.
2. Supervision of family members can lead to the perception
(whether real or imagined) of favoritism.
Policy:
1. No family member of any elected official, supervisory, or
management employee shall be hired as an employee of the
Township.
2. For purposes of this policy, the term “family member” shall include
spouses plus the following whether by blood or marriage: parents,
siblings, and children.
3. For purposes of this policy, supervisory and management employees
of the Township include the Township Administrator, the Deputy
Assessor, the Road and Bridge Superintendent, the General
Assistance Coordinator, the Transportation Coordinator, and the
Township Administrative Assistant.
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Policy Number 330
Annual Holidays

Policy and Procedure
Annual Holidays

Background:
1. A standard set of expectations between employee and employer
allows employees to know where they stand.
2. Having personnel policies in written form allows management,
employees, and the public to be aware of personnel policies and
changes in personnel policy when and if they are made.
3. The calendar changes each year which changes the day of the
week for many holidays. Therefore an annual review of paid
holidays is necessary.
Policy:
1. Each year the Township Board will determine the holiday schedule
for the following year. The Road District may adopt a different
schedule based on the needs of its service to the public.
2. There are three approaches to holidays. The office is closed and
employees are paid for the day as outlined in the Employee
Manual. The office is closed and employees are not paid for the
day. The office is open and employees are allowed a “floating”
holiday to be used on a date of their choosing as long as service
to customers is not compromised by their absence, and with
permission of their supervisor.
3. A maximum of eleven days may be allocated by the Board each
year between paid office closing dates and floating days.
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Policy Number 340
Township Volunteers

Policy and Procedure
Township Volunteers

Background:
1. The Township encourages volunteers (herein, including interns)
from our community to participate in Township programs and
services.
2. Volunteers allow the Township to accomplish far more than could
be accomplished without them.
3. Volunteers allow more people to be part of the Township team
contributing to the Township motto, “People Helping People”.
4. The Township recognizes and wishes to both formally and
informally thank and honor the many volunteer and their
contributions.
Policy:
1. Each year the Township should provide a recognition event for the
volunteers of the Township. Attendance by Township Elected
Officials is encouraged, as is the attendance by the Township
employees who coordinate the various volunteer teams.
2. Volunteers serve with no pay and are not considered employees
of the Township.
3. Township volunteers may be entitled to a deduction for travel
expense under IRS Federal income tax guidelines; however, the
Township cannot provide tax advice or related documentation
(mileage logs, etc.).
Policy Number 340
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Policy Number 350
Employee Job Descriptions

Policy and Procedure
Employee Job Descriptions
Background:
1. Accurate and up-to-date job descriptions are helpful in
organizations of all sizes and types.
2. With published job descriptions employees know what is
expected of them and their co-workers.
Policy:
1. It is appropriate for Palatine Township employees to have
current job descriptions.
2. Management should keep job descriptions up-to-date. Board
approval is not required to change job descriptions.
3. Work content may change from time to time as Township
needs change. Job descriptions need to change as the work
requirements change.
4. Job Descriptions should be brought up to date shortly after
the work content is changed.
5. Job Descriptions are a matter of public record. They are
included in this policy manual as a matter of convenience.
6. Should a job description be changed but this manual not be
updated in a timely fashion, the changed job description is to
be considered correct and the manual contents considered
as nonbinding information only.
7. Job descriptions follow within this section.
Policy Number 350
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Job Description
Title:
Township Administrator
FLSA Status: Exempt
Report to:
Township Supervisor and Board

Duties and Responsibilities
 Assists in developing and implementing various office policies and
procedures, including the Employee Handbook.
 Reviews official directives and correspondence to ascertain needed changes in
prescribed Township programs, policies and procedures, and assignments of
office personnel.
 Confers with personnel and reads reports and records to obtain data regarding
ongoing projects, and projected completion dates.
 Plans office activities and work projects and assigns personnel to carry out and
complete specific projects and duties relating to community outreach,
transportation, General Assistance, etc.
 Coordinates activities of various office departments in order to provide designated
functions or services with minimum delay and optimum efficiency and accuracy.
 Informs personnel of changes or interpretations of laws, codes, programs, policies
and procedures.
 Reviews and distributes incoming mail to appropriate individuals.
 Assesses the need for and coordinates the purchase of office furniture and
equipment.
 Reviews timecards for accuracy and approves for payment.
 Prepares reports on office activities required by Township Supervisor and Board.
 Determines staff hours, number of personnel, training and equipment required for
optimum efficiency of office operations.
 Maintains confidential employee personnel files.
 Assists in planning and directs implementation and administration of employee
benefit programs, such as health insurance, life insurance, workers’
compensation, retirement and other plans.
 Analyzes and evaluates services, coverage and options available through
insurance companies and banks to determine programs best meeting needs of the
Township.
 Supervises and participates in the evaluation process of the work of all Township
employees, except employees of the Highway Department and the Assessor’s
Office.
 Reviews memos and bulletins from state/county agencies regarding Township
policies and procedures.
 Prepares and submits government-mandated reports concerning grants.
 Maintains knowledge of and analyzes government regulations, benefit program
trends, and prevailing practices among similar organizations.
 Prepares Agendas and meeting packages for Board meetings.













Prepares Township tax levy for Board approval.
Analyzes financial results and anticipated needs and prepares suggested Township
budget for Board approval to commence budgeting process.
Responsible for planning and supervision of implementation of building and
grounds maintenance and security.
Serves as Deputy Town Clerk in his absence, relating to elections, Freedom of
Information, voter registration, etc.
Responsible for preparations for and coordination of the Palatine Township and
the 5 Township Job Fairs.
Ultimate responsibility for preparation and publication of Township Newsletter
and other publications.
Coordinates the underwriting of Property and Casualty Insurance with the
Township’s agent.
Authors and supervises the preparation of Board Resolutions.
Seeks grants for the benefit of Township operations and prepares necessary
application documents.
Coordinates Board travel, registration, etc. for attendance at Township
organizations’ dinners and conferences, as requested.
Represents the Township throughout the community at Township special events
and in community organizations.

Knowledge, Skills and Abilities


















Public speaking skill; including planning and preparing material and presenting it
effectively.
Skill in negotiation, including listening and persuading.
Clear, concise and precise writing of reports and letters.
Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.
Knowledge and skill in the use of computers, including various software
programs.
Excellent writing and communication skills.
Superb organizational skills.
Knowledge of benefits and payroll.
Excellent customer service skills.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to interface with other governmental units.
Ability to multi-task.
Ability to establish priorities, work independently, and proceed with objectives
without supervision.
Ability to handle and resolve recurring problems.
Ability to read, analyze and interpret financial reports and legal documents.







Ability to respond to common inquiries or complaints from Township residents,
Cook County officials, or members of the business community.
Knowledge of governmental administration and regulations.
Knowledge of governmental financial practices and procedures.
Ability to develop and implement policies and programs.
Discretion and confidentiality which are above reproach.

Credentials and Experience





Undergraduate degree; graduate degree a plus.
Proven managerial/supervisory experience.
Proven leadership abilities.
At least two years’ related experience.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Township Administrative Assistant
FLSA Status: Nonexempt
Report to:
Administrator

Duties and Responsibilities










Performs duties of Township Administrator in her absence;
Performs some duties of Township Financial Manager in her absence;
Assists Township Administrator with personnel, staffing, training and
supervision; and general daily office operations, including buildings, grounds and
security;
Assists with duties of Community Outreach Coordinator in her absence;
Designs/writes/creates website additions/changes.
Serves as liaison with Township IT consultant, by e-mailing, telephoning or
meeting with him to request and monitor completion of the following services:
 New Township technology projects, equipment and software;
 Additions and deletions to Township website;
 Additions, deletions and corrections of Service Directory agency listings
and categories;
 Network, internet and e-mail upgrades and troubleshooting; and
 In-house computer training.
Participates on Township’s technology Disaster Recovery committee and serves
as liaison with the Township IT consultant concerning all aspects of the
implementation of the Township Disaster Recovery Plan.
Serves as Township employee benefits coordinator, as follows:
 Notifies employees and Board of changes in benefit programs.
 Prepares and provides all new Township employees with welcome
packages, containing all forms necessary for completion upon
employment;
 Meets with new employees to review above forms and Township benefits;
 Monitors completion of above forms;
 Reviews forms for completeness, coordinates signature by appropriate
Township official/employee and mails/faxes or distributes, as required;
 Provides paperwork necessary for, i.e. requested changes in coverage,
beneficiary designations, etc., to employees; reviews for completeness
when submitted; coordinates signature by appropriate Township
official/employee, mails/faxes to appropriate carrier, and verifies that
correct changes have been made;
 Performs all duties attendant to open enrollment periods for health and life
insurance, as well as the Township’s 125 Plan, by corresponding with
employees, monitoring collection of forms, reviewing submitted forms for
completeness, mailing/faxing completed forms to appropriate carrier, and
verifying that correct changes have been made.










 Serves on Insurance Committee which recommends benefit plan changes
to the Board.
 Serves as editor of the Township Newsletter by:
 Scheduling issue and requesting timeline from design firm;
 Corresponding with Newsletter authors requesting submissions and
assuring receipt in a timely manner;
 Writing some articles and reading, editing for consistency, grammar,
spelling, etc. each article submitted;
 Meeting with design firm representative to review submissions and
suggest layout ideas;
 Monitoring receipt of, reviewing and re-editing various drafts from design
firm;
 E-mailing final, edited, articles to authors for review and final print
approval;
 Reviewing print numbers with design firm and requesting checks for
postage deposit;
 Delivering check to the Bulk Mail Facility for posting to Township Permit
Account;
 Coordinating Newsletter mailing to 1st class mailing list.
Maintains Service Directory resident on Township website, by:
 Supervising staff members through process of selecting categorizations;
composing and mailing update questionnaires; troubleshooting response
questions; and assuring accuracy of data;
 Requesting needed services of IT consultant, as set forth above.
Coordinates monthly website update by corresponding with authors and the Board
of Trustees to seek their review and requested changes; and arranging for
necessary services of IT consultant.
Coordinates messages placed on outdoor Township sign, by:
 Accepting message request forms;
 Writing messages for periods of time for which no requests have been
received;
 Writing messages relating to areas of responsibility, i.e. Mobile Hearing
Van, LifeLine Screenings, etc.;
 Maintaining a calendar of message requests and troubleshooting conflicts;
and
 Teaming with maintenance staff to assure timely and accurate message
changes.
Responsible for Public Access to Defibrillation Program, which requires:
 Purchasing and installing pads, batteries and other equipment, when
necessary.
 Purchasing recertification training every other year for staff of the
Township, the Highway Department, The Bridge and Daycare;
 Creating and coordinating changes to a week-long training schedule; and
 Circulating quarterly skills refresher information to all certified users.
Reviews, prints and distributes Board e-mails daily, calling Board members and
faxing copies, when necessary.

















Coordinates Township Job Fair, by:
 Supervising the mailing of:
 Invitations;
 Announcement letter to churches with flier;
 Thank-you letters to participating companies; and
 Thank-you letters and Certificates of Participation to participating
companies who were not present at the time of presentation;
 Creating Employer information folders and contents;
 Creating Certificates of Participation; company sign-in sheets; door signs;
Job Seeker Welcome and Employer List; luncheon vouchers; and table
signs;
 Contracting for space, set-up and menu for employer luncheon; and
 Attending Job Fair for set-up, participant assistance and troubleshooting.
Schedules and coordinates visits by mobile wellness units, by:
 Maintaining rapport and corresponding with various sponsoring groups;
 Assuring inclusion of visits on Township sign, website and in Newsletter,
if timing allows;
 Scheduling meeting room space;
 Corresponding with local churches to forward fliers;
 Arranging for fliers to be provided to the Senior Center and the General
Assistance Office;
 Creating signage and setting-up space; and
 Assisting service providers during visit.
Serves as liaison with the Cook County Clerk’s Office regarding Election Judge
training, and:
 Schedules dates and times with Clerk’s Office;
 Reserves appropriate Meeting Room(s) and supervises set-up;
 Prepares and posts signage.
Represents Township at Chamber of Commerce meetings and luncheons in
Supervisor’s absence.
Represents Township at meetings of various civic organizations for the
presentation of information regarding certain Township services, including the
Services Directory, File of Life, Lions’ Club/Alexian Brothers complimentary
stroke screenings for the economically disadvantaged, etc.
Researches and purchases office furniture, technology and special orders.
Performs most reception duties, as needed (see Job Descriptions for Office
Assistants).
In conjunction with Township Administrator, receives Freedom of Information
requests, contacts the Township Clerk and Supervisor to advise them of receipt,
coordinates fulfillment of request, contacts requester to advise of availability of
information, delivers information to requester, calculates and collects fees due,
completes the FOI document with fulfillment information and provides a copy to
the requester.
Makes bank deposits in the absence of the Transportation Coordinator.
Serves as office support for computer, e-mail, software, and graphics questions.




Coordinates Board travel, registration, etc. for attendance at Township
organizations’ dinners and conferences, as requested.
Completes any other job assignment that may be deemed necessary or
appropriate to fulfill the mission of the Township Board.

Knowledge, Skills and Abilities



















Public speaking skill; including planning and preparing material and presenting it
effectively.
Skill in negotiation, including listening and persuading.
Clear, concise and precise writing of reports and letters.
Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.
Skill to type on a typewriter and computer keyboard.
Knowledge and skill in the use of computers, including websites and the Internet;
and word processing, spreadsheet, database, bookkeeping (QuickBooks or
related), presentation, and graphics software.
Knowledge of digital cameras, computer downloads and photo manipulation.
Excellent writing and communication skills.
Superb organizational skills.
Knowledge of benefits coordination and payroll.
Excellent customer service skills.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to multi-task.
Ability to establish priorities, work independently, and proceed with objectives
without supervision.
Ability to handle and resolve recurring problems.
Discretion and confidentiality which are above reproach.

