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INTRODUCTION

The job of alderman or other elected City offidials been described as an "iceberg jotiie
biggest part of the work doesn't show. The rewardsjever, come from means other than
public recognition alone. The personal satisfactiolved in serving the City and its citizens
and the ability as a member of the City Counci¢ocomplish community objectives are of
primary significance. Elected officials are alsvegi the opportunity to use their leadership
abilities, and to act on current and future issnesmanner reflecting the common good of the
community. The responsibilities of public officecinde the commitment to becoming informed
on all issues facing the legislative body, commitirte attendance at scheduled meetings, and
the participation in meaningful debate in a marthat is respectful of the opinions of others.

This handbook has been prepared to inform eledfexiats and those interested in seeking
public office about the organization and operatiohsiunicipal government in Park Ridge.



PARK RIDGE - THE CITY

YESTERDAY, TODAY, AND TOMORROW

Since its incorporation as a village in 1873, FRidtge has been known as a prime residential
community, located immediately northwest of they®it Chicago. From a small agricultural
community in the late 1800s and early 1900s, Padgdhas grown into an affluent city of
37,775 residents. Incorporated as a city in 1948k Ridge is situated in a key geographic
location, close to O'Hare Airport, the NorthwestlWway, the Kennedy Expressway, CTA Rapid
Transit and Metra commuter trains and buses.

Park Ridge's strength, from its homes to its saablurches, businesses and government, is
founded in its people. Its growth in the decadenfd®50 to 1960, when the population doubled
from 16,00 to 33,000, challenged the City to adaphany changes while maintaining financial
stability and expanding public works and other E@s. That these challenges were met
successfully is a reflection of the high qualitylatedication of elected officials and City staff.

As the City entered the 2Tentury, the City Council adopted a new missiateshent:
The City of Park Ridge is committed to providing excellence in City servicesin order to uphold
a high quality of life, so our community remains a wonderful place to live and work.

The City's goals, as reflected yearly in its AnnBatiget, are consistent with and carry out this
mission statement.

Overall Community Goal

On July 15, 1996, the City Council adopted a raVi€®mprehensive Plan, which includes an
Overall Community Goal as an expression of the camty’'s values and commitment to a
quality living environment. This Goal is as follew

Strengthen and maintain the City of Park Ridge as afamily oriented and
environmentally attractive community, which supports cost-effective, high quality
public and private facilities.

In achieving this goal, the City of Park Ridge rgezes the importance of encouraging
physical development in a manner that will protiet beauty and aesthetic quality of
the community while promoting a viable economic iemvment that will balance the
rights of individual property owners and the ovegalod of the community.

The Comprehensive Plan is a composite of inteedlabjectives, policies and strategies aimed
at solving identified problems and achieving oppoities for community betterment. The Plan
is intended to provide direction to City officialkycal residents and business interested in



guiding public and private action in support of Bgerall Community Goal and includes the
following sub-goals:

Economy
A healthy economic climate and local tax base topsut the residential, business, and

governmental components of Park Ridge in a weliiadd community.

Land Use

An appropriate mix and orderly arrangement of laiseés compatible with the City’s
residential character, aimed at assuring a qualityronment for all the City’s residents,
while adequately addressing the fiscal and econoeecs of the community.

Community Facilities

A high-quality and dependable system of commuratylities to support the residents of
Park Ridge, including education, library, cultuopen space and recreation, solid waste
disposal, and utilities.

Transportation
An effective system of roadways, pathways, and ipuibhnsportation within the City,

which serves the needs of local residents and iboitis to pedestrian safety throughout
the community.

Housing
A community in which the housing needs of all residfamilies, youths, seniors, and

disabled are provided for.

Governance
Stable, responsive and fiscally sound local govemisiand effective intergovernmental
relationships supported by knowledgeable citizers@vic organizations.

Community Character

An identity and community character, which is pesit distinguishable from its
surroundings, and supports a strong “sense of ’plase expressed in residential
neighborhoods, public places, and business dstrict




PARK RIDGE - THE LEGISLATIVE BRANCH

The City Council

Chosen by the citizens to function as the legigatranch of government, a mayor and city
clerk are elected from the City at large; one Atden is elected from each of the seven wards of
the City. The seven aldermen constitute the Ciburiil, and the mayor or his appointed
representative presides at all Council meetings.

All corporate authorities serve for four years gsléhey have been selected to complete the
unfulfilled term of another elected official. Taqvide for Council stability and continuity,
aldermanic terms are staggered. Elections are theldfirst Tuesday in April of each odd-
numbered year, and the newly elected officialssarern into office on the first Monday of May,
provided the official canvas of the election iseiged. To compensate for some of his/her
expenses, each alderman will receive an annualyseleb1,200, payable in equal installments
on a monthly basis.

Regularly scheduled meetings of the City Coun@llald on the first and third Mondays of each
month, although the Municipal Codimes provide for certain exceptions. All such timggs, as
well as meetings of committees, subcommittees ahedraadvisory bodies, are open to the
public. However, the lllinois “Open Meetings Aaffbes provide for executive sessions when
discussing matters involving City personnel, lawsub which the City is a party, and the
acquisition of real property, although no officadtion may be taken during a closed meeting.
Council meetings are conducted according to theapaentary procedure contained_in Robert’s
Rules of Orderplus such other rules as may be adopted from tiintene (Appendix A). Most
votes require only a simple majority of the aldemnpresent to determine action. However,
State law does provide for a higher level of cossenn certain situations (Appendix B). The
presence of at least three aldermen and the maydour aldermen is required to constitute a
quorum.