Credentials and Experience




High School Diploma, with secretarial courses.
Proven supervisory skills.
At least two years’ related experience.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Coordinator of Community Outreach
FLSA Status: Nonexempt
Report to:
Administrator

Duties and Responsibilities






Coordinates Adopt-A-Family Program, including:
 Serving as liaison with General Assistance Office, school social workers,
churches, donors and recipients.
 Coordination of all distribution sites, including scheduling volunteers, doing
site visits and communicating with site contacts.
 Preparation of correspondence to donors and recipients concerning drop-off
and pick-up times and dates. This includes the coordination of translations
into Spanish by volunteers.
 Supervision of the preparation of “wish lists” of recipients for donors.
 Preparation of “thank you” notes for distribution to recipients (including
coordination of translations as above).
 Preparation and maintenance of master spreadsheets and records on all
donors, recipients and referring agencies/groups.
 Recruiting and training of volunteers to operate various drop-off and
distribution sites.
 Purchase and organization of supplies for the various sites.
 Creating and processing “thank-you” correspondence to donors.
Coordinates Angel Tree Program, including:
 Serving as liaison with daycare and nursing home facilities and donors.
 Supervision of preparation of lists of recipients and wishes.
 Coordination of volunteers for the preparation of angels.
 Preparation of program guidelines and sign-in lists for each angel type.
 Coordination of erection and decoration of 3 trees and signs in the lobby.
 Coordination of preparation of “thank-you” angels for donors.
 Coordination of receipt of gifts from donors and distribution to recipients.
 Creating and processing “thank-you” correspondence to donors.
Coordinates Apple Tree Program, including:
 Serving as liaison with the General Assistance Office, school social workers,
recipients and donors.
 Coordination/supervision of volunteers in the sorting and distribution of
school supplies.
 Preparation of spreadsheet of donor information.
 Scheduling of school supply pick-up appointments and preparation and
maintenance of master distribution lists.
 Coordination of the obtaining and copying of school supply lists from all
schools.
 Creating and processing “thank-you” correspondence to donors.



Coordination of Bike Bonanza, including:
 Planning and coordination of events with police and fire departments, scout
troops, volunteers, and performers (if scheduled).
 Coordination of station set-ups, prizes and refreshments.
 Responsibility for all publicity.
Coordination of Spring Basket Program and Party, including:
 Serving as liaison with General Assistance Office and organizations which
provide recipient names.
 Serving as liaison with businesses and civic groups, as well as individual
donors.
 Planning, coordination and scheduling of party attendance, including games,
refreshments and volunteers.
 Preparation and maintenance of spreadsheets of donors and recipients.
 Writing and preparation of all correspondence necessary.
Coordination of Thanksgiving Basket Program, including:
 Serving as liaison with General Assistance Office and organizations which
provide recipient names.
 Serving as liaison with businesses and civic groups, as well as individual
donors.
 Planning, coordination and scheduling of basket distribution times.
 Preparation and maintenance of spreadsheets of donors and recipients.
 Writing and preparation of all necessary correspondence.
Responsibility for publicity and fundraising for all Township outreach programs
and Needy Family Fund.
Managing the maintenance of records and distribution of all undesignated gift
certificate contributions to the Needy Family Fund, including through the General
Assistance Office.
Planning and coordination of the annual Recognition event for Township donors,
volunteers, VIPs, etc.
Drafting articles on all above for publication in Township Newsletter.
Attendance at all Township programs.
Writing grant applications to local civic groups and businesses for specific requests
for Township outreach programs and the Needy Family Fund.












Knowledge, Skills and Abilities







Public speaking skill; including planning and preparing material and presenting it
effectively.
Skill in negotiation, including listening and persuading.
Clear, concise and precise writing of reports, letters and press releases.
Knowledge of computers and word processing/spreadsheet/database/graphics
programs, as well as e-mail and the Internet.
Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.











Excellent writing and communication skills.
Superb organizational skills and the ability to multitask large outreach programs.
Excellent customer service skills.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to interface with representatives of churches, schools and civic
organizations.
Ability to establish priorities, work independently, and proceed with objectives
without supervision.
Ability to handle and resolve recurring problems.
Discretion and confidentiality which are above reproach.

Credentials and Experience





High School Diploma. Undergraduate degree a plus.
Basic bookkeeping/accounting knowledge.
Proven success in fundraising and volunteer program administration.
Proven success in the building of relationships with community/organization
leaders and their employees.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Financial Manager
FLSA Status: Nonexempt
Report to:
Administrator

Duties and Responsibilities






















Verifies, allocates and posts details of transactions to accounts in computer files
from documents such as invoices, receipts, etc.
Establishes and maintains vendor files and pays vendors.
Transfers data to external vendors, plan providers, etc.
Prepares monthly Transaction Schedules for Town Fund, General Assistance and
the Highway Department and reviews them with the Supervisor, Finance
Committee and Administrator.
Reconciles and balances accounts and prepares and posts bank deposits.
Completes general journal entries.
Responsible for the monthly general ledger closing.
Completes reports to show cash receipts and expenditures, accounts payable,
profit and loss, and other items pertinent to the operation of the Township and
Highway Department.
Reconciles bank accounts on a monthly basis.
Files monthly, quarterly, and annual tax and IMRF reports.
Oversees the accuracy of employee time cards, rates and benefits, and maintains
payroll records for Town Fund, General Assistance and the Highway Department,
including overtime (and double time for the Highway Department), vacation and
sick leave.
Ensures all forms such as the W-2s and 1099s are filed accordingly.
Maintains records/files/procedures that adhere to audit requirements. Assist
outside auditor on annual audits. Ensure financial reporting systems are up-todate and meet audit requirements. Immediately coordinates response to any
issues raised in the annual management letter with the goal in mind to have
unqualified audits with no issues raised by the auditors in the management letter.
Maintains all appropriate financial records related to grants for specific projects.
Assists Administrator in preparing and monitoring Township budget and levy.
Prepares and files Cook County Vehicle Sticker report.
Maintains and accounts for Petty Cash.
Assists with most reception duties, as necessary, (see Job Descriptions for Office
Assistants).
Performs Notary duties.

Knowledge, Skills and Abilities
 Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
 Proficiency in the use of personal computers utilizing
payroll/spreadsheet/database software programs (specifically QuickBooks and
Excel), as well as e-mail and the Internet.
 Ability to give, receive and analyze information and prepare written materials.
 Excellent communications and interpersonal skills to deal effectively and
efficiently with people on all levels.
 Complete fluency in the English language, both verbal and written.
 Ability to multi-task.
 Accuracy and attention to detail.
 Excellent organizational skills.
 Ability to meet deadlines consistently.
Credentials and Experience





High School Diploma.
Discretion and confidentiality which are above reproach.
Experience in accounting/bookkeeping, preferably governmental.
Background checks culminating in satisfactory results.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Building & Grounds Supervisor
FLSA Status: Nonexempt
Report to:
Administrator

Duties and Responsibilities




















Cleans and dusts all Township/GA restrooms, kitchen and cabinets, common area
corridors, Township/GA offices and meeting rooms, including glass, the removal
of waste and recycling daily and at various times throughout the day, as
necessary.
Maintains all lighting fixtures in entire Township and Morton buildings (including
the replacement of lamps) and outdoor timer settings.
Changes HVAC filters in 13 units on a set schedule and controls thermostats.
Mows, trims and prunes all shrubs; maintains planters; and collects and disposes
of fall leaves.
Coordinates all trash and recycling removal.
Removes snow and ice (applying salt, as necessary) from all building entrances,
ramps, sidewalks and portions of the parking lot, including daycare playground
walkways and patio.
Performs window washing, as necessary.
Cleans all gutters and scuppers on the Bridge and Morton buildings.
Performs minor plumbing repairs (rodding, faucet valve replacements, drains,
restroom back-ups, etc), minor electrical repairs (switches, duplexes, etc.), minor
carpentry repairs, and miscellaneous repairs/installations (hanging of pictures,
shelves, cabinets, bulletin boards, playground equipment, etc.).
Maintains and repairs playground water fountain, assuring appropriate seasonal
on/off settings.
Monitors and maintains supplies and supply inventory (hygiene paper products,
chemicals, cleaning supplies, etc.).
Monitors meeting room requirements and performs set-ups/clean-ups, as
necessary.
Obtains proposals for professional services and oversees the work of electricians,
HVAC workers, plumbers, etc. relating to internal and external building repairs,
cleaning, landscaping, etc.
Schedules required inspections of emergency lighting, fire alarms and
extinguishers, sprinkler systems, smoke detectors, back-up lighting, etc.
Maintains electrical marquee sign (message changes, bulb replacements, timer
settings) and outdoor flag (replacement of halyard and flag, as necessary)
Orders special equipment, as necessary.
Assists public and Township staff with lifting and hauling, office furniture
moving, etc.





Distributes newspapers, checks Daycare freezers and monitors parking lot for
violations on a daily basis.
Promotes goodwill among the public, Township tenants and Township
employees.
Completes any other job assignment that may be deemed necessary or appropriate
to fulfill the mission of the Township Board.

Knowledge, Skills and Abilities






Complete knowledge of facilities management.
Excellent supervisory skills for the supervision of assistant.
Ability to lift, carry, climb ladders, shovel snow and operate power maintenance
equipment.
Excellent communications and interpersonal skills to deal effectively and
efficiently with visitors to the Township offices and the ability to interact with
others on all levels.
Complete fluency in the English language, both verbal and written.

Credentials and Experience







High School Diploma.
Experience with complete facilities management.
Proven supervisory skills.
Excellent customer service skills.
Background checks culminating in satisfactory results.
Current Illinois Driver’s License and willingness to utilize personal automobile
occasionally for Township business.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Building & Grounds Assistant
FLSA Status: Nonexempt
Report to:
Administrator

Duties and Responsibilities




















Cleans and dusts all Township/GA restrooms, kitchen and cabinets, common area
corridors, Township/GA offices and meeting rooms, including glass, the removal
of waste and recycling daily and at various times throughout the day, as
necessary.
Maintains all lighting fixtures in entire Township and Morton buildings (including
the replacement of lamps) and outdoor timer settings.
Changes HVAC filters in 13 units on a set schedule and controls thermostats.
Mows, trims and prunes all shrubs; maintains planters; and collects and disposes
of fall leaves.
Coordinates all trash and recycling removal.
Removes snow and ice (applying salt, as necessary) from all building entrances,
ramps, sidewalks and portions of the parking lot, including daycare playground
walkways and patio.
Performs window washing, as necessary.
Cleans all gutters and scuppers on the Bridge and Morton buildings.
Performs minor plumbing repairs (rodding, faucet valve replacements, drains,
restroom back-ups, etc), minor electrical repairs (switches, duplexes, etc.), minor
carpentry repairs, and miscellaneous repairs/installations (hanging of pictures,
shelves, cabinets, bulletin boards, playground equipment, etc.).
Maintains and repairs playground water fountain, assuring appropriate seasonal
on/off settings.
Monitors and maintains supplies and supply inventory (hygiene paper products,
chemicals, cleaning supplies, etc.).
Performs meeting room set-ups/clean-ups, as necessary, and maintains Township
storage closet.
Maintains electrical marquee sign (message changes, bulb replacements, timer
settings) and outdoor flag (replacement of halyard and flag, as necessary)
Assists public and Township staff with lifting and hauling, office furniture
moving, etc.
Distributes newspapers, checks Daycare freezers and monitors parking lot for
violations on a daily basis.
Promotes goodwill among the public, Township tenants and Township
employees.
Completes any other job assignment that may be deemed necessary or appropriate
to fulfill the mission of the Township Board.

Knowledge, Skills and Abilities





Knowledge of facilities management.
Ability to lift, carry, climb ladders, shovel snow and operate power maintenance
equipment.
Excellent communications and interpersonal skills to deal effectively and
efficiently with visitors to the Township offices and the ability to interact with
others on all levels.
Complete fluency in the English language, both verbal and written.

Credentials and Experience






High School Diploma.
Experience with facilities management.
Excellent customer service skills.
Background checks culminating in satisfactory results.
Current Illinois Driver’s License and willingness to utilize personal automobile
occasionally for Township business.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Transportation Coordinator
FLSA Status: Nonexempt
Report to:
Administrator

Duties and Responsibilities




















Promptly opens Transportation office at 7:15 a.m. daily. Promptly opens general
Administration office at 8:15 a.m. on scheduled Saturdays, by unlocking doors,
turning off alarm, turning on lights and office equipment, opening the safe room
door, and retrieving the cash drawer.
Answers telephone calls in a professional and courteous manner and provides
scheduling and other assistance to callers.
Accurately records rider requests for communication to the Transportation
Assistant and the T.R.I.P. scheduling coordinator for preparation of schedules.
Communicates with drivers via cell phone two-way radio connection concerning
scheduling additions/cancellations, questions, concerns, routing, etc.
Prepares schedules in the absence of the Transportation Assistant.
Accounts for fare collections and performs weekly bank deposits, including those
relating to general Township operations.
Reviews and codes all invoices relating to the transportation service, and supports
the budgeting process for the department.
Supervises the performance of the Transportation Assistant and bus drivers,
holding bi-monthly staff meetings.
Assures that the Township is in compliance with all PACE, IDOT and Village
requirements and regulations relating to buses and drivers, including bus
maintenance and safety, operation stickers, incident reports, driver physicals, drug
testing, training, etc.
Maintains records relating to all above, as well as rider information.
Prepares and submits monthly reports to PACE and the Board concerning buses
and ridership.
Serves as Township liaison with PACE.
Greets and welcomes visitors to the Transportation office and assists them, as
follows:
 Provides them with applications for registration as Township or T.R.I.P.
program bus riders and assists them with their completion.
 Provides them with a supply of taxi vouchers.
 Educates them in the process for scheduling and using the Township Diala-Ride service, T.R.I.P. program service and taxi vouchers, including their
responsibilities to assist us with the timely and efficient operation of the
service.
Plans and coordinates special rider events, such as the Holiday Lights Tour and
participation in the 4th of July Parade, as well as other special transportation
events.
Performs reception duties, as needed (see Job Descriptions for Office Assistants).
Drafts and submits articles for publication in the Township Newsletter.




Assists drivers by transporting them from repair shop after leaving buses for
repair/maintenance.
Completes any other job assignment that may be deemed necessary or appropriate
to fulfill the mission of the Township Board.

Knowledge, Skills and Abilities








Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.
Proficiency in the use of personal computers and word processing/spreadsheet
programs, as well as e-mail and the Internet.
Excellent communications and interpersonal skills to deal effectively and
efficiently with visitors to the Township offices.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to multi-task.

Credentials and Experience






High School Diploma.
Proven supervisory skills.
Excellent customer service skills.
Some basic bookkeeping experience/knowledge.
Current Illinois Driver’s License and willingness to utilize personal automobile
occasionally for driver transport.

Special Requirements



Ability to work some Saturday mornings on a rotating schedule and special
Township events.
Participation in employee pool for submission to random drug tests.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Transportation Assistant (P/T)
FLSA Status: Nonexempt
Report to:
Administrator and Transportation Coordinator

Duties and Responsibilities














Promptly opens office at 8:15 a.m. on scheduled Saturdays, by unlocking doors,
turning off alarm, turning on lights and office equipment, opening the safe room
door, and retrieving the cash drawer.
Answers telephone calls in a professional and courteous manner and provides
scheduling and other assistance to callers.
Accurately records rider requests for Township and T.R.I.P. transportation
services for preparation of schedules.
Prepares all daily schedules for Township buses.
Communicates with drivers via cell phone two-way radio connection concerning
scheduling additions/cancellations, questions, concerns, routing, etc.
Assists in the maintenance of records relating to all above, as well as rider
information.
Greets and welcomes visitors to the Transportation office and assists them, as
follows:
 Provides them with applications for registration as Township or T.R.I.P.
program bus riders and assists them with their completion.
 Provides them with a supply of taxi vouchers.
 Educates them in the process for scheduling and using the Township Diala-Ride service, T.R.I.P. program service and taxi vouchers, including their
responsibilities to assist us with the timely and efficient operation of the
service.
Prepares necessary correspondence to riders and others relating to Township
transportation service.
Performs reception duties, as needed (see Job Descriptions for Office Assistants).
Performs most duties of the Transportation Coordinator in her absence.
Assists with the planning and coordination of Transportation Department special
events.
Completes any other job assignment that may be deemed necessary or appropriate
to fulfill the mission of the Township Board.

Knowledge, Skills and Abilities




Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.
Proficiency in the use of personal computers and word processing/spreadsheet
programs, as well as e-mail and the Internet.






Excellent communications and interpersonal skills to deal effectively and
efficiently with visitors to the Township offices.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to multi-task.

Credentials and Experience





High School Diploma.
Excellent customer service skills.
Some basic bookkeeping experience/knowledge.
Current Illinois Driver’s License and willingness to utilize personal automobile
occasionally for driver transport.

Special Requirements



Ability to work some Saturday mornings on a rotating schedule and special
Township events.
Participation in employee pool for submission to random drug tests.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Bus Drivers
FLSA Status: Nonexempt
Report to:
Administrator and Transportation Coordinator

Duties and Responsibilities














Attendance at and satisfactory completion of all required PACE driver training
classes.
Completion of pre-pullout checklist prior to operation of the bus each day.
Safe operation of bus, following prepared schedule, collecting appropriate fares.
Safe operation of bus for special Township events.
Assistance of passengers in the safe boarding and disembarking of bus, including
mobility and assistance with packages and the securing thereof.
Safe operation and securing of handicapped equipment for riders utilizing
wheelchairs and others needing lifting assistance.
Timely communication with Transportation office utilizing cell phone two-way
radio capability regarding scheduling questions, concerns, additions/cancellations,
etc.
Accurate completion of daily paperwork and submission to Transportation
Coordinator.
The immediate reporting of all incidents and accidents involving the operation of
the Township PACE buses to the Transportation Coordinator and the timely and
accurate completion of all necessary forms reporting same.
Refueling and fluid checks (including refilling, when necessary) of buses.
The immediate reporting to the Transportation Coordinator of any
maintenance/safety problems/issues requiring correction to assure the safe
operation of the vehicle.
Cleaning of buses on a weekly basis, maintenance of bus fire extinguisher, and
purchase and maintenance of required supplies.
Taking buses for periodic maintenance and safety tests and retrieving loaner
vehicles.

Knowledge, Skills and Abilities




Excellent communications and interpersonal skills to deal effectively and
efficiently with riders.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.

Credentials and Experience




High School Diploma.
Excellent customer service skills.
Current Illinois Driver’s License and a current CDL License with a P
Endorsement (or willingness to obtain one.)






Ability to interact patiently and courteously with senior citizens and the disabled.
Ability to operate bus lift equipment and carry rider’s packages, etc.
Completion of pre-employment and other required physicals with satisfactory
results.
Participation in employee pool for submission to random drug tests.

Special Requirements


Ability to work for Township special events during other than normal business
hours.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Deputy Assessor
FLSA Status: Nonexempt
Report to:
Assessor

Duties and Responsibilities












Act in the absence of the Assessor.
Prepare all applications as required by Taxpayer inquiries.
Coordinate permit records and information.
Maintain records and files and perform general secretarial and office duties for the
Assessor.
Have the desire and ability to take and pass advanced professional courses.
Proficiency with computer and standard office equipment (with training),
including the Cook County Assessor’s website.
Order supplies for assessor’s office.
Knowledge of minimum duties of other staff position s and assist board members
as required.
Educate, train and supervise day to day activities of the other employees in the
assessor’s office.
Make recommendation to assessor regarding the annual budget.
Attend all management and technical conferences and meetings with the Cook
County Assessor’s Association.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Assessor’s Office Assistant (F-T)
FLSA Status: Nonexempt
Report to:
Assessor

Duties and Responsibilities







Meet the public and be able to answer their questions and or direct them to the
proper agency for assistance. This would be done under the supervision of the
Deputy Assessor.
Answer the telephone promptly with same purpose and result as above.
Maintain records and files and perform general secretarial office duties in the
assessor’s office.
Have the desire and ability to take and pass advanced professional courses.
Proficiency with computer and standard office equipment (with training),
including the Cook County Assessor’s website.
Knowledge of minimum duties of other staff positions and assist board members
as required.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
Assessor’s Office Assistant (P-T)
FLSA Status: Nonexempt
Report to:
Assessor

Duties and Responsibilities







Meet the public and be able to answer their questions and or direct them to the
proper agency for assistance. This would be done under the supervision of the
Deputy Assessor.
Answer the telephone promptly with same purpose and result as above.
Maintain records and files and perform general secretarial office duties in the
assessor’s office.
Have the desire and ability to take and pass advanced professional courses.
Proficiency with computer and standard office equipment (with training),
including the Cook County Assessor’s website.
Knowledge of minimum duties of other staff positions and assist board members
as required.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
General Assistance Coordinator
FLSA Status: Exempt
Report to:
Township Administrator and Township Supervisor

Duties and Responsibilities












Supervises and participates in the evaluation process of the work of all General
Assistance employees.
Oversees staff training and development.
Reviews correspondence from governmental bodies and agencies regarding
programs, policies and procedures.
Assists in developing and implementing new policies and programs.
Assists in the development of General Assistance and Needy Family Fund
budgets.
Represents the Township at meetings and community functions.
Responsible for initial intake, evaluation and qualification for General Assistance
and other related programs.
Provides information regarding and referral to community services and assistance.
Manages General Assistance and Needy Family Fund cases to assure continuity
of services.
Identifies and helps develop resources for improved human services delivery
systems.
Participates in annual Township outreach programs and events.

Knowledge, Skills and Abilities












Public speaking skill; including planning and preparing material and presenting it
effectively.
Skill in negotiation, including listening and persuading.
Clear, concise and precise writing of reports and letters.
Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.
Knowledge and skill in the use of computers, including various software
programs.
Excellent writing and communication skills.
Superb organizational skills.
Excellent customer service skills.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.










Ability to interface with other governmental units.
Ability to multi-task.
Ability to establish priorities, work independently, and proceed with objectives
without supervision.
Ability to handle and resolve recurring problems.
Ability to read, analyze and interpret correspondence from governmental bodies
and agencies regarding programs, policies and procedures
Knowledge of governmental administration and regulations.
Ability to develop and implement policies and programs.
Discretion and confidentiality which are above reproach.

Credentials and Experience






Undergraduate degree in social sciences
Proven managerial/supervisory experience.
Proven leadership abilities.
Proven excellent case management knowledge and skills.
At least two years’ related experience.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
General Assistance Caseworker
FLSA Status: Exempt
Report to:
General Assistance Coordinator and Township Administrator
Duties and Responsibilities








Responsible for initial intake, evaluation and qualification for General Assistance
and other related programs.
Provides information regarding and referral to community services and assistance.
Manages General Assistance and Needy Family Fund cases to assure continuity
of services.
Identifies and helps develop resources for improved human services delivery
systems.
Assists in the development of General Assistance and Needy Family Fund
budgets.
Represents the Township at meetings and community functions.
Participates in annual Township outreach programs and events.

Knowledge, Skills and Abilities


















Skill in negotiation, including listening and persuading.
Clear, concise and precise writing of reports and letters.
Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, minutes, and reports.
Knowledge and skill in the use of computers, including various software
programs.
Excellent writing and communication skills.
Superb organizational skills.
Excellent customer service skills.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to interface with other governmental units.
Ability to multi-task.
Ability to establish priorities, work independently, and proceed with objectives
without supervision.
Ability to handle and resolve recurring problems.
Ability to read, analyze and interpret correspondence from governmental bodies
and agencies regarding programs, policies and procedures
Knowledge of governmental administration and regulations.
Discretion and confidentiality which are above reproach.

Credentials and Experience



Undergraduate degree in social sciences.
Proven excellent case management knowledge and skills.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Job Description
Title:
FLSA:
Report to:

Food Pantry Coordinator
Nonexempt
General Assistance Coordinator

Duties and Responsibilities:

















Develops and implements plans for the physical relocation of the Food Pantry
within the Township Center;
Promotes community awareness of the Food Pantry;
Prepares monthly reports to Board;
Prepares “thank you” letters to all Food Pantry donors;
Creates and distributes Press Releases;
Writes and submits articles for the Township Report on a timely basis;
Solicits food drives and financial support;
Schedules large food drives and coordinates pick-up and delivery;
Recruits and manages volunteers for food drives and special projects;
Identifies and orders necessary items for Food Pantry operations;
Develops and maintains membership and relationship with The Greater Chicago
Food Depository;
o Monitors, collects and reports required statistics and prepares required
documentation;
Serves as Township liaison to YHOP;
o Communicates with YHOP adult and youth leadership;
o Attends fund-raising functions, as appropriate;
o Monitors donations and expenditures in compliance with the YHOP
Resolution;
o Corresponds with YHOP donors, in coordination with YHOP leadership;
Represents the Food Pantry on the Township Food Pantry Committee;
o Prepares and distributes Agenda;
Administers Cook County Community Development Block Grant;
o Identifies community needs;
o Requests grants appropriate to identified needs;
o Monitors, collects data and submits required reporting documentation.

Job Description
Title:
GA Office Assistant
FLSA Status: Nonexempt
Report to:
General Assistance Coordinator and Administrator

Duties and Responsibilities




Answers telephone calls in a professional and courteous manner and provides
information/assistance or transfers callers to appropriate GA or other Township
staff member or refers to appropriate agency.
Records accurate and complete phone or visitor messages, if necessary, and
delivers to appropriate individual.
Greets and welcomes visitors to the GA office and either directs them to the
appropriate location/individual, or assists them, as follows:

















Provides them with appropriate forms to be completed for Food Pantry
registration, Access to Care, and Township outreach programs, etc.
Makes appointments to see caseworkers and/or utilize the Food Pantry
(verifying certification prior to visit) ; or
Distributes food from the Pantry, if scheduled recipients.

Maintains office forms, supplies, bulletin board, gas cards and equipment (i.e., fax
machine, printers, copier).
Makes copies, collates, and staples materials, as requested or needed.
Performs data entry for various GA supported programs.
Processes dental and Needy Family Fund payments/repayments.
Coordinates Pantry recertification process.
Establishes and maintains permanent files; files alphabetically; retrieves files; and
purges files, as requested or needed.
Creates and maintains records of Food Pantry usage and case activity and
prepares monthly reports to the Board.
Prepares “thank-you” letters to all Food Pantry donors and letters to the editor for
food drives, in addition to mailings to schools, civic organizations, churches and
grocery stores to solicit donations of food and bags.
Coordinates donations to and distributions from Food Pantry, including food
purchases, storage issues and volunteer scheduling and supervision.
Schedules and coordinates food drives held by local businesses, schools,
churches, scout troops, the U.S. Postal Service, etc., as well as volunteer support
for them.
Coordinates with schools receipt of donations of Market Days frozen food items.
Coordinates Pantry participation in the Giving Garden program (which provides
fresh produce during the growing season), including inspecting, washing and
weighing produce and reporting weekly totals to the Daily Herald.







Provides clerical support to GA staff to process participation by GA clients.
in Township programs (Adopt-A-Family, Apple Tree, Thanksgiving and Spring
Baskets).
Submits draft articles for inclusion in the Township Newsletter.
Conducts Pantry tours, as requested.
Performs Notary duties.
Completes any other job assignment that may be deemed necessary or appropriate
to fulfill the mission of the Township Board.

Knowledge, Skills and Abilities












Knowledge of modern office procedures and methods, including telephone
communications, office systems, and record keeping.
Knowledge of modern business communication, including style and format of
letters, memoranda, and reports.
Proficiency in the use of personal computers and various software packages, as
well as e-mail and the Internet.
Excellent customer service and organizational skills.
Excellent communications and interpersonal skills to deal effectively and
efficiently with visitors to the Township General Assistance office.
Complete fluency in the English language, both verbal and written.
Good interpersonal skills and the ability to interact with others on all levels.
Ability to supervise volunteers.
Possession of basic understanding of GA policies and procedures.
Ability to lift and carry canned goods, filled grocery bags and frozen items.
Ability to multi-task.

Credentials and Experience



High School Diploma, with secretarial courses.
Proven success in the building of relationships with community representatives.

Special Requirements


Ability to work additional, non-business hours for food drives, Adopt-A-Family
distributions and other Township programs/events.

Work Environment


Palatine Township operates as a professional work environment. Individual
employees are expected to act, dress, and respond to the public in a controlled,
professional manner.

The above is intended to describe the general content of and requirements for the
performance of the position. It is not to be construed as an exhaustive statement of
duties, responsibilities or requirements for the position.

Policy Number 360
Reimbursement of Expenses

Policy and Procedure
Reimbursement of Expenses
Background:
1. Generally Township expenditures should follow the Purchasing
policies approve by the Board, but for small amounts or out-oftown travel it is more efficient to ask Elected Officials or Township
employees to pay the expense from personal funds and then seek
after-the-fact reimbursement.
2. For the convenience of the Township a standard form (“Expense
Reimbursement Form”) has been created for requesting
reimbursement of these type of expenditures.
3. The same form is also used for reporting Trustee attendance at
committee meetings.