The Council Agenda

The agenda is the official schedule of topics fumsideration, discussion and/or action at regular
or special meetings. The Council agenda is aVailab the Friday preceding each Monday
night meeting, so that elected officials and indezd citizens may familiarize themselves with
the items scheduled for discussion. Action itepesiding items, and other reports from standing
committees are automatically included on the agerndaddition, committees may request that
the city manager list other topics for discussathough such requests should be communicated
to the manager no later than the Thursday morngigre the Council meeting.

The basic structure of the Council agenda includesus reports of City officials, reports of
standing committees and reports of special comestteProposed ordinances, resolutions, and
other action items are listed under the commitiény deliberated on those matters. Citizens



wishing to address the Council or state a posiioragenda items are offered the opportunity to
make their presentations during the discussiohatf topic. For non-agenda items, citizens may
address the Council immediately following the reépaf City Officials. Aldermen who wish to
raise issues not included on the agenda generallgodunder the “New Business” category.
When large numbers of citizens with a common irgiesae present, the Council generally
prefers to hear their position as presented by oné/or two spokesmen.

Distribution of Information

Each week the City staff assembles a packet ofnmdtion for elected officials on current topics
of interest. A typical packet will include a cattam of meetings scheduled for the next two
months, the Council agenda, minutes and action mamda from various Council committees or
commissions, staff reports, copies of petition®ther correspondence, and magazines oriented
toward concerns of the elected official. The sttfives to provide City officials with all
information required in the performance of theitielsl as policy makers and representatives of
the public interest.

These packets may be picked up at the Police Dapatt Communications Desk on Friday
evenings, or they will be distributed to individuasidences on Saturday by police delivery.
Officers delivering the envelopes will hand themato occupant of the house or set them inside
the front screen/storm door. If this door is latk#he officer will return the packet to the Police
Department Communications Desk and forwarded toQGlg Manager’'s office on Monday.
Other arrangements for delivery of the packet maynade with the mayor’s secretary. Elected
officials who expect to be out of town for the weel should notify the city manager’s office by
Friday so that the packet can be held until theiaffreturns.

Committees, Commissions, and Boards

An examination of the Council agenda indicatessigaificant role of committees, commissions,
and boards in assisting the City Council with itedal realm of responsibilities. Committees are
important elements of the City’'s decision-makingisture and perform an invaluable function.
With seven aldermen, the citizens of Park Ridgevarg well represented for a community of its
size. If the council has faith and confidencetsadvisory committees and commissions, those
sub-units can more thoroughly research mattersimwitieir realm of responsibility and leave the
Council free to address itself to the policy imptions of recommended courses of action.
Committees can also entertain more thorough dismussd input from the public on individual
issues. Public hearings are often necessary foposed ordinances, especially those of a
regulatory nature. If such hearings are conduatethe committee level, the Council can be
assured that all citizens have had an opportunitydice their opinions. The Council should
have confidence in its advisory sub-units and daie consideration to their recommendations
when presented on the Council floor. The Courtwudd encourage a thorough discussion at the
committee level, which will permit all intereste@rpes to express their opinions. The actual
deliberations at Council meetings can thereforegusoon the viewpoints of the elected
representatives themselves.



The Mayor may appoint an alderman to function &aison to any Board or Commission. It is
expected that the liaison will attend the meetiofythat Board or Commission and be available
to report on the activities, conduct and recommgods of the Board or Commission. The
liaison should be available to the board or Comimis$o respond to questions of the Board or
Commission members with respect to City Councikficas and procedures that may bear on
the particular issue before the Board or Commissilins not the role of the liaison to express
opinions on any issue before the Board or Commissiothe liaison’s capacity of alderman.
The liaison may, as a resident, express personaiomg on an issue; but must remain mindful
that it is not the role of the liaison to use hisher position as alderman to influence the
independent reflection, discussion and judgmenthefboard or Commission members. The
liaison will not be a voting member of a Board @n@nission where that Board or Commission
deliberates on requests by persons or entitiesfdgorable City Council consideration.
Currently, this would apply to the Planning and idgnCommission, the Zoning Board of
Appeals, the Appearance Commission, and the HisRneservation Commission.

In most instances, it is expected that the liaispa Board or Commission will present to the
City Council matters arising out of the deliberagmf that Board or Commission.

To expedite business and to further assist the Cayncil in making its policy decisions and
meeting its legal obligations, a number of indemetdcommissions and boards have been
created. These include the Zoning Board of Appé&dnning and Zoning Commission, Library
Board, Liquor License Review Board, Civil Servicermimission, Board of Fire and Police
Commissioners, Youth Commission, Board of Trusteéekce Pension Fund, Board of Trustees-
Firemen’s Pension Fund, Electrical Commission, eétcgeneral, appointments are made by the
Mayor, with the advice and consent of the Couralihough exceptions do exist as noted in
Appendix C and I.

In addition to the independent commissions and dmathere are advisory groups whose
membership includes one or more elected officials.

One of these advisory groups is the Executive Cdtaeiconsisting of the Mayor, City Clerk
and the Chairmen of the Public Works Committee, Fimeance and Budget Committee, the
Procedures and Regulations Committee, and thed8afety Committee.

On May 3, 2005, the City Council adopted RulesGommittee and Commission Assignments.
In compliance with those Rules, one of the advisprqups is the Advisory Committee on

Boards and Commissions. This group is responsianterviewing candidates for the City's

boards and commissions. The committee will act m advisory capacity and make

recommendations to the Mayor or the City Councilspant to the rules as set forth in Appendix
| of this manual. The committee shall consisthef Chairmen of the Public Works Committee,
the Finance and Budget Committee, the Procedur@gagulations Committee and the Public
Safety Committee.