Policy:
1. The Township’s standard form should be utilized for
reimbursement of small amounts or out-of-town travel expense.
2. Employees and Elected Officials shall be reimbursed for mileage
to and from off-site locations when their personal automobile is
used for transportation on approved Township business. The
standard IRS guideline shall be used for mileage reimbursement.
3. Depending on the destination public transportation may be used,
in which case reimbursement shall be based on out-of-pocket
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Policy Number 360
Reimbursement of Expenses
costs. Only coach class fares will be reimbursed; upgrades to
business or first class will not be reimbursed.
4. Receipts should be submitted with the standard Township form.
5. Reimbursement should be requested within 90 days of incurring
the expense. Within the 90 days, minor amounts should be
“batched” to avoid the cost to prepare many checks for small
amounts. Within the 90 days there is no forfeiture of
reimbursement due to the fiscal year.
6. Trustees are compensated for participation in board and
committee meetings. They should identify meetings attended on
the standard township expense reporting form. For 2009-2013
Trustees are due $25 per board or committee meeting with a limit
of 3 per month. For 2013-2017 the “per-diem” is $50 with a limit of
36 per year.
7. Whereas, the Illinois Local Government Travel Expense Control
Act, Pub. Act 99-0604 has been updated, the Board has approved
Ordinance #06-16 which follows.
8. All employees should be notified of this policy upon Board
approval.
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Policy Number 400
Township Transportation Program
Policy and Procedure
Township Transportation Program
Background:
1. State and Federal programs encourage Township transportation
assistance for senior citizens and the permanently disabled.
2. The Township chooses to participate in programs to assist seniors
and the permanently disabled with their transportation needs.
3. The Township participates with PACE, a regional agency which
provides vehicles for Township transportation use.
4. The Township provides out of township transportation for medical
appointments.
Policy:
1. Township residents sixty years of age or older are eligible for
Township transportation assistance. Township residents who are
permanently disabled, according to guidelines established by the
Federal Government for this purpose, are eligible for Township
Transportation assistance.
2. Senior Taxi Vouchers providing a $4 credit per ride toward the
metered fare are available for those eligible for Township
transportation assistance. Each ride must begin or end in Palatine
Township. A maximum of 10 coupons may be issued per month
per eligible resident. Vouchers may only be used by the person to
whom they are issued. The Transportation Department produces
Senior Voucher Booklets that include 10 rides.
3. Med/Work Taxi Vouchers for a value of half the taxi fare up to a
$3 maximum per coupon may be issued to eligible township
residents. A maximum of 20 coupons may be issued per month
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Policy Number 400
Township Transportation Program
per eligible resident. The vouchers may be used to/from work or
medical appointments. Vouchers may only be used by the person
to whom they are issued. The Transportation Department
produces Med/Work Voucher booklets that include 20 rides.
4. Bus riders contribute $2.50 per one way trip toward the cost of
Township Transportation assistance.
a. The Bus Driver will verify the fare being paid.
b. Occasionally a $2.50 fare may be deferred with a record
kept by the bus driver, turned in with the day’s receipts, and
indicating the passenger’s name and amount.
c. Deferrals in excess of $10 for the same person will be
referred to the GA department for verification of financial
hardship.
5. These fees may be adjusted from time to time by the Board
consistent with state, federal and PACE guidelines.
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Policy Number 410
Room Rentals and Fees

Policy and Procedure
Room Rentals and Fees
Background:
1. The Township Hall was built with taxpayer funds primarily for
the conduct of Township Business.
2. The Township Hall is a government building and while the
Board would like to make meeting rooms available to
Palatine Township residents the needs of the Township
prevent this except in exceptional circumstances.
3. The meeting rooms are used frequently in the conduct of
Township business including for temporary storage of project
related items (Easter Baskets, Bicycles).
4. Meeting outside of Township business hours would require
an employee on-premises for security, especially adjusting
the alarm system.
Policy:
1. Meeting rooms 1 and 2 may be rented to the public with the
following considerations.
a. The rental would be an exception and would need to
have a benefit for the citizens of Palatine Township
b. A Township employee or elected official would need to
attend without additional compensation to handle the
alarm for meetings outside of Township hours
c. Prior approval by the Township Board is required.
d. There will be no fee; see 1a above.
e. No rentals for partisan or non-partisan meetings
related to elections or public policy, except for Town
Meetings for public officials not facing election within
90 days.
Policy Number 410
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Policy Number 420
Reserve Fund Balances

Policy and Procedure
Reserve Fund Balances
Background:
1. “Best Practices” as suggested by the Townships of Illinois
suggests that funds be held in reserve for “rainy day”
purposes.
2. The primary purpose of these funds is to be used to respond
to cash flow problems if Cook County is late in collecting and
forwarding property tax income to the township.
3. These reserve funds can be used to cover an emergency if it
becomes necessary.
4. Reserve funds should be kept within a range of “X” number
of months of average expenses in the fund. Best practices
indicate 6 to 24 months of reserves.
5. Reserves should be calculated based upon cash on hand at
fiscal year end, as identified in the annual audit, divided by
the average annual actual expenses over the last three
fiscal years; then converted to the number of months by
multiplying by 12. See example, below.

Policy:

1. Each fund should be viewed separately for this purpose;
Town Fund, Road and Bridge, General Assistance.
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Policy Number 420
Reserve Fund Balances
2. Palatine Township should strive to maintain reserve
balances within the range of 6 to 24 months of actual
expenses. Ideal target for TF = 12 months. GA = 12
months; Road Fund = 24 months. The Road District is
higher because its expenses fluctuate more, especially
paving and snow plowing.
3. When a fund balance is below the target range, the annual
budget (excluding contingencies) should be planned with a
surplus, or at a minimum a match between expected
revenues and expected expenses.
4. When a fund balance is above the target range, the annual
levy and budget (excluding contingencies) should be
planned to bring the reserves down somewhat.
5. It is not necessary to bring the reserves into the target range
within a single year, but the levy and budget should be set to
move the balance in the correct direction.
6. Example calculation: Town Fund Feb28,2013
Cash and Cash Investments Year End = $1.4 million
2012-2013 Expenditures = $1.8 million
2011-2012 Expenditures = $1.8 million
2010-2011 Expenditures = $1.8 million
Average expenditures = (1.8 + 1.8 + 1.8 ) /3 = $1.8 million
Number of months of reserves = (1.4 / 1.8) x 12 = 9.3 Months
Actual amounts from the audit for year-end Feb28, 2013 are:
Cash and Cash Investments: $1,415,229, Expenditures: $1,783,980
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Policy Number 425
Capital Equipment Replacement Fund

Policy and Procedure
Capital Equipment Replacement Fund

Background:
1. The Township wishes to set aside funds for planning purposes to
provision for the future replacement of capital equipment and
fixtures such as HVAC, roof, parking lot, etc.
2. The Township has carefully considered its course of action in
conjunction with its auditors and legal counsel and has adopted
this policy consistent with GASB 54.
3. The Township’s Capital Equipment Replacement fund (“CER
Fund”) is established consistent with GASB 54 and will be
considered a Board Designated fund which represents an amount
that is considered by formal action to be used for a particular
purpose.
4. There are five fund balance classifications:
a. Nonspendable fund balance
Amounts that are not in a spendable form or are required to be
maintained intact.

b. Restricted fund balance
Amounts constrained to a specific purpose by their providers through
constitutional provisions, or by enabling legislation.

c. Committed fund balance
Amounts constrained to specific purposes by a government itself,
using its highest level of decision making authority; to be reported as
committed, amounts that cannot be used for any other purpose unless
the government takes the same high-level action to remove or change
the constraint.
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Policy Number 425
Capital Equipment Replacement Fund
d. Assigned fund balance
Amounts a government intends to use for a specific purpose; intent
can be expressed by the governing body or by an official body to which
the governing body delegates authority.

e. Unassigned fund balance
Available for any purpose; these amounts are reported only in a
general fund.

Policy:
1. The Township Board by motion agreed to establish the CER Fund
at its monthly meeting in February 2013.
2. The CER Fund is a committed fund balance (4.c. above), defined
as follows:
The fund balance cash assets or equivalents within the Town Fund that
are committed to specific purposes by the Township Board that cannot
be used for any other purpose unless the Township Board takes action
to remove or change the constraint.

3. Approval of this Policy 450 or its future amendment allows the
Township Board to declare the allowed uses of the funds within
the CER fund.
4. CER Funds may be used for, and only for, the following purposes:
a. Heating and Air Conditioning Equipment Replacement
b. Water Heating Equipment Replacement
c. Carpet Replacement
d. Computer hardware and software replacement
e. Roof Replacement
f. Repainting Interior Office Space
g. Parking Lot repaving
h. Tuckpointing
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Policy Number 425
Capital Equipment Replacement Fund
Draft Cover Memo:
TO: Board Members
Re: Capital Equipment Replacement Fund
We have been working together on making this a reality for several
months now and our work is nearly complete. This month the
Policy committee has completed its work to put in place a policy as
suggested by our auditor’s report. That proposed policy is
attached. It follows from the sample policies (from a library) that
were provided by the auditor to the Board in February, three
months ago. We have shortened, simplified, converted the
language from library-accounting speak to plain English.
Considering the length of time this matter has been before the
board and the three months elapsed time since the source text for
this policy has been in front of the board, the committee would like
to bypass first reading by unanimous consent and propose this
policy for approval at our meeting on April 22. (The unanimous
consent will be requested at the meeting, and is not being
requested now.)
If you have any changes which you feel must be included before
passage, please send them to me by April 16. If we receive
proposed changes by April 16, the Policy committee will attempt to
meet a second time this month to consider your proposed changes
in time for the Board meeting on April 22.

Policy Number 425

Original Approval Date
Latest Revision Date

April 22, 2013
April 22, 2013

Policy Number 430
Investment of Township Funds

Policy and Procedure
Investment of Township Funds
Background:
1. Policy 420 – Maintaining Reserves authorizes the Township
to retain reserve funds for emergency or cash flow needs
such as in the event that property taxes from the county are
late. Best practices and Township policy indicate 6 to 24
months of reserves in each separate fund.
2. Rather than lie idle, these funds should be invested by the
Township in the best interest of the taxpayers to properly
balance the safety of capital, liquidity, return on investment,
diversification, and other considerations.
3. The Township Board has approved Ordinance 05-11 which
summarizes the state statutes and refers to this Policy in it’s
Article 3. The Ordinance follows this Policy in the Policy
Manual.
4. This Policy has been review by the Township attorney to
ensure consistency with the above referenced ordinance
and state statutes.
Policy:
1. The Township Supervisor shall direct the safekeeping and
investment of funds within each of the three township funds
in a manner at all times consistent with the then current
Illinois statutes, and the provisions in Ordinance 05-11.
2. Internal controls and written operational procedures
designed to prevent losses of funds that might arise from
fraud, employee error, misrepresentation by third parties or
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Policy Number 430
Investment of Township Funds
imprudent actions by township employees shall be
established.
3. The Township Supervisor shall establish the controls and
procedures identified in “2” above, and shall cause the
township auditor to review them during the annual audit.
4. The Township shall not invest in complex, risky or unusual
investments such as derivatives or (government or nongovernment) repurchase agreements. Funds held in
accounts exceeding the insurance limit must be
collateralized, which may have an adverse effect on the
interest rate of those accounts.
5. Authorized investments shall include only:
a) Insured Certificates of Deposit of no more than
2 year duration
b) US Treasury obligations of no more than two
years duration
c) Insured Money Market Funds
d) Insured or collateralized interest bearing
checking accounts
Deposit insurance should be FDIC or similar, backed by the
Federal Government
6. The Township investment portfolio shall be diversified with a
preference for more institutions holding funds with FDIC or
equivalent safety rather than fewer institutions holding
collateralized funds.
7. Within the requirements of the state statutes and consistent
with the “prudent person rule” the Supervisor will operate
with the following priorities:
A. Safety of Principal.
B. Liquidity, so that all reasonably anticipated operating
expenses can be met.
C. Diversification among investments and institutions.
Township funds should be spread among a number of
investments and institutions. Township funds (except
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Policy Number 430
Investment of Township Funds
when FDIC insured or collateralized) should not
comprise a significant percentage of any institution’s
assets.
D. Collateralization when required by law or otherwise
prudent.
E. Rate of return on investment
F. FDIC insurance
G. When investing in CDs, generally the institution with
the highest FDIC insured interest rate for the
appropriate time frame should be utilized. When the
interest rates are equal for the appropriate time frame,
preference may be given to Palatine Township or
minority owned banks.
8. The Supervisor shall report to the Township Board at least
quarterly identifying the location, amounts, rates of return
and ratings, or other indications of safety of all invested
Township funds.
9. The Township shall not hire investment advisors, money
managers either internally or externally nor shall it provide
extra compensation to employees for performing these
duties.
10. Funds shall be handled with attention to avoid a conflict of
interest or the appearance of a conflict of interest.
11. This Policy should be reviewed and updated by the Board
at least every four years, or when the interest rate on 90 day
treasury notes reaches or exceeds two percent per year.
12. Any and all previous investment policies, including the
policy approved in 1999 are hereby revoked.
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ORDINANCE NO. __05-11________
AN ORDINANCE REGULATING THE INVESTMENT
OF PUBLIC FUNDS OF PALATINE TOWNSHIP
WHEREAS, Palatine Township is an Illinois unit of local government under the laws of
the State of Illinois; and
WHEREAS, the Public Funds Investment Act of the State of Illinois, 30 ILCS 235/1, et
seq., governs the investment of public funds by public agencies; and
WHEREAS, the Township Board of Palatine Township has determined that all public
funds of the Township be invested in compliance with the Public Funds Investment Act of the
State of Illinois.
NOW, THEREFORE, BE IT ORDAINED BY THE TOWNSHIP BOARD OF
PALATINE TOWNSHIP, COOK COUNTY, ILLINOIS, as follows:
SECTION 1:

The foregoing recitals are incorporated as substantive portions

hereof as though fully set forth herein.
SECTION 2:

The Township Board of Palatine Township, Cook County, Illinois,

hereby adopts the following policy regarding the Investment of Public Funds which shall be the
law of Palatine Township, and shall provide as follows:
INVESTMENT OF PUBLIC FUNDS
§1

PUBLIC FUNDS

“Public funds,” as used in this Article, shall mean current operating funds, special
funds, interest and sinking funds, and funds of any kind or character belonging to
or in the custody of the Township. This Article does not apply to pension funds
or retirement systems established under the Illinois Pension Code, 40 ILCS 5/1101, except as otherwise provided in that Code.
§2

AUTHORIZED INVESTMENTS
(A)

The Township may invest its public funds as follows:

(1)

in bonds, notes, certificates of indebtedness, treasury bills or other
securities now or hereafter issued, which are guaranteed by the full
faith and credit of the United States of America as to principal and
interest;

(2)

in bonds, notes, debentures, or other similar obligations of the
United States of America or its agencies;

(3)

in interest-bearing savings accounts, interest-bearing certificates of
deposition or interest-bearing time deposits or any other
investments constituting direct obligations of any bank as defined
by the Illinois Banking Act; 205 ILCS 5/1, et seq.

(4)

in short term obligations of corporations organized in the United
States with assets exceeding $500,000,000 if (i) such obligations
are rated at the time of purchase at one of the 3 highest
classifications established by at least 2 standard rating services and
which mature not later than 180 days from the date of purchase,
(ii) such purchases do not exceed 10% of the corporation’s
outstanding obligations and (iii) no more than one-third of the
Township’s funds may be invested in short term obligations of
corporations; or

(5)

in money market mutual funds registered under the Investment
Company Act of 1940, 15 U.S.C.A. § 80a-1, et seq., provided that
the portfolio of any such money market mutual fund is limited to
obligations described in paragraph (1) or (2) of this subsection and
to agreements to repurchase such obligations.