Finally, the City Council may establish standingneoittees or special ad hoc committees as
may best serve the Council’s needs and interestheo€ouncil may meet as a Committee-of-the-



Whole. At the present time, there are four stag@dommittees that meet as a Committee-of-the-
Whole: Public Works; Finance and Budget; ProcedaresRegulations; and Public Safety.

1.

The purpose of the Public Works Committee isdosider all matters of policy relating
to:
a) capital improvements and the construction onteaiance of public works
b) the provisions of services through the functiohpublic works, including
streets, sidewalks, water, sewer, sanitation, ihghtforestry services,
parking lot construction, refuse collection, andblpu buildings and
grounds.

The Finance and Budget Committee considers ygjiestions regarding revenues and
expenditures, budget appropriations, and personnel.

The Procedures and Regulations Committee isgelawith considering all matters of
policy related to the general health and welfarthefcommunity, including:

a) the review of legal proceedings and many ordiaarand resolutions;

b) the review of enforcement issues relating ton@ndces and resolutions;

C) the review and coordination of activities invioly the Council, its
standing or special committees, and boards or cgsiams.

d) the review of other matters, which do not fadlacly within the realm of

another official advisory body.

The Public Safety Committee is charged with mereng all matters of policy related to
the safety of the community.

As a rule, the City Council will not act on any teatthat has not been investigated first
by an advisory group with a recommended coursetdracommunicated to the
Council.

The City Council shall appoint committee chairmen Rublic Works, Finance and
Budget, Procedures and Regulations and Publicysa@fenerally to serve two-year terms.
The City Council has adopted certain rules for cottems of the whole operation to
assist in deliberations (Appendix D). Certain membmay be designated to prepare
special reports, occasionally in conjunction witbnrelected persons with particular
expertise in the subject area. Standing committeest at least once a month or upon
call by the chairman. Discussions, votes and atbsults of such meetings are recorded
in writing, and recommendations are communicatatiécCity Council as action items.

To assist the standing Committees, a member ofCite staff is assigned to each
committee for research and analysis as well agke tare of necessary “paperwork.”
The staff assignments are: Public Works Commitbeesctor of Public Works; Finance
and Budget Committee, Director of Finance; Procesluand Regulations Committee,
Deputy City Manager; and Public Safety Committeleie€Cof Police and Fire Chief.



PARK RIDGE — THE LEGAL ENVIRONMENT

The City of Park Ridge is a municipal corporatictablished under authority granted by
the Constitution of the State of lllinois. As armde Rule municipality, the City is given

the flexibility to amend its procedures within gelihes specifically spelled out in the
State Constitution. The Federal Constitution andefa@ laws, the lllinois Constitution

and Statutes, and the Municipal Code of the City @t important documents, which

govern the actions of the City.

The Municipal Code

The Municipal Code of Park Ridge is a codificatafrthe City’s ordinances. Since City
ordinances are passed, modified, or repealed angaing basis, the Municipal Code is
on the City’s website.

Municipal Ordinances and Resolutions

An ordinance is a law set forth by the municipalhauties, which formally establishes
City policy and may prescribe penalties for thdation of its provisions. A resolution is
a formal expression of opinion, will, or intent tre part of the City Council. Municipal
ordinances and resolutions are two of the most itapd policy-making tools at the
Council’s disposal. Elected officials have folladvihe policy that all decisions shall be
made in the interest of the community as a whol&h no partiality shown to any single
area or group. A simple majority of the aldermeting is sufficient for the approval of
resolutions except as provided otherwise by lawheWan ordinance, resolution, or other
expression of policy or intent is considered by @wncil, the mayor is permitted to vote
only if 1) there is a tie vote; 2) if fewer tharvea aldermen are present and only three
aldermen have voted in favor of the motion evemgfiothere is no tie vote; or 3) a vote
greater than a majority of the corporate authariteerequired. All ordinances and all
actions creating any liability for the City or ftlhe expenditure or appropriation of its
monies require the majority vote of four aldermenttfiree aldermen and the mayor if it
is in an instance in which the mayor votes).

After an ordinance or resolution is passed by thancil, it is submitted to the mayor for
his approval. Unless the mayor disagrees wittsghet or language of the act, he affixes
his signature to the original copy. If the may@agpproves of the Council’s action, he
must return the document along with his writtenechpns to the Council by the next
regular meeting. Otherwise, the ordinance or teswi will take effect automatically.
For appropriation ordinances, the mayor may vew® @anmore of the sums appropriated
(item veto), and the rest will remain effective.eTmayor may also veto the entire
ordinance in accordance with the above procediitge Council must reconsider every
ordinance or resolution vetoed by the mayor, btwathirds vote of all the aldermen
holding office is required to override that veto.



Council Policy Statements

City Council action to guide and determine presamd future decisions is considered
policy. Council policy formally appears in the fowhordinances and resolutions. There
are, however, Council actions, which are not ddafteéo such form but still function as
City policy. In order that the Council and the yCAdministration remember such
policies in the same way, Council Policy Statemeats reduced to writing and
assembled in booklet form. These expressions tfypare important as a guide to
administrative personnel in responding to citizenviee requests or complaints. They
assure equitable treatment of all persons in simifaumstances and reduce the need for
the Council or its committees to take action onaanhoc basis for all situations not
clearly governed by ordinance or resolution. Femtore, written policy statements
provide a source of continuity that lend stability the transition from one group of
elected officials to another.

The Budget Document

The major expression of Council policy commitmemattis not included in the policy
booklet is the annual budget. The budget is prigbdiee single most important
consideration of the City Council, representing ¢hére “work plan” for the operation of
the City during a given fiscal year and providingiadication of programs and service
levels for the future fiscal years. The fiscal yéar the City of Park Ridge is May 1
through April 30.

To allow adequate time for consideration of mappenditures, the budget preparation is
divided into two segments. First, the Capital Betdgs prepared with six-year

projections. The Capital Budget includes expemdguf $25,000 or more, subject to
annual revision for projects or items with a lifé rot less than ten years, and also
includes debt service. Subsequently, a two-yearabtipg budget is prepared for all the
other expenditures. The final budget includes libth Capital and Operating budgets.
The Park Ridge budget is a modified program budget.

The primary purpose of the budget is to presengnaros, activities, and anticipated
expenditures for each department. Existing prograre evaluated in terms of the
adequacy of service levels provided during the ipres/fiscal year. New programs and
changes in service levels are determined by theaddnfor those services as weighed
against the public’s willingness to provide theafigial support required.

The steps involved in the preparation of a progtamdget include the following: 1)
estimates are made of revenues available to thecipality for the coming fiscal year.
2) recommendations are made for expenditures aogptd the needs of the various
program areas; 3) these proposals are measuratstita actual allocation of resources
for the two previous years and against the avaitglof funds for the ensuing year; 4)
priorities are established for determining the @ased (or decreased) funding of various
programs; 5) a balanced budget is determined tiibpmevide an adequate program of
municipal services and other operations at a taisi acceptable to the public.



Although the City Manager, with the assistance ghattment heads, is responsible for
the preparation of the first draft of the budgéie City Council determines the final
budget document and the allocation of resource=piiesents. Suggestions regarding the
budget can be made directly to the City Manager.

The Capital Budget is prepared by the staff infdlleof each year, then reviewed by the
Finance and Public Works Committees, submittednto €ommittee-of-the-Whole for

review and tentatively approved by the City CoumgiDecember. The Committee-of-
the-Whole meets with the City Manager and the depamt heads during the month of
February to evaluate the proposed budget in tefrhew well it responds to the levels of
services desired by the public and the revenueasreztjto fund those services.

All elected officials are encouraged to attend padicipate in all budget deliberations.
Drafts of the budget are distributed to the Cityu@al so that all of the City officials can
be aware of the policy questions under consideratidypically, one Saturday morning
work session during February is devoted to a cotemlescussion by all elected officials
of all aspects of the City’s finances and servicBiecessary decisions are made so that
the proposed budget can be formally put on pubBpldy and a public hearing held in
late March or early April. Official approval of éhbudget takes place in April. By
policy, it is required that the budget be adoptgdhHa Council prior to the beginning of
the fiscal year for which it was prepared. AppenHireflects an outline of the steps
involved in the process of developing the Capital ®perating budgets.

Since the fiscal year begins May 1, newly electédbAnen are not eligible to participate
directly in the adoption of the budget for that yeBo compensate for this, the City’s
budget policy provides that:

Within the first thirty days of a fiscal year wherewly elected officials are
installed during that 30-day period, by a majontte of the members of the
corporate authorities then holding office, the alrawdget for the municipality
may be revised by deleting, adding to, changingreating subclasses within
object classes and object classes themselves...

Aldermanic candidates are also encouraged to attenidet meetings to familiarize
themselves with the proposed programs and expeaditontained in the budget.

Home Rule Powers

The 1970 lllinois Constitution automatically graritsme rule powers to municipalities
with populations of more than 25,000. Home rul&sugenerally have the authority to
act in any area not in conflict with, and not liedt by the Federal or the State
Constitution and/or by powers reserved to the St&pecific grants of power to home
rule units include the authority to adopt, alter, repeal a particular form of local

government and to provide for the selection anchseof office for local officials subject

to voter approval through a public referendum. Ildomile governments are also
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permitted to concurrently exercise powers and fonstwith the State and to cooperate
with other governmental units in providing serviagsin conducting other functions of

mutual benefit. A referendum was held on Noventet976, on whether Home Rule

powers of Park Ridge should be retained. Votepparied retention by a vote of 16,036
to 4,022.

As a general rule, lllinois municipalities have ded to use their Home Rule powers
conservatively to avoid jeopardizing the privilegklocal authority and control. The
State retains the power to limit most home ruleij@ges by a three-fifths vote of the
members elected to each house of the General A$gerRlark Ridge has exercised its
home rule authority to adopt new budgetary procesiuto authorize City-sponsored
fireworks displays for patriotic celebrations, tdogt an employee relations ordinance
that permits City employees to organize and bargallectively, to provide for low cost
short-term loans, to allow for juvenile court casee held within the community, to
exempt from Civil Service procedures the promo@ma demotion of sworn police and
fire personnel, to change the positions exemptawh {Civil Service to require posting of
gasoline prices including all taxes, to control #ae of supplies that could be used in
connection with drugs, among other things, andfeiosimilar ways.

Financial Statements

The 1970 Constitution authorizes the General As$grttbrequire candidates for and
holders of local offices to file financial statent®rof economic interests. The lllinois
State Government Ethics Act provides that:

A candidate for elective office shall file his statent at the time he takes the
action necessary under the laws of this Statetéongt to qualify for nomination,
election, or retention to such office if he has filed a statement in relation to the
same unit of government within a year precedingnsation.