(B)
In addition to any other investments authorized under this Article, the
Township may invest its public funds in interest bearing bonds of any county,
township, city, incorporated town, municipal corporation, or school district. The
bonds shall be registered in the name of the Township or held under a custodial
agreement at a bank. The bonds shall be rated at the time of purchase within the 4
highest general classifications established by a rating service of nationally
recognized expertise in rating bonds of states and their political subdivisions.
(C)
Investments may be made only in banks which are insured by the Federal
Deposit Insurance Corporation. The Township may invest its public funds in
short term discount obligations of the Federal National Mortgage Association or
in shares or other forms of securities legally issuable by savings banks or savings
and loan associations incorporated under the laws of this State or any other state
or under the laws of the United States. Investments may be made only in those
savings banks or savings and loan associations the shares, or investment

certificates of which are insured by the Federal Deposit Insurance Corporation.
Any such securities may be purchased at the offering or market price thereof at
the time of such purchase. All such securities so purchased shall mature or be
redeemable on a date or dates prior to the time when, in the judgment of such
governing authority, the public funds so invested will be required for expenditure
by the Township or its governing authority. The expressed judgment of any such
governing authority as to the time when any public funds will be required for
expenditure or be redeemable is final and conclusive. The Township may invest
any public funds in dividend-bearing share accounts, share certificate accounts or
class of share accounts of a credit union chartered under the laws of this State or
the laws of the United States; provided, however, the principal office of any such
credit union must be located within the State of Illinois. Investments may be
made only in those credit unions the accounts of which are insured by applicable
law.
(D)
For purposes of this Section, the term “agencies of the United States of
America” includes: (i) the federal land banks, federal intermediate credit banks,
banks for cooperative, federal farm credit banks, or any other entity authorized to
issue debt obligations under the Farm Credit Act of 1971, 12 U.S.C.A. 2001, et
seq., and Acts amendatory thereto; (ii) the federal home loan banks and the
federal home loan mortgage corporation; and (iii) any other agency created by Act
of Congress.
(E)
Except for pecuniary interests permitted under the Township Code or
under Section 3.2 of the Public Officer Prohibited Practices Act, 50 ILCS 105/3.2,
no person acting as treasurer or financial officer or who is employed in any
similar capacity by or for the Township may do any of the following:
(1)

have any interest, directly or indirectly, in any investments in
which the agency is authorized to invest.

(2)

have any interest, directly or indirectly, in the sellers, sponsors, or
managers of those investments.

(3)

receive, in any manner, compensation of any kind from any
investments in which the agency is authorized to invest.

(F)
The Township may also invest any public funds in a Public Treasurers’
Investment Pool created under Section 17 of the State Treasurer Act, 15 ILCS
505/17. The Township may also invest any public funds in a fund managed,
operated, and administered by a bank, subsidiary of a bank, or subsidiary of a
bank holding company or use the services of such an entity to hold and invest or
advise regarding the investment of any public funds.

(G)
To the extent the Township has custody of funds not owned by it or
another public agency and does not otherwise have authority to invest such funds,
the Township may invest such funds as if they were its own. Such funds must be
released to the appropriate person at the earliest reasonable time, but in no case
exceeding 31 days, after the private person becomes entitled to the receipt of
them. All earnings accruing on any investments or deposits made pursuant to the
provisions of this Article shall be credited to the public agency by or for which
such investments or deposits were made, except as provided otherwise in Section
4.1 of the State Finance Act, 30 ILCS 105/4.1, or the Local Governmental Tax
Collection Act, 35 ILCS 715/1, et seq., and except where by specific statutory
provisions such earnings are directed to be credited to and paid to a particular
fund.
(H)
The Township may purchase or invest in repurchase agreements of
government securities having the meaning set out in the Government Securities
Act of 1986, 15 U.S.C.A. § 78a, et seq., subject to the provisions of said Act and
the regulations issued there under. The government securities, unless registered
or inscribed in the name of the Township, shall be purchased through banks or
trust companies authorized to do business in the State of Illinois.
(I)
Except for repurchase agreements of government securities which are
subject to the Government Securities Act of 1986, the Township shall not
purchase or invest in instruments which constitute repurchase agreements, and no
financial institution may enter into such an agreement with or on behalf of the
Township unless the instrument and the transaction meet the following
requirements:
(1)

The securities, unless registered or inscribed in the name of the
Township, are purchased through banks or trust companies
authorized to do business in the State of Illinois.

(2)

An authorized public officer after ascertaining which firm will give
the most favorable interest rate, directs the custodial bank to
“purchase” specified securities from a designated institution. The
“custodial bank” is the bank or trust company, or agency of
government, which acts for the Township in connection with
repurchase agreements involving the investment of funds by the
Township. The State Treasurer may act as custodial bank for the
Township. To the extent the Treasurer acts in this capacity, he is
hereby authorized to pass through to the Township any charges
assessed by the Federal Reserve Bank.

(3)

A custodial bank must be a member bank of the Federal Reserve
System or maintain accounts with member banks. All transfers of

book-entry securities must be accomplished on a Reserve Bank’s
computer records through a member bank of the Federal Reserve
System. These securities must be credited to the Township on the
records of the custodial bank and the transaction must be
confirmed in writing to the Township by the custodial bank.
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(4)

Trading partners shall be limited to banks or trust companies
authorized to do business in the State of Illinois or to registered
primary reporting dealers.

(5)

The security interest must be perfected.

(6)

The Township enters into a written master repurchase agreement
which outlines the basic responsibilities and liabilities of both
buyer and seller.

(7)

Agreements shall be for periods of 330 days or less.

(8)

The Township Supervisor or designee of the Township Board
informs the custodial bank in writing of the maturity details of the
repurchase agreement.

(9)

The custodial bank must take delivery of and maintain the
securities in its custody for the account of the Township and
confirm the transaction in writing to the Township. The Custodial
Undertaking shall provide that the custodian takes possession of
the securities exclusively for the Township; that the securities are
free of any claims against the trading partner; and any claims by
the custodian are subordinate to the Township’s claim to rights to
those securities.

(10)

The obligations purchased by the Township may only be sold or
presented for redemption or payment by the fiscal agent bank or
trust company holding the obligations upon the written instruction
of the Township Supervisor or officer authorized to make such
investments.

(11)

The custodial bank shall be liable to the Township for any
monetary loss suffered by the Township due to the failure of the
custodial bank to take and maintain possession of such securities.

INVESTMENT POLICY

(A)
Investment of public funds by the Township shall be governed by a written
investment policy adopted by the Township. The level of detail and complexity of the
investment policy shall be appropriate to the nature of the funds, the purpose for the funds, and
the amount of the public funds within the investment portfolio. The policy shall address safety
of principal, liquidity of funds, and return on investment and shall require that the investment
portfolio be structured in such manner as to provide sufficient liquidity to pay obligations as they
come due. In addition, the investment policy shall include or address the following:
(1)

a listing of authorized investments;

(2)

a rule, such as the “prudent person rule,” establishing the standard of care
that must be maintained by the persons investing the public funds;

(3)

investment guidelines that are appropriate to the nature of the funds, the
purpose for the funds, and the amount of the public funds within the
investment portfolio;

(4)

a policy regarding diversification of the investment portfolio that is
appropriate to the nature of the funds, the purpose for the funds, and the
amount of the public funds within the investment portfolio;

(5)

guidelines regarding collateral requirements, if any, for the deposit of
public funds in a financial institution made pursuant to this Article, and, if
applicable, guidelines for contractual arrangements for the custody and
safekeeping of that collateral;

(6)

a policy regarding the establishment of a system of internal controls and
written operational procedures designed to prevent losses of funds that
might arise from fraud, employee error, misrepresentation by third parties,
or imprudent actions by employees of the entity;

(7)

identify that the Township Supervisor is responsible for establishing the
internal controls and written procedures for the operation of the
investment program;

(8)

performance measures that are appropriate to the nature of the funds, the
purpose for the funds, and the amount of the public funds within the
investment portfolio;

(9)

a policy regarding appropriate periodic review of the investment portfolio,
its effectiveness in meeting the Township’s needs for safety, liquidity, rate
of return, and diversification, and its general performance;
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(10)

a policy establishing at least quarterly written reports of investment
activities by the Township Supervisor for submission to the Township
Board. The reports shall include information regarding securities in the
portfolio by class or type, book value, income earned, and market value as
of the report date;

(11)

a policy regarding the selection of investment advisors, money managers,
and financial institutions; and

(12)

a policy regarding ethics and conflicts of interest.

(B)

The investment policy shall be adopted by the Township Board.

(C)

The investment policy shall be made available to the public at the main
administrative office of the Township.

DESIGNATION OF PAYEE

If any securities, purchased under authority of this Article, are issuable to a designated
payee or to the order of a designated payee, then the Township shall be so designated, and
further, if such securities are purchased with money taken from a particular fund of the
Township, the name of such fund shall be added to that of the Township. If any such securities
are registerable, either as to principal or interest, or both, then such securities shall be so
registered in the name of the Township, and in the name of the fund to which they are to be
credited.
§5

SAFEKEEPING AND DISPOSITION OF SECURITIES

All securities purchased under the authority of this Article shall be held for the benefit of
the Township which purchased them, and if purchased with money taken from a particular fund,
such securities shall be credited to and deemed to be a part of such fund, and shall be held for the
benefit thereof. All securities so purchased shall be deposited and held in a safe place by the
person or persons having custody of the fund to which they are credited, and such person or
persons are responsible upon his or their official bond or bonds for the safekeeping of all such
securities. Any securities purchased by the Township under authority of this Article, may be
sold at any time, at the then current market price thereof, by the Township Board. Except as
provided in Section 4.1 of “An Act in relation to State finance,” 30 ILCS 105/4.1, all payments
received as principal or interest, or otherwise, derived from any such securities shall be credited
to the Township and to the fund by or for which such securities were purchased.
§6
INVESTMENTS OR DEPOSITS
FINANCIAL INSTITUTIONS

WITH

OR

IN

MINORITY

OWNED

When investing or depositing public funds, each custodial shall, to the extent permitted
by this Article, and by the lawful and reasonable performance of his custodial duties, invest or
deposit such funds with or in minority-owned financial institutions within this State.
SECTION 3: If any section, paragraph, clause, or provision of the Ordinance shall be
held invalid, the invalidity thereof shall not affect any of the other provisions of this Ordinance.
SECTION 4: All previously approved Ordinances, resolutions or policies regarding
investment of public funds are hereby repealed.
SECTION 5: This Ordinance shall be in full force and effect from after its passage,
approval and publication as provided by law.

YES

NO

ABSENT

PRESENT

Farina
Goes
Huley
Langlotz-Johnson

Fleming
TOTAL

APPROVED by the Palatine Township Board on _______________________________, 2011.
____________________________________
Linda Fleming
SUPERVISOR
ATTEST:
________________________________________
Lisa Moran, TOWNSHIP CLERK

Policy Number 440
Township Service Fees

Policy and Procedure
Township Service Fees

Background:
1. Palatine Township wishes to operate in a fiscally prudent manner.
2. Certain services are provided to the public at no charge, and other
services are provided for which the Township charges a fee.
3. For the benefit of the public this Policy identifies the services
which require payment of a fee and lists some services for which a
fee is not charged.
4. It is not the intent of this policy to list all Township services which
do not involve a fee (snowplowing, food pantry, etc) but it is
intended that all services which require a fee be listed.
Policy:
1. The following listing indicates services provided and the amount of
the fee, if any, that is charged for the service.
a. Transportation by Township Bus (see also Policy 400)
$ 2.50 each way within the Township
$ 5 each way for “TRIPS” to adjacent-township medical
appointments; $10 each way for TRIPS beyond adjacent
townships.
b. Notary Public Service – No Charge
c. RTA Senior Transportation Photo ID Cards - $2
d. Yard Waste Stickers - $4 for 8 stickers
e. Cook County Vehicle Stickers – $3. Except seniors 65 and
over and disabled individuals.
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Policy Number 450
Sale of Personal Property

Policy and Procedure
Sale of Personal Property

Background:
1. Personal Property, as opposed to Real Property (real estate), may
be capital or non-capital and may or may not have a property
number tag.
2. The electors may authorize sale of personal property at the annual
or special meetings. In addition, the Illinois state legislature has
amended the township code to provide explicitly for the sale of
personal property ( 60 ILCS 1/ 30-50(d)) between town meetings.
3. Palatine Township desires to ensure that its policies are at all
times consistent with state law.
Policy:
1. Anytime during the year, the township or township road district
may dispose of personal property.
2. Unless approved by the electors, an affirmative vote of the
Township Board is required to dispose of personal property owned
by the Township.
3. Personal property owned by the Road District, may be disposed
of at the request of the Highway Commissioner, and approval by
the Township Board. The Township Board can not dispose of
Road District personal property on its own initiative.
4. The sale of any Township or Road District personal property, once
authorized as described in this Policy, shall be performed in
Policy Number 450

Original Approval Date
Latest Revision Date

February 25, 2013
February 25, 2013

Policy Number 450
Sale of Personal Property
accordance with the notice, publication, and bid requirements
prescribed in 30-50 (d) of the Township Code.
5. A trade-in of machinery or equipment on new or different
machinery or equipment does not constitute the sale of Township
or Road District property.
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Policy Number 460
Asset Capitalization

Policy and Procedure
Capitalization Policy
Background:
1. Based on standard accounting principals and practices
assets over a certain value should be identified as capital
assets of the township.
2. The threshold for capitalizing assets should be set based
somewhat on the materiality of the asset to the total size of
the township.
3. Capitalized office equipment is tagged and assigned a
township capital equipment number. The departmental
location of capitalized office equipment is tracked using a
computerized database/listing.
4. Until fiscal 2010-2011 the township auditor has not
recommended that major township infrastructure assets,
primarily roads, needed to be capitalized. During the 20102011 audit the township auditor (McClure Inserra)
recommend that major infrastructure assets, primarily roads,
should be capitalized.
5. During the audit for fiscal 2010-2011 the auditor suggested
that the Township raise the threshold for capitalizing office
equipment from $500 to $2500.
Policy:
1. The Township Board recognizes the extra staff work
required to track office capital equipment and the accounting
work to depreciate same, and also acknowledges that
tracking capital equipment by item number and department
is a deterrent to inadvertent loss of equipment and/or fraud.
Policy Number 460
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Policy Number 460
Asset Capitalization
2. The Board hereby sets the minimum capitalization amounts:
for individual equipment items at $1000 per item, for
buildings and improvements at $10,000, and for
infrastructure assets (roads, bridges, culverts, curbs,
sidewalks, lighting systems, gutter and drainage systems) at
$50,000. While not capitalized if valued at less than $1000,
computers, monitors and printers are to be tracked with an
asset tag if their cost is over $500.
3. The cost of maintenance shall be expensed.
4. The Board concurs with the most recent auditor’s
recommendation and authorizes the accounting staff to
support the steps necessary to capitalize the major
infrastructure assets of the Township.
5. The Board establishes the following depreciation intervals
for capital equipment consistent with current IRS guidelines
(Publication 946- How to Depreciate Property): all
depreciation to be straight line.
Lacking IRS guidance in Publication 946, the Board and
Highway Commissioner assign the following depreciation
intervals:
Road Improvements 10 years
Buildings – 39 years
6. Resolution 18-5 and any others in conflict with this policy are
herby repealed.
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Policy Number 500
Reporting Relationships