Forms for financial statements are available ay Elall for filing with the County
Clerk’s office. Elected officials must file a finaial statement by April 30 of each year.

11



PARK RIDGE — THE ADMINISTRATIVE BRANCH
City Administration

The City Council determines municipal policy andedis the affairs of the community
through the administrative branch of governmeny. oBlinance, the City Manager is the
Chief Administrative Officer of the City and is pEmsible to the Mayor and City
Council for the management and operation of alliedfand departments of the city.

The Administration is charged with the respongipilior carrying out the ongoing
activities of the City in accordance with Coungipaoved ordinances, resolutions and
other policy statements. The City Administratiocludes the City Manager, the Deputy
City Manager, the various department heads andttier city employees. In addition to
the Manager’s office, there are five major departteéo handle a variety of functions
and responsibilities.

Finance Department

The responsibilities of the Finance Department eygass: 1) the collection and
disbursement of all funds; 2) the establishmenpwichasing procedures to obtain the
best possible value for each dollar expended; 8) ébtablishment and operating of
accounting systems conforming to recognized govemntat accounting practices. 4)
assistance to the City Manager in preparing thegbuend exercising fiscal control; 5)
procurement of adequate insurance; 6) finance mtalamprovements; 7) administration
of payroll; 8) establishment and operation of gatacessing; and 9) investments.

Public Works Department

The Public Works Department is responsible for ises/to maintain the facilities of

water, sewers, streets, forestry, beautificatiaslidswaste collection and recycling,

parking, street lighting and City-owned propertiesinder the direction of the Public
Works Director, major construction is supervisedotiyzh the Engineering Division.

Minor constructions activities, and the general ubekeeping” functions (such as
keeping streets clean and free of snow, maintaipadking meters, cutting grass and
weeds, etc.) are under the supervision of the PWgbrks Superintendent. The Assistant
Director of Public Works handles a variety of adsiirative tasks including the

administration of vehicular maintenance programafety, utility and streetscape
coordination. The City Forester oversees all tpeegrams, as well as, assists in
overseeing many public property landscaping anditifezation efforts of the City. The

day-to-day operation and maintenance of City Haflerformed by this department.

12



Police and Fire Departments

The Fire and Police Departments are headed byeadFiref and the Chief of Police who
are responsible for the administration of the enpublic protection section of the budget.
The Chief's have the responsibility of coordinatimgpblic safety activities so as to best
utilize current resources. The Fire Chief alsocfions as head of the City's Emergency
Preparedness Planning efforts.

The Fire Department functions in fire fighting,efiprevention and emergency first aid
including ambulance service. The Department estadd school and hospital fire safety
procedures, and inspects public and commerciadingj$ for fire hazards. The Fire
Prevention Division inspects individual homes amsidences upon request. Emphasis is
placed on prompt responsive emergency servicendrthe clock. The Public Safety
Department works in conjunction with the City ofDielaines and contracts all 9-1-1 call
taking and dispatching and record keeping through Blaines.

The Police Department is involved in 1) crime prai@n efforts; 2) youth law education;
3) enforcement of federal, state and local laws ardinances; 4) the detection of
juvenile offenses and the supervision of offendé&jsselective traffic enforcement; 6)
children’s safety programs; 7) training and depleymof a citizen’s patrol to observe
and report criminal activity to the police; and @&)me detection follow-up and the
investigation of all major offenses. The Departimerengaged in an extensive training
program including affiliation with the Illinois Thnaing Program for all new police
officers. The Police Department is accredited @&LEA, the Commission on
Accreditation for Law Enforcement Agencies.

Department of Community Preservation and Developmen

The Department of Preservation and Developmentespansible for review and
enforcement of planning, zoning, building, and emmvmental health activities within the
City of Park Ridge. The goal of these activitiesd preserve and enhance the residential
character of the Planning and Zoning Commissiorestablish long-term goals and
objectives for the City. All commercial and resitlal development proposals are
reviewed to ensure compliance with appropriate sod€he Department enforces the
provisions of the Zoning Ordinance. Constructionjgcts are inspected for conformance
with the building codes. Real Estate transfer ptarmare issued for all properties
transferred. An inspection may be conducted targs property’s compliance with
current zoning and regulations. Environmental theatovides for the inspection of food
establishments and rodent control along with redpnto health related and property
maintenance complaints.
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Human Resources Department

The Human Resources Department is responsibledouiting, training programs,
employee services, employee relations, policiespragrams, compensation and benefits
for all city employees. The Human Resources Depant assists management staff in
orienting, training, developing, classifying, compating, disciplining and terminating
employees consistent with collective bargainingeagrents, city policies and civil

service rules.

Information Technology Department

The Information Technology Department is respomsibt coordinating the operation of
the citywide computer systems, for management dndrastration of the City WAN
(Wide Area Network), and for providing training asapport for those systems.

Library

The City’s library is operated by a Board whose rbera are appointed by the Mayor
with Council approval. The Library offers culturdévelopment through the selection,
acquisition, and circulation of books, films, reder and other materials to provide
research information, self-education assistanceligardture for the public’s enjoyment.
The library also sponsors a summer reading program.
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APPENDIX A

RULES AND GUIDELINES FOR THE CONDUCT OF BUSINESS
AT REGULAR MEETINGS OF THE CITY COUNCIL

The conduct of business at regular meetings ofCihe Council is governed by the laws
of the State of Illinois and by those rules whitte tCity Council has adopted either
through the approval of ordinances or through gedtaommitment to certain policies.
Article 3 of the Municipal Code provides.