Policy and Procedure
Reporting Relationships

Background:
1. A standard set of expectations between employee and employer
allows employees to know where they stand.
2. Having personnel policies in written form allows management,
employees, and the public to be aware of personnel policies and
changes in personnel policy when and if they are made.
3. Each employee should have a single designated “supervisor” from
who he/she receives formal direction. (Not to be confused with
“Supervisor”, an elected position.)
4. In order for the Township to operate efficiently employees need to
coordinate their work with each other. Leadership may come from
fellow employees other then the person’s official “supervisor”.
This is often referred to as a “dotted line relationship”.
Policy:
1. The attached listing indicates employee job titles, the formal
reporting relationship, and the “dotted line relationship” with one or
more job titles reflecting leadership positions. These leaders may
from time to time provide coordination and technical direction to
the employees performing a specific job.
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Job Title
Administrator
Administrative Assistance
Coordinator Community Outreach
Financial Manager
Building & Grounds Assistant
Transportation Coordinator
Transportation Assistant
Bus Driver
Deputy Assessor
Assessor Office Assistant
GA Coordinator
GA Caseworker
GA Office Assistant
Food Pantry Coordinator
Road District Superintendent
Mechanic/Driver

Official "Reports to"
Supervisor
Administrator
Administrator
Administrator
Administrator
Administrator
Transportation Coordinator
Transportation Coordinator
Assessor
Assessor
Supervisor
GA Coordinator
GA Coordinator
GA Coordinator
Highway Commissioner
Road District Superintendent

Dotted Line Reporting to
Township Board
Supervisor, Clerk
Supervisor
Supervisor
Supervisor
Supervisor
Administrator
Administrator
Deputy Assessor
Administrator
Administrator
Administrator
Administrator
Highway Commissioner

Policy Number 510
Flag Etiquette

Policy and Procedure
Flag Etiquette

Background:
1. The American Flag flying proudly is symbolic of a strong nation.

2. United States flag code applies to government building at all
levels.
Policy:
1. Since the Town Hall is a public building, official U.S. policy for
flying the flag shall be followed on all days when the township is
open for business.
2. Whenever practical, the flag at the Town Hall shall be flown every
day, 24 hours per day.
3. The Flag at the Town Hall shall be flown at half staff only in
conformance with the rules and regulations in the U.S. Flag Code.
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Policy Number 520
Identity Protection

Policy and Procedure
Identity Protection

Background:
1. Palatine Township desires to serve the public with “first class”
service, which includes protection from use of township data for
identity theft.
2. The Illinois Identity Protection Act, 5 ILCS 179/1 et seq. requires
all local government agencies to draft and approve an identityprotection policy.
Policy:
1. All employees who have access to social security numbers in the
course of performing their duties shall be required to attend
training on the protection of confidentiality of social security
numbers. The training will include instructions on the proper
handling of information that contains social security numbers from
the time of collection through the destruction of the information.
2. Only employees who are required to use or handle information or
documents that contain social security numbers may access such
information or documents.
3. Any request for social security numbers from township residents
shall be accomplished in a manner that allows the social security
number to be easily redacted if a document is required to be
released as part of a public records request.
4. Any request for social security numbers from residents shall
include a statement of the purpose or purposes for which the
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Policy Number 520
Identity Protection
social security number is being collected and used.
5. A written copy of this policy shall be filed with and maintained on
file by the Township Clerk. This policy shall be made available to
any member of the public upon request. Any amendment to this
policy after its initial adoption shall be filed with the Township Clerk
and a copy of the amended policy shall be made available to
Township employees.
6. Violation of the provisions of this policy by employees of the
Palatine Township shall be grounds for discipline up to and
including dismissal.
7. Each current employee shall be given a copy of this policy within
30 days after approval or amendment by the Township Board. All
future new employees will be provided a copy upon their
employment with the Township. Acknowledgement of receipt of
the policy should be included in the employee’s personnel file.
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Policy Number 530
Website Updates and Changes
Policy and Procedure
Website Updates and Changes

Background:
1. There is a need for the Chair (Elected Official) of the Website
Committee to keep proper oversight and effective control of
additions and changes to the website.
2. It is necessary to maintain a standard of uniformity, consistency,
accuracy, and an attractive website format. Too many people
making changes/updates without supervision would lead to
confusion, chaos and errors.
Policy:
1. To maintain a standard of uniformity, consistency, accuracy and
an attractive website format, website access needs to be limited to
a few trained Township employees appointed by the Township
Administrator to work with the Chair of the Website Committee.
2. The Chair of the Website Committee has the responsibility to
ensure that accurate and appropriate content and formatting is
maintained on the Township website. Any additions or changes to
the website must be sent to the Chair of the Website Committee,
or a designated staff person, for review and placement on the
website.
3. Trained Website coordinators will strive to make website additions
or changes in 1-2 business days after approval.
4. All requested changes, additions, or deletions must be submitted
to the Website Committee Chair or his/her designee for review
and action. Website Committee Chair will provide a website report
at Board Meetings.
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Policy Number 535
Website Linking
Policy and Procedure
Website Linking Policy

Background:
1. As a convenience to the visitors to our website, Palatine Township
wishes to provide, from time to time, links on our website to
transfer visitors to other websites.
2. It is appropriate to maintain a standard of uniformity and
consistency in providing these links
3. Further, Palatine Township wishes to publicly note the usual
cautions and disclaimers related to use of our website.
Policy:
1.The Palatine Township hyperlinks policy, (“Linking Policy”), establishes the criteria used by the
Township to determine whether a link to a third party website may be placed on the Palatine Township
website. This policy applies to the Township’s website, identified as www.palatinetownship.com , and
all subwebs, mirror sites and web pages contained with the Township’s website.
2. The website created and maintained by Palatine Township is not intended to be a traditional public
forum, a designated public forum or a limited public forum. The Palatine Township website is operated
for the purpose of providing access to local government information, departments, services and
programs. In furtherance of this intent, Palatine Township believes that it is beneficial to provide links
to websites outside of the control of the Township under certain circumstances. The links included with
the Township’s web pages will allow a visitor to leave the Palatine Township web site and go directly to
the linked website. The selection of which links to make available on the Palatine Township website
shall constitute governmental speech rather than private speech.
3. Links are limited to those websites that are deemed relevant to the mission of Palatine Township,
serve the Township’s governmental purpose, and satisfy one of the following specific categories:
 Websites that promote tourism, industry, and economic welfare within the Palatine Township
community.
 Websites that are owned and operated by newspapers of general circulation (as defined by
Illinois State Statues).
 Websites that are owned and operated by local, state, federal government and educational
agencies.
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Policy Number 535
Website Linking



Websites that are owned and operated by utilities that serve the residents of Palatine Township.
Websites of organizations that receive direct financial support from Palatine Township.

4. In order to avoid the appearance of the Township’s endorsement of political content, links shall not
be provided to websites that sponsor or promote a candidate for elected office, or that sponsor or
promoted any political party or organization, whether for election purposes, ballot proposals or
otherwise.
5. Nothing in this policy shall guarantee that a business or non‐profit organization shall be linked to on
the Palatine Township website. Palatine Township reserves the right not to provide a link to any
website that contains obscene or objectionable images and/or text, and further reserves the right to
remove links to websites that no longer fulfill the above requirements or cannot be accessed reliably.
6. Palatine Township provides links to third party websites only as a convenience, and the inclusion of
any link does not imply endorsement by Palatine Township of the third party website or the information,
products, content or services contained on such website. The linked websites are not under the control
of Palatine Township and the Township is not responsible for the contents of any linked website, or for
the contents of any other links contained within the linked website. Palatine Township is further not
responsible for any changes or updates to such websites. Palatine Township does not warrant or
guarantee that the information accessible through the links on its website is timely, authoritative,
accurate or factual. Palatine Township is further not responsible for webcasting or any other form of
transmission received from any linked suite.
7. Visitors to the Palatine Township website assume the entire risk related to the use of any data on the
Township website or on the linked websites. Palatine Township staff provides information for the
Township website. While we try to keep it accurate and up‐to‐date, we cannot guarantee that it will be
uninterrupted, that it will always be entirely current, that it will be error‐free, or that the webpages or
the servers that makes it available are free of viruses or other harmful components. In no event will
Palatine Township be liable to a visitor or to any third party for any direct, indirect, incidental,
consequential, special or exemplary damages or lost profit resulting from any use or misuse of the data
on the Palatine Township website or any linked website.
8. To request that Palatine Township provide a link to your website, please send a request in writing,
including the name, internet address and a brief description of the purpose of your website directly to
the Township Administrator, 721 South Quentin Road, Palatine, Illinois 60067.
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Policy Number 536
Website Advertising
Policy and Procedure
Background:
1.

Property taxes continue to be the major source of revenue for
Palatine Township, which presents challenges in a depressed
economy.

2.

A depressed economy will continue to increase the demand for
township services, placing greater pressure on the Town Fund and
limited revenue sources available to the Township.

3.

Palatine Township investigated Website Advertising through a
broker as a new way to raise revenues without raising taxes.

Policy:
1.

Upon review, the Palatine Township Board will require and pass a
current Website Advertising ordinance/resolution, Internet
Advertising Policy (Exhibit A), an Off-Limits Solicitation List
(Exhibit B) and a Broker Agreement before implementing
advertising placement on the website.
2. Palatine Township (Site Owner) has sole discretion and control
over online ad selection, advertising policy, advertising guidelines,
privacy and off-limit solicitation lists in working with a broker in
procuring ads to generate revenue for Palatine Township. The
selection of which advertisements to make available on the
Palatine Township website shall constitute governmental speech
rather than private speech.
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EXHIBIT A
PALATINE TOWNSHIP INTERNET WEBSITE ADVERTISING POLICY
Purpose:
The Palatine Township (site owner) website is available to anyone using the Internet. Governmental websites, such
as the Palatine Township (site owner) website, is are unique, as they are also subject to government laws and
regulations. Visitors to the website expect accurate information. With this in mind the Palatine Township Board
has the responsibility to iensure that sponsorship, i.e. advertisers, are sensitive to a diverse customer audience. The
Palatine Township (site owner) website is not intended to be a traditional public forum, a designated public forum
or a limited public forum.a non-public forum. Palatine Township (site owner) neither endorses nor supports
individual private commercial enterprises.
This governmental website will be reasonably restricted based on the policies listed below. The restrictions are not
an effort to suppress expression but to insure that the quality and caliber of the content submitted by advertisers is
appropriate and compatible with the website’s purpose. Advertisements are restricted to size and design
determined by the Palatine Township Office. The selection of which advertisements to make available on the
Palatine Township website shall constitute governmental speech rather than private speech.
Definitions:
Advertising: Internet advertising may include, but is not limited to, banners and icons that may include
links to commercial and/or non-commercial internet sites. Internet advertising shall not include “spyware”, “mal-ware” and/or any “viruses” and/or programs considered to be malicious.
Website: means Palatine Township (site owner) site, website, internet page, and/or web page, with the
Internet address www.palatinetownship.com . This website is meant to provide the public with
information on Palatine Township programs and services.
Non-public forum: means the Website that is used exclusively to provide information from the Site
Owner to the public. The content of the Website represents the speech of the site owner and not the speech
of any other private or public person or entity.
The Palatine Township (site owner) will consider advertisers and advertising content based on the following
general policies:
1. It is the intent of the Site Owner to offer the opportunity to advertise only to advertisers who meet the Site
Owner’s Internet Advertisement Policy guidelines, regardless of age, sex, ethnic origin, gender or other
factors. The Site Owner reserves the right to review all potential advertisers and advertising content in
order to insure that no appearance of endorsement is created.
2. An Advertising Off-Limits Solicitation List (Exhibit B) will be provided to a broker to discourage any
conflict of interest.
3. No advertisements or links to sites containing inappropriate material will be accepted. The Palatine
Township (site owner) reserves the right to deny any and all requests for inclusion of inappropriate
advertisements on the website. In addition, the Palatine Township (site owner) reserves the right to remove
any inappropriate link and/or advertisement from the website at its sole discretion.
Inappropriate material includes but is not limited to the following (inappropriate advertising examples include):


Unauthorized or unapproved use of the Site Owner’s advertisingement assets (such as, talent, logos,
characters, etc.),
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Pornography advertisements, including but not limited to any site selling, showing, linking, offering for
free or otherwise, sex related matters in any medium and/or media, products or services that include
massage parlors, escort services and/or matters with sexual overtones,
Potentially slanderous or libelous content,
Bad language, body parts, proxies for bad language,
Indecent language or behavior,
Gambling,
Hostility or violence,
Illegal dDiscrimination of any group,
Attacks considered motivated by bias towards any ethnic, racial, sexual, or religious group,
Content harmful to children, emotionally or physically.
Alcoholic beverages,
Tobacco products,
Inherently dangerous products,
Advertisements and/or links for products and/or services that violate the law,
Advertising that is false, misleading, deceptive and/or offensive to the moral standards of the
community, or contrary to good taste,
Advertising which might be contrary to the best interests of the Site Owner, its departments, appointed
and elected officials, respectively and/or states or suggests that proponents or opponents of the persons
or measures advertised are vulgar, greedy, immoral, monopolistic, illegal or unfair,
Political advertising,
Gun advertisements (firearms, bullets, etc.),
Involves or refers to political, religious, moral or environmental issues subject to public debate,
Any information that would subject the website to be a public forum,
Links to sites that contain malicious software that may be uploaded and/or downloaded to the internet
user’s computer, including but not limited to spyware, adware, malicious pop-ups, and/or viruses.
Non-malicious “Cookies”, a very small text document that often includes anonymous unique
identifiers, are acceptable.