The Rules of parliamentary practice comprised irolf&t's Rules of Order,
Newly Revised” shall govern the City Council in alhses to which they are
applicable, except those which are inconsistenh whte standing rules of the
Council or of any ordinances, and except those hwhie inconsistent with the
following rules which shall govern in all cases wdthey are applicable.

A. It shall be unnecessary for an alderman seeldnggnition to rise in his place.

B. The Journal of Proceedings shall not embody cenis) debates or arguments
except when the speaker requests such an enlargeitre Journal, and then
only when two-thirds of the municipal authoritié®ih present consent to such an
enlargement.

C. A motion to reconsider may be made only durimg meeting in which a motion
has been acted upon or during the next regularingeetf the City Council.

At its July 20, 1981, meeting, the City Council eepl to abide by the interpretation
contained in the lllinois Municipal Code Handbook lbouis Ancel and S.H. Diamond,
published by the lllinois Municipal League (pp. 86}, which holds that an abstention
vote is to be counted with the majority. The pkdphy behind this decision is that if a
member of a public body is present at a meeting fobliged to vote and if he does not
vote, his failure to do so must be construed aswoimg with the majority.

On a recommendation from the Procedures and RegudaCommittee, the City Councll

approved the following procedures for streamlinimg proceedings of Council meetings,
and further directed all corporate authoritieshsd City to abide by these provisions to
the best of their abilities (Journal of the Prodegsl of the City Council...February 7,

1972...);

1. The reading of letters by the City Clerk shontit be a part of the proceedings.
Instead copies of all letters shall be includechwiite Friday distribution. Any
letter not included in the Friday distribution wilbt be considered by the Council
until a subsequent meeting. During Council procegg] the City Clerk shall
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only make reference to a letter and, if necessheyquestion will be put to a vote.
However, any alderman present may request thatex lee read in part or in its
entirety.

Letters of petition requiring action by the Rianmg and Zoning Commission, etc.,
should be referred directly to those advisory bedughout a vote to refer by the
City Council. Copies of all such petitions shal ncluded in the weekly
distribution to elected officials.

Aldermen should be careful not to read from eotd of the minutes of committee
and commission meetings if those minutes have peanously distributed to all
Elected officials. Furthermore, aldermen shouldidweading the full text of
background information for action memos if the @etmemo has been previously
distributed.

Members of the committee making a recommendatiothe Council floor should
remain silent on that question until, and if, oppos to the recommendation
surfaces.

Miscellaneous policies affecting the conduct ofibess at Council meetings include the
following:

1.

A “Consent Agenda” provision is included as atteraof business on the City
Council agenda. Pursuant to direction from a stepdommittee, items included
on the consent agenda are voted on in a singleomotAny elected official can
request that an item be removed from the Conseetda The item would then
be considered in its regular place on the agenda.

“No committee report shall be given on any actiem nor any appointments
made unless a written statement regarding thatrtrepoappointment has been
distributed to all members of the City Council @adt 24 hours in advance of the
Council meeting at which the matter is to be diseds’ (Journal of the
Proceedings of the City Council...December 18, 1972 Resumes for
appointments are distributed to Council memberorpto consideration of
appointment.

Citizens wishing to speak on an action itemrenagenda will be recognized by
the Mayor when the Council is considering that it€omments from the
audience will be taken after the report of the cottem chairman and before
debate by the City Council. Citizens wishing toheard on items not included on
the formal agenda will be recognized after the respof City Officials, under the
agenda heading "Citizens Wishing to Address thenCibon a non-agenda item."
Candidates for elective office who wish to addrbesCity Council shall do so
under “Citizens Wishing to Address the Council.”
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Each person addressing the Council is asked tatthekpodium, speak into the
microphone, and state his/her name and addresgquéditions or comments shall
be directed to the Mayor, not to individual Coumo#gmbers, and will be limited
to a maximum of five minutes. Any handouts shalldistributed via the City
Manager or staff and not directly to any Councihmbers. Election campaign
literature may not be distributed at City Councéetings.

Once the City Council debate begins on an itenfurtber comments from the
audience will be entertained. If an amendment lbeoimotion is made which
substantially changes the main motion, the chaill sacognize persons in the
audience wishing to speak to that amendment. Orec€ity Council debate
begins on an amendment, no further comments frenadllience will be
entertained. Upon relinquishing the Chair, the Mayay patrticipate in debate
and discussion on any matter before the City Cdunci

These policies require the full cooperation of mieyor, aldermen and other corporate officials if

they are to be effective and, thereby, operatdecadvantage of the City Council in conducting
its business.
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APPENDIX B

STATUTORY REQUIREMENTS FOR COUNCIL VOTES AND ACTION S
EXCERPTED FROM THE ILLINOIS COMPILED STATUTES

The following list is illustrative only and may nbé complete.

The affirmative vote of four aldermen is required or passage of all ordinances and
resolutions or motions except as otherwise provided

The affirmative vote of five of the corporate auilies (including the mayor) is required in the
following instances:

1.

10.

11.

To change an ordinance to provide for the elactather than the appointment of a City
Collector, City Marshal, Superintendent of StreetSprporation Counsel, City
Comptroller, and other City officials

To expel an alderman.

To pass an ordinance and resolution or motiahhhs been returned to the City Council
by the mayor without the mayor’s signature.

To change the setback lines as set forth in oqpadiordinances.
To pass an annexation agreement.

To enter into a lease for machinery or equipneite used by the City provided that the
term of the lease does not exceed five years.

(&) To purchase or lease real or personal pippar use by the City, provided that the
term of the lease or purchase does not exceedyweats.

(b) To enter into a lease-purchase agreement &rorepersonal property to be used by
the City.

To levy a tax higher than that provided by state for improvement of the waterworks
system.

Any such contract may be entered into by th@@rofficers without advertising for bids.
Lease or convey any City property in excedsvofyears.

To accept the high bid or any other bid deteedito be in the best interest of the City
for the sale of real estate. However, only a nigj@s required to reject all bids.
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12.

13.

To dispose of City-owned personal property &ysale with or without advertising; (b)
converting to some other piece of equipment ushbléhe City; or (c) by means of a
trade-in for a new piece of equipment.

To raise the amount of levy above that provifbedn State law for the improvement of
streets and bridges.

The affirmative vote of five aldermen is required:

1.

To pass an ordinance to vacate a street or. alley

Other information:

1.

The corporate authorities may by ordinance cdéngigendance at Council
meetings.

The mayor or any two aldermen may call a specedting of the City Council.

The mayor shall not vote except (a) in the ewdrd tie; (b) if fewer than seven
aldermen are present, and where only three oflteraen elected voted in favor
of an ordinance, resolution or motion even thougrd was no tie vote; and (c)
where a vote greater than a majority of the congoaathorities is required.

Upon the request of any two aldermen presentreport of a committee of the
Council shall be deferred for final action therdonthe next regular meeting of
the City Council after the report is made.

The mayor, if he approves of them, signs alblkggons and motions which (a)
create any liability against the City; (b) provider the expenditure or
appropriation of City funds; and (c) provide foetkale of any City property; the
mayor signs all ordinances.

If the mayor disapproves, he shall return the @waae, resolution or motion to
the City Council with his written objections no $ethan five days after passage
for consideration at the next regular meeting. frteyor may disapprove of any
ordinance, resolution or motion making an apprdianmain its entirety or any one
of several sums of the appropriation. If the mafgls to return the ordinance,
resolution within the specified time, it shall beo® effective despite the absence
of his signature.

No vote of the City Council shall be reconsider rescinded at a special

meeting, unless there are present at a speciaingest many aldermen as were
present when the vote was taken.
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APPENDIX C
BOARDS, COMMISSIONS, COMMITTEES

Except as otherwise specifically stated, the Mayith the advice and consent of the City
Council is the appointing authority for all idemtdl boards, commissions and
committees. Whenever used with respect to Mayagpbintments, the term “advice and
consent of the City Council” shall mean a voiceeveoéquiring a concurrence of a
majority of the aldermen after an opportunity fasadission of the appointment at a
meeting of the City Council.

Service on any one board or commission shall bé&ddnto three (3) consecutive full
terms. Maintaining at least a 75% attendance lisvéésired of each commissioner.

ZONING BOARD OF APPEALS

General references: lllinois Compiled Statutes; Article 4, Chapter £tbe Municipal
Code of the City of Park Ridge.

General provisions: Shall consist of seven members appointed by thgoMwaith the
advice and consent of the City Council for overiagpterms of five years. The
Chairman is appointed by the Mayor and shall saveChair for two years. General
functions: By means of public hearing with required publidio® decide variances
and interpretations to the Zoning Ordinance. Issoeolving changes in land use are not
considered. Limited in authority to approve certaariances (minor) while all others
must be approved by City Council (major). Any dérby the Board constitutes final
administration action.

PLANNING AND ZONING COMMISSION

General references: lllinois Compiled Statutes; Article 4, Chapterofl the Municipal
Code of the City of Park Ridge.

General provisions: Shall consist of nine members appointed by the/dvlavith the
consent of the City Council to overlapping termsfobir years. The Chairman is
appointed by the Mayor and shall serve as Chairioatwo years.

General functions: To prepare and recommend to the City Council aprehensive
plan for the City and areas outside its Municipalidaries and, from time to time,
improvements in pursuance of such Comprehensive Pla promote public interest and
understanding of the Comprehensive Plan and relgli@ehing matters. To hear and
review all matters upon which the Commission isumegfl to recommend or approve
pursuant to the Zoning Ordinance, including reveavd make final decisions on certain
site plan reviews; make recommendations to the Cayncil on special use applications;
make recommendations to the City Council on plaraegelopment applications; make
recommendations to the City Council on zoning amsert applications; initiate, direct
and review, from time to time, studies of the psowms of the Zoning Ordinance and to
make reports of its recommendations to the Cityr@duand adopt rules, procedures and
guidelines pertaining to the administration anceliptetation of those sections of the
Zoning Ordinance over which the Commission hassgliction. To receive and review
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all plats of subdivision and recommend with respibeteto to the City Council pursuant
to the subdivision regulations. To initiate, diraad review from time to time studies of
the provisions of the Zoning Ordinance, subdivisi@gulations and other land use
controls, and make reports of its recommendatiorike City Council.

APPEARANCE COMMISSION

General references Article 15, Chapter 7 of the Municipal Code tbe City of Park
Ridge.

General references Shall consist of five members appointed by Rayor with the
advice and consent of the City Council to overlaggerms of five years. Not more than
four (4) members shall be recognized as experiemcathtters of aesthetic judgment by
virtue of training, education and experience (sasharchitects, land planners or persons
specifically qualified for reasons of educatiorgitiing or experience in the area of
graphic or allied arts). Insofar as practical,ethr(3) members shall be architects
registered to practice in the State of lllinoisheTChairman is appointed by the Mayor
with approval of the City Council.