4. Additional advertisement requirements and restrictions:
a. The Palatine Township (site owner) reserves the right to reject or to suspend any advertisement that
is deemed by the Site Owner, in his/her sole discretion, to disrupt site service or performance or is
reported to negatively affect user experience.
b. The advertising content must be clearly identifiable as an advertisement.
c. The advertiser must fulfill the advertised offer as stated in the advertisement, including without
limitation, not altering any offer periods, product offers or prices that are stated in the
advertisement unless advertiser has obtained the Palatine Township (site owner) prior approval.
d. Advertisements cannot mislead the user. For example, they may not mimic or resemble
Windows/Mac/Unix dialog boxes, error messages, or the like.
e. Advertisements cannot resemble Site Owner content.
f. Advertisements cannot solicit or collect, or appear to solicit or collect, any personally identifiable
information from visitors without their knowledge.
g. Advertisements cannot contain graphics that simulate interactivity (i.e. Dropdown menus, search
boxes etc.).
h. Advertisements cannot mimic news headlines in design, tone, third person sentence structure, or
topic.
i. Audio events:
a. Must be initiated by user click
b. Must include a clearly labeled button or link to stop audio
c. Audio clips cannot loop
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d. Additional specifications that amend or supersede these general guidelines may
apply for individual ad products.
5. Requirements and restrictions for Click-through URLs and third-party code:
a. After clicking on any ad unit, users must be able to return to Site Owner’s website by clicking
on the browser's back button.
b. Any destination URLs that result in a trap door effect (i.e. The user cannot return to Site
Owner’s website by clicking the browser's "back" button), are not permitted.
c. User clicks cannot launch stand-alone video/audio players or otherwise display content outside
the standard browser window.
d. User clicks on advertisement may not result in the launch of multiple browser windows.
e. Advertisement cannot launch windows when served.
f. Advertisement can launch a new browser window upon user click
g. All advertisements, including any javascript and/or tracking code, placed on any online
properties of the Site Owner must be served from a secure location/server. Otherwise, the Site
Owner reserves the right not to accept the campaign due to security reasons.
h. The advertiser's site must include a privacy policy that is clearly posted.
6. IAB (Internet Advertising Bureau, IAB.net) standards
a. Advertising must comply with the standards established by the Internet Advertising Bureau,
among other requirements stated in this guideline. Where there is a conflict the more stringent
standard shall apply.
b. Additional specifications that amend or supersede these general guidelines may apply for
individual ad products.
7. Acceptable advertising materials include but are not limited to:
a. Public Benefit Facilities and Venues. The Site Owner may have certain facilities and venues
that promote the arts, science, cultural studies and other public purposes. Advertising and
promotion of events, programs and exhibits at such facilities is acceptable.
b. Commercial Enterprises in which the Site Owner has a Financial Interest. The Site Owner may
have leasehold and other financial interests in certain commercial enterprises, and derives a
financial benefit from their activities.
c. Program Sponsors and Donors - Program sponsors and cash or services donors may be
acknowledged through a display of their names, logos or other information.
d. Government Agencies; Academic Institutions; Public-Private Partnerships; Professional,
Cultural, Community-Based and Non-Profit Organizations
e. Advertisements from commercial and/or non-commercial entities not contrary to the intent of
these guidelines.
In the event of limitations in the number of advertisements available on the Website, the selection
of advertisements shall be given priority based on the foregoing categories, where category (a)
shall be given the highest priority and category (e) shall be given the lowest.
8. Notice of Leaving Palatine Township Website and a Disclaimer
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When providing links to sites on the Site Owner’s website, the Site Owner retains the right to place a
disclaimer on the home page disavowing endorsement or responsibility for the material on sites being
linked.
9. Contractors that Create Websites
All advertisers who contract to place advertisements on the Website shall be provided access to a copy of
this policy. Adherence to these policies will be a condition of the contract.
10. Authority of the Site Owner
The Site Owner, at its sole discretion, is authorized to order removal of material from the website that is
noncompliant with these adopted guidelines, including but not limited to cancellation of the Internet
advertising contracts without penalty to the Site Owner.
11. Link Maintenance
The Site Owner may routinely check links on its websites to ensure they are functional and contain no
material that violates this policy, including but not limited to, inappropriate material and/or links to
inappropriate materials.
12. Rights Reserved
The empowering Ordinance and Guidelines shall not be considered a vested right, public or private, to have
internet advertisement displayed on governmental websites. Palatine Township (site owner) shall have
discretion in the selection of any and all entities that respond to Requests for Proposal for internet
advertisement and also retains the right to reject any and all proposals for internet advertisement. The
selection of which advertisements to make available on the Palatine Township website shall constitute
governmental speech rather than private speech.
13. Intellectual Property
By placing advertising on the Palatine Township website an advertisers shall be deemed to have warranted
that it owns all of the intellectual property rights to any and all media comprising or contained within the
advertisement and agrees to indemnify and hold the Township harmless from and against all claims of
infringement or misappropriation of intellectual property rights granted under international, federal, state or
local laws.
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Palatine Township Town Fund Off-Limits Solicitation List
for Website Advertising, October 2010 (Exhibit B)

303 Taxi
Access to Care
Action Fence Contractors
ADT Security Services
AECOM Technical Corporation
Alexian Bros Corporate Health Service
Alexian Center for Mental Health
All Secure Locks
Allen Awards
Allied Waste Service
Alpine Automotive
Alzheimer’s Association
American Appraisal Assoc.
American Charge Service
American Express
American Hotel Register Co.
American Legion Palatine Post 690
Ancel, Glink, Diamond, Bush, Dicianni
Anderson Lock
Andromeda Technology Solutions, Inc.
ARC Disposal & Recycling #551
Aronson Fence Co, Inc.
Assurant Use Union Security Insurance
AT&T
AT&T Long Distance
Aurora Tri State Protection, Inc.
Barrington Career Center
Barrington Township
Bartels Construction
Best Quality Cleaning, Inc.
Bill’s Auto & Truck Repair
Blue Cross Blue Shield of Illinois
Bradish Associates, Ltd.
Bridge
Bridge Printing & Promotional Products
Builders United Sales Co., Inc.
C&H Building Specialties, Inc.
Casey Automotive Services
Cassidy Tire & Service
Catholic Charities
CBI
CEDA
Centimark
Century Automatic Sprinkler

Chicago Backflow, Inc.
Chicago Shred Authority
CIT Technology Fin Serv, Inc.
Clarinda Cady Questers Cemetery Fund
Clearbrook
Com-Ed
Community Child Care
Computer Bits, Inc.
Cook County Recorder of Deds
Cook County Township Assessors Assoc.
Countryside Association
Critter Control
CTE Engineers, Inc.
Cub Scout Pack 59
Cumberland Servicenter Inc.
Dalan Industries Corp.
Dell Marketing L.P.
Deluxe Checks
Dental Van
Desert Springs Water Co., Inc.
Dominick’s
Duraclean System by Jensen
Edward’s Landscaping
EFTPS
Emmett’s Ale House
Employee Benefits Corp.
Escorted Transportation Svc. Northwest
Evans, Marshall and Pease, P.C.
Fed Ex
Flags over America, Inc.
Flamm, Teibloom & Stanko Ltd.
Floral Galleria Limited
Fremd High School
Gallery Collection
GEGLAC
Glenkirk
Grainger
Haeger Engineering LLC
Haines & Company Inc.
Harper College
Hoffman Estates Chamber of Commerce
Hospice of NE Illinois
HR Direct
Illinois Assessors Association
Illinois Charity Bureau Fund
Illinois Dept of Revenue
Illinois Office of the State Fire Marshall
IMRF
Innovative Benefit Consultants, Inc.
Jim’s Lawn Care

JMC Accounting Solutions, Inc.
Joliet Tri State Fire Protection Co., Inc.
Journal & Topics
Kinsch Village Florist
Kohring Electric
Lattof Chevrolet, Inc.
Logsdon Office Supply
Lutheran Social Services of Illinois
Magnum Automotive, Inc.
Marin Auto Body, Inc.
McGuinn Tree
MG Trust Company
Mid Central Pest Control
Midwest Best Landscaping
Midwest Transit Equipment
Minolta Business Solutions
Minolta Konica (Copies)
Mohawk Stamp Co.
NCPERS Group Life
Needy Family Fund
NICOR
Noland’s Landscaping
North American Distribution
North Shore Sign
Northwest Casa
Northwest Community Health Care
Northwest Community Hospital
NS Printing
Numbers Automation
Occupational Health Services
Oppenheimer Funds
Pace-Van Pool Services
Paddock Publications
PADS
Palatine Chamber of Commerce
Palatine Fire Department
Palatine Opportunity Center
Palatine Township Report, Inc.
Palatine Township Senior Citizens Council
Paylocity Payroll
Pepsi-Cola General Bottlers, Inc.
PHD
Phillips Medical Systems
Pioneer Press
Pitney Bowes (Supplies)
Pitney Bowes (Equipment Rental)
Plan Services Corporation
Postage by Phone Plus
Purchase Power
Resources for Community Living

Rettke and Son, Inc.
Road & Bridge
Rogner’s Towing & Recovery
Rolling Meadows Chamber of Commerce
Rolling Meadows Golden Years Council
Runge Paper Co.
Rydin Decal
Salvation Army
Schaumburg Township
Sears & Anderson
Secretary of State
Selective Insurance
Service Master Clean
Shelter, Inc.
Sidwell Company
Signs Today
Special Liesure Services Foundation
Spring-Align of Palatine, Inc.
State Chemical Manufacturing
State Farm Automobile Insurance Co.
Suburban Midwest Roofing
Suburban Press
Sun Life Financial
Superior Nut & Candy Company
TASC
Thomson West
Topel Forman
Township Clerks Assoc of Cook County
Township of Schaumburg
Township Officials of Cook County
Township Officials of Illinois
Tri-Com Inc.
TSI
Union Security Insurance Company
United Way
US Postal Service
Vanguard
Verizon Wireless
Village of Palatine
VSP
Wheeling Township
Wickstrom Ford
WINGS
World Security & Control Inc.

*** Employees are not included in this list. Do not solicit employees for advertising. ***

Policy Number 540
Evenhanded Treatment of Charities and Businesses
Policy and Procedure
Evenhanded Treatment of Charities and Businesses

Background:
1. As a governing body representing all the people, Palatine
Township desires to be evenhanded in its daily operations and
communication methods with charitable organizations and
businesses within the community
2. Some selectivity is necessary such as which Social Services
agencies receive program support through the Human Needs
Committee.
3. Selectivity is also necessary when choosing vendors from which to
purchase Township services. The Township uses standard
bidding and selection procedures outlined in the Policies on
purchasing, rather than, for example, a random method of vendor
selection.
Policy:
1. Township media (newsletter, website,Facebook, brochures, and
marquee) should promote, on a rotational basis, events and
programs of “funded” social service agencies named by the
Township Board to receive program support in the current fiscal
year.
2. In general, Palatine Township area charities and social service
agencies not receiving funded program support should not be
promoted by the Township. Funded agencies can have their
events listed on the Township Website “Calendar of Events” page
under “Funded Agency Community Events”. Both funded and
non-funded agencies who request paid website advertising for
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Policy Number 540
Evenhanded Treatment of Charities and Businesses
their event on the Township website are permitted to participate
according to our website guidelines.
3. Township media should not promote businesses except for paid
advertising under the announced rules of who can advertise.
4. Display of information on the Township “Marquee” should reserve
as first priority any Township events scheduled within 21days prior
to the Township event. If there are no Township events scheduled
within 21 days, funded agency events can be displayed. If there
are no Township or funded agency events, a Township message
is permitted for display
5. In addition to events sponsored by funded agencies, events that
are co-sponsored by a Township department may be announced
in Township media.
6. Ad Hoc exceptions to this policy may be approved in advance by
the Township Board.
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Policy Number 550
Freedom of Information Policy

Policy and Procedure
Freedom of Information Act (FOIA) Policy

Background:
1. The State of Illinois has prescribed certain requirements of
public bodies and revised the Freedom of Information Act as
of January 1, 2010.
2. To ensure that Township Officials, Township Employees and
the Public have a consistent set of expectations regarding
Palatine Township’s procedures and policies relating to this
act, the Township Board has approved the policy including
the attached FOIA Policy.
3. The most recent approval/amendment of the attached FOIA
policy took place in February 2010.
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Policy Number 555
Electronic Equipment and Data

Policy and Procedure
Electronic Equipment and Data

Background:
1. Use of Township owned equipment by employees is outlined in
the Employee manual.
2. In conducting Township business, elected officials, particularly
those who do not have permanent work stations at the Township
office, may use personal equipment for Township business since
this will materially speed up response time to others.
3. Officials who do have work stations at the Township are none-theless likely to use personal equipment when outside of the office to
speed up response times to Township business.
4. Personal equipment may include personal computers, cell phones
and similar devices.
5. Elected officials’ email, when directed to a Township address, may
be forwarded to the personal account of the official.
Policy:
1. Email, voice mail, text messages and other electronic information
which is received or sent from the personally owned devices of
elected officials may be considered a public record of the
Township under the Freedom of Information Act if they involve or
discuss Township business. Copies sent or received by Township
addresses and thus residing on the Township owned computer
equipment is considered property of and under the control of the
Township.
Policy Number 555
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Policy Number 555
Electronic Equipment and Data
2. Officials should be aware that recent legal decisions have
indicated that elected officials may be ordered to produce
personally owned electronic information dealing with Township
business. The cost to sort through old email to separate those
concerning Township business and those of a personal nature will
likely be born by the elected official.
3. The Township hereby establishes an Electronic Records Retention
policy as follows:
a. Voice mail on township equipment should be erased by the
recipient after it is reviewed and/or acted upon.
b. The “master” copy of Email on the Township server should
be retained until after approved for destruction by the Local
Records Commission.
c. Email residing on Township owned computer work stations
should be erased when the need for its use has been
completed since a “master” copy is kept in a central location
until destruction is approved by the Local Records
Commission.
d. Disposal of Township controlled electronic recordings of
Executive Sessions is consistent with state law and is
described in Resolution 10-10 which is contained in this
manual under Policy 190.
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Policy Number 560
Budget Process
Policy and Procedure
Budget Process