General functions To review all applications for new constructiah residential,
commercial and institutional structures. To reviewlding alterations where there is a
change to the exterior of multiple family residahticommercial and institutional
structures. To review alterations affecting strelevations of single-family residences.
To review wall and ground signs.

LIBRARY BOARD

General references: lllinois Compiled Statutes; Article 4, Chapter tbe Municipal
Code of the City of Park Ridge.

General provisions: Shall consist of nine directors appointed by thaybdt with the
advice and consent of the City Council for overlagperms of three years from July 1
each year. The President and other officers &iwaklected by the Library Board from
among its members.

General functions: Acts as a Board of Directors for all programs,afines and
personnel of the Park Ridge Public Library.

CIVIL SERVICE COMMISSION

General references: lllinois Compiled Statutes; Article 4, Chapter Btbe Municipal
Code of the City of Park Ridge; Civil Service Ruéesl Regulations adopted February 7,
2005.

General provisions: Shall consist of three members for overlappingngerof three
years. No more than two members shall be of theegaolitical party. The Chairman is
elected by the Commission members.

General functions: Generally, the Commission is responsible for sgtthe standards
for hiring of City employees, based on merit. T@mmission establishes guidelines for
the termination and discipline of employees andrqeg@peals in cases of disciplinary
action. This Commission covers all non-electiveplayees, including the employees of
the Public Library, with the exception of those ifoss specifically exempted, and
police and fire personnel.
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BOARD OF FIRE AND POLICE COMMISSIONERS

General references: lllinois Compiled Statutes; Article 4, Chapter #itbe Municipal
Code of the City of Park Ridge.

General provisions: Shall consist of five members appointed by the dfayvith the
advice and consent of the City Council, whose teoh®ffice shall be three years.
Political party affiliation shall not be consideredmaking such appointments. Members
of the board shall not be required to file a fidelbond. The board shall elect from
among its members a chair and a secretary to sarviee term of the City’s fiscal year.
General functions: The Board has generally the same responsibildeshe Civil
Service Commission, except it covers only policeraerd firemen, except for promotion
and/or demotion of supervisory personnel. The fCbiid’olice and the Fire Chief shall
have the responsibility for these actions.

BOARD OF TRUSTEES — POLICE PENSION FUND

General references: lllinois Compiled Statutes; Article 4, Chapter 6tbe Municipal
Code of the City of Park Ridge.

General provisions: Shall consist of five members for two-year ovepiag terms.
Terms start the second Tuesday in May. Two mendrerappointed by the Mayor; two
members are elected from the active pension paaints by the active participants; the
fith member is elected by and from the benefiesri Election procedures are provided
by law.

The statute does not provide for the advice and&ainof the City Council. Officers are
chosen by the Board.

General functions:Generally, the Board administers the Police RenBund.

BOARD OF TRUSTEES-FIREFIGHTER’S PENSION FUND

General referencedllinois Combined Statutes: 40 ILCS 5/4; MuniaiCode of the City
of Park Ridge: Article 4, Chapter 6

General provisiondMembership shall consist of a total of five memsbéwo active
firefighters, one retired firefighter and two mengappointed by the Mayor. The active
firefighter is elected by the active members ofgkasion fund; the retired firefighter is
elected by the retired members of the pension fukldlmembers are elected or
appointed for three-year terms, which are stagge8tdte law provides for election and
appointment procedures.

General functionsGenerally, the Board administers the Firefiglgétension Fund.

ELECTRICAL COMMISSION

General references: lllinois Compiled Statutes; Article 4, Chapter ¥ tbe Municipal
Code of the City of Park Ridge.

General provisions: Shall consist of six members, the chief electricepector, a
registered professional engineer, an electricalraotor, a journeyman electrician, a
representative of an inspection bureau maintainedhb fire underwriters (if no such
representatives resides in the municipality, thenRire Chief or his designate), and one
representative of an electricity supply company.thére is no person residing in the
municipality who is qualified under any of thesesclgptions, the Mayor with the advice
and consent of the City Council may appoint soneoperson to fill that position. The
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six commission members are appointed for overlappenms of three years. The chief
electrical inspector serves as ex-officio chairman.

General functions: Recommends safe and practical standards and ispéoiiis for
the installation, alteration and use of electreglipment. Recommends reasonable rules
and regulations governing the issuance of pernyithé electrical inspection department.
Recommends that the City Council adopt by ordinaeesonable fees to be paid for the
inspection of all electrical equipment installedattered within the City.

LIQUOR LICENSE REVIEW BOARD

General references: Article 12, Chapter 6 of the Municipal Code of tGéy of Park
Ridge.

General provisions: Shall consist of the Commissioner and five memberall
members of the Board are residents of the City.e Wayor of the City shall be the
Liguor Control Commissioner, shall be charged & administration within the City of
the City’s liquor ordinance, and shall be the Ginain of the Board. He may designate
one or more persons to assist him in the exerdiseah powers and the performance of
such duties, as he may deem necessary.

General functions: The Board, at the direction of the Commissioneglishave the
authority to investigate and review all applicaspmenewals and complaints and to
investigate the operation of all licensed estabfishts, conduct hearings, receive
evidence and sworn testimony and make recommemdatiiothe Commissioner.

FAIR HOUSING COMMISSION

General references: Article 14, Chapter 14 of the Municipal Code oé @ity of Park
Ridge.

General provisions: Shall consist of six members appointed by the Mayith the
advice and consent of the City Council appointedverlapping terms of four years. The
Chairman is appointed by the Mayor and shall sasv