Background:
1. The Budget Process can be confusing to the public and to new
Board members.
2. It is helpful to understand the process to have the steps outlined in
one place
3. The Board may decide to speed the process along in one year or
take more time for deliberations, so specific dates are not included
in this policy.
Policy:
1. The Board should follow the steps in this policy for development of
the annual budgets.
2. The Board should set target dates for the various steps each year
with the understanding that the work may be more or less difficult
and time consuming than anticipated and therefore the target
dates are not to be considered rigid, except those prescribed by
law.
3. As long as each step is completed and final budgets are approved
within the deadlines prescribed by law, the timing of the process
can vary from year to year.
4. The final approval must take place prior to the 90th day of the new
fiscal year. The Town Fund and GA fiscal years are March 1February 28. The Road District’s fiscal year is April 1 – March 31
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Policy Number 560
Budget Process
Town Fund, GA, Assessor Budget Process
Board may discuss (and make) changes in the strategic plan (if available), mission
statement, Township services plan.
Assessor submits his/her budget proposal to the Board.
Supervisor submits his/her proposed Town Fund & GA levies to the Board for approval.
Board approves as submitted or as amended in time for the December deadline
imposed by law.
Supervisor submits the Tentative Budget to the Board, to support the strategic plan,
mission statement and agreed upon Township services. If not included in the tentative
budget, supervisor also submits projected incomes by line for the upcoming fiscal year.
Board Approves the Tentative Budget and, if not included in the Budget, the projected
incomes.
The Tentative Budget and projected incomes by line item, if not included in the tentative
budget, are placed on display for public view.
Supervisor provides the line item detail of the tentative budget to the Board.
Board schedules a public hearing for a time no sooner than 30 days after approval and
display of the tentative budget.
Board may meet in committee of the whole to discuss the budget.
When granting final approval of the budget, the Board is allowed by law to reduce or
increase the total expenses, but Board policy is that increasing the total should be very
rare and have a very clear and compelling rationale. As part of its approval, the Board
may reassign funds between line items or eliminate line items or create new line items
in order to provide the best organization of the budget for its purposes. The Board shall
consider the recommendations of the Personnel Relations Committee (refer to Policy
110) in approving the personnel related line items of the budget.
Budget should be consistent with the strategic plan, mission statement and agreed upon
Township services.
Board holds public hearing to gain citizen input.
Board may approve the budget the same night as the public hearing, or it may defer
consideration to a later date, as long as the statutory deadline (90 days into the fiscal
year) is met.
Policy Number 560
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Policy Number 560
Budget Process
Road District Budget Process
Two months before submittal of the tentative budget the Highway Commissioner should
provide the Road District annual strategic plan (if available).
Highway Commissioner submits the Road District levy to the Board for certification.
Board must certify the levy in time to meet the December deadline imposed by law
without changing the amount, unless the Highway Commissioner concurs with any
change.
Highway Commissioner submits the Tentative Budget to the Board, to support the
strategic plan, mission statement and Road District services. . If not included in the
tentative budget, Highway Commissioner also submits projected incomes by line for the
upcoming fiscal year
Board Approves the Tentative Budget.
Tentative Budget and projected incomes by line item if not included in the tentative
budget are placed on display for public view.
Highway Commissioner provides the line item detail of the tentative budget to the
Board.
Board schedules a public hearing for a time no sooner than 30 days after approval and
display of the tentative budget.
Board may meet in committee of the whole to discuss the budget.
When granting final approval of the budget the Board is allowed by law to reduce or
increase the total expenses, but Board policy is that increasing the total should be very
rare and have a very clear and compelling rationale. As part of its approval the Board
may reassign funds between line items, or eliminate line items, or create new line items
in order to provide the best organization of the budget for its purposes. The Board shall
not reduce the total Budget nor line items so much that it prevents the Highway
Commissioner from completing his statutorily assigned duties. The Board shall consider
the recommendations of the Personnel Relations Committee (refer to Policy 110) in
approving the personnel related line items of the budget.
Budget should be consistent with the strategic plan, mission statement and agreed upon
Road District services.
Board holds public hearing to gain citizen input and approves the budget during the
public hearing.
Policy Number 560
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Policy Number 570
Americans with Disabilities Act

Policy and Procedure
Americans with Disabilities Act

Background:
1. The Federal Government has prescribed certain
requirements of public bodies and other organizations
through the Americans with Disabilities Act which was
approved in 1990.
2. Palatine Township has a long standing policy of compliance
with the Americans for Disabilities Act.
3. Illinois township law has recently been updated including
changes in ADA requirements for Townships in Illinois.
4. To reflect the recent changes, the Board has approved the
resolution (11-10) which follows.
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PALATINE TOWNSHIP
COOK COUNTY, ILLINOIS
NOTICE UNDER THE AMERICANS WITH DISABILITIES ACT
RESOLUTION 11-10

WHEREAS, In accordance with the requirements of Title II of the Americans with Disabilities Act of 1990 (“ADA”),
Palatine Township will not discriminate against qualified individuals with disabilities on the basis of disability in its services,
meetings, or activities; and
WHEREAS, Employment: The Township does not discriminate on the basis of disability in its hiring or employment

practices and complies with all regulations promulgated by the U.S. Equal Employment Opportunity Commission under Title
I of the ADA; and

WHEREAS, Effective Communications: The Township will generally, upon request, provide appropriate aids and services

leading to effective communication for qualified persons with disabilities so they can participate equally in the Township’s
meetings, services, and activities, including qualified sign language interpreters, documents in Braille, and other ways of making
information and communications accessible to people who have speech, hearing, or vision impairments; and

WHEREAS, Modifications to Policies and Procedures: The Township will make all reasonable modifications to policies
and programs to ensure that people with disabilities have an equal opportunity to enjoy all of its meetings, services, and
activities. For example, individuals with service animals are welcome in the Township offices, even where pets are generally
prohibited; and

WHEREAS, Anyone who requires an auxiliary aid or service for effective communication, or modification of policies or
procedures to participate in a program, service, or activity of the Township, should contact the Township Clerk as soon as
possible but no later than 48 hours before the scheduled event. The Township Clerk and his/her contact information is as
follows:
Lisa Moran
(Name)
721 S. Quentin Road, Palatine, IL 60067
(Address)

, 847-358-6700
(Phone)

WHEREAS, The ADA does not require the Township to take any action that would fundamentally alter the nature of its
meetings or services, or impose an undue financial or administrative burden; and

WHEREAS, Complaints that a meeting, service, or activity of the Township is not accessible to persons with disabilities
should be directed to the Township Clerk; and
NOW, THEREFORE, The Township will not place a surcharge on a particular individual with a disability or any group of

individuals with disabilities to cover the cost of providing auxiliary aids/services or reasonable modifications of policy, such as
retrieving items from locations that are open to the public but are not accessible to persons who use wheelchairs.
DATED this 26th day of July, 2010.
_______________________________________
Supervisor – Linda Fleming
_______________________________________
Trustee – Vince Farina
_______________________________________
Trustee – Art Goes
_______________________________________
Trustee – William Huley

__________________________________
Clerk – Lisa Moran

_______________________________________
Trustee – Sharon Langlotz-Johnson

Policy Number 580
Common Area Restrictions

Policy and Procedure
Restrictions on use of Common Areas

Background:
1. The Township Hall contains offices for various Township officials and various
meeting spaces; and
2. There are certain common areas within the Township Hall that are used for
access to the various offices and meeting rooms within the Township Hall,
including the entry lobbies, hallways, wheelchair lift, and stairways (“Common
Areas”); and
3. The Common Areas are located not only in the main central area of the building,
but also in the areas adjacent to space rented to two tenants of the Township. The
Common Areas have not been historically used as a public forum and have not
been designated as a public forum by the Township Board; and
4. The Township Board believes it is a safety hazard to allow the Common Areas
of the Township Hall for any type of expressive or promotional activity or to acquire
solicitations; and
5. The patrons of the Township Hall would be considered a captive audience in the
Common Areas to such outside influences and the Township Board does not want
to confuse the patrons of the Township Hall with services offered by the Township
and those offered by outside groups.

Policy:
1. Common Area Restrictions. Activities and services not sponsored by the
Township shall be prohibited in the Common Areas of the Township Hall, expressly
including all types of solicitations, demonstrations, advertising, or other political
campaigning or petition circulation. However, nothing herein shall be construed as
a prohibition on expression activity that may be allowed by law in the traditional
public forums surrounding the Township Hall (e.g. sidewalks, etc.) and as such
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Policy Number 580
Common Area Restrictions
relates to Township Board meetings inside or outside the meeting room of the
Township Board an hour before or during said meetings.
2. Definition of Common Areas. For purpose of this Policy, the Common Area
shall include the lobbies within the Township Hall, all stairways, ramps, the
wheelchair lift, and hallways.
3. Penalties. Any person or group that violates the provisions of this Policy shall
be instructed to cease said activity and to leave the premises. Activity in violation
of this Policy shall be considered a trespass and persons engaged in such activity
may be prosecuted and fined as provided by law.
4. As with all other Policies in this manual, previous policies, resolutions or
ordinances that are in conflict with this Policy are hereby repealed to the extent of
the conflict.
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Policy Number 585
Weed and Grass Control and Complaints

Policy and Procedure
Weed/Grass Control and Complaints

Background:
1. Palatine Township has an ordinance (06-13) restricting the height
of grass and/or weeds on a property within unincorporated
Palatine Township.
2. Property owners and/or residents in the area are expected and
required to adhere to the ordinance.
3. An even-handed procedure is required for enforcement of the
ordinance.
4.

The Township spends a considerable amount of time in attempts
to contact property owners and obtaining compliance of weed
ordinance.

Policy:
1. Palatine Township Weed Ordinance requires weeds/grass to be no
longer than 8 inches in length on all unincorporated properties.
2. Complaints may be filed against offending properties by any
person. Residence within the township is not required.
3.

The Township shall respond in a timely manner to properly lodged
complaints.
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Procedure:
1. Individual contacts the Palatine Township office via email, phone,
in-person, or written letter stating the address of the property,
approximate length of grass/weeds and a photo if possible.
2. Within two (2) business days, a representative of Palatine
Township will go to said property, measure grass/weeds and take
photo. If there is a violation evident the representative will affix a
portable sign on the property identifying the violation within a
reasonable time after notification.
3. If the weeds/grass, in the sole desertion of the Township
representative, cannot be cut due to standing water or overly moist
soil, the Township representative shall declare that there is no
current violation and re-inspect at reasonable intervals as weather
conditions warrant. He should advise the complainant.
4. If there is a violation, a formal letter of request to remedy offense
within seven (7) business days will be sent within three (3)
business days of complaint with an optional phone call to property
owner.
5. A follow-up visit to verify compliance will be conducted on the 8th
business day after the letter in 3, above, was sent.
6. Non-compliance:
A property owner’s failure to remedy ordinance offense will face
the following:
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A work order will be issued with one of the Townships existing
vendors to bring property up to compliance.
An invoice from the Township will be sent to the property owner
for cost of maintenance work by the vendor plus cost of
administrative work by the Township representative for
inspection(s), documentation and follow up based on the
average time involved; the current administrative charge is $XX
for all violations whether the actual time is more or less than the
average.
Failure to pay invoice within 30 days will result in a lien being
placed on the property for cost of property maintenance and
legal fees.
B. Repeat offenses – in addition to costs incurred (above).
1st offense – $50
2nd offense - $100
3rd offense - $250
4th and after $500 each offense.
Repeat offenses are determined by term of property ownership, not by
year.
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Policy and Procedure
Handling Complaints
Background:
1. From time to time complaints may be presented by the public
against a policy, practice or service by an employee.
2. A consistent approach from Township personnel will allow the
Township to put the “best foot forward” when complaints arise.
3. Advance consideration of how to handle complaints will allow all
concerned to be “on the same page”.
4. Complaints may come in person, by telephone, by email or letter.
Policy:
1. In-person complaints which cannot be handled successfully by the
employee dealing with the client should be referred up the chain of
command, one step at a time.
2. Telephone complaints should be handled in the same way as
personal complaints: first, the employee tries to handle
successfully and if necessary the caller is transferred up the chain
of command, one step at a time.
3. Email and written complaints should be responded to by the
persons who has responsibility for the action, procedure, or policy
that the client is complaining about. A reply by the next business
day allows time for investigation and coordination.
4. When a number of elected officials or employees are addressed or
copied on a written complaint, the person most responsible for the
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employee(s) involved should be charged with responsibility to
reply, even if the complaint has multiple parts within multiple
jurisdictions within the township. Recipients should be sure the
responsible person is copied on the correspondence so a timely
reply can be initiated.
When the official most responsible replies to the written complaint
she/he should be sure to “complete the circle” by sending a blind
or separate copy of the reply to the original recipients of the
complaint so they will know that it has been handled and how it
was handled. The official should bear HIPPA regulations in mind if
the reply contains any medical information.
5. Employees and elected officials who do not have responsibility for
the particular policy, procedure or employee should avoid
comment on the content of the complaint.
6. Elected officials may acknowledge receipt of an email from a
constituent, but should wait to do so until it has been determined
who will provide the reply to the content. Then the reply can
acknowledge receipt of the email and say “X” has responsibility
for the area of concern and will reply after review of the situation.
This reply should be very carefully stated to ensure that it does not
undercut the position of the official who will respond after the
investigation period.
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Definitions
Agenda: A written list of the topics to be discussed at a meeting,
often broken into sections such as Old Business, New Business, etc.
Agenda Items: One of the topics of business to be considered by the
Board or a Committee at its meeting.
Committee Chair: The presiding officer of a committee.
Committee Member: A member of a committee other than the
presiding officer.
Deputy Clerk – An employee of the Township who assists the
Township Clerk and performs the Clerk’s duties in his/her absence.
May be the same individual as the Administrator.
First Reading: A stage of review and approval of a Board Policy at
which time is it first presented to the Board. The policy is presented
in draft form and is not required to be read aloud.
Ordinance: The most formal way to convey the Township Board’s
decision on a matter. The wording is usually drafted by the Township
Attorney.
Palatine Township Board: (“Board” or “Township Board”) The
governing board of the township consisting of the Supervisor and the
four Trustees.
Palatine Township Board Meeting: (“Board Meeting”) Generally,
the regularly scheduled monthly meeting of the Palatine Township
Board; any other official meeting of the Board.
Palatine Township Elected Officials: (“Elected Officials”, “Officials”)
Elected or appointed township officials in good standing including the
Supervisor, Trustees(4), Clerk, Assessor, and Highway
Commissioner.
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Palatine Township Committees: Committees established by the
Palatine Township Board including, for example, Human Needs,
Health and Public Safety, or Committee of the Whole.
Policy: A formal statement of the Township Board’s standard
practice for a defined procedure or circumstance. It contains a
background section and a section explaining the Policy.
Resolution: A motion usually to honor an individual or organization
containing “whereas” clause followed by text explaining the
recognition or belief of the Township Board. The wording is
customarily more formal than a Policy, but the weight is equal.
Township Administrator: An employee of the Township who reports
to the Supervisor. Manages employees and responsibilities at the
township office.
Township Attorney: The attorney(s) engaged to assist the Board
with Township legal affairs.
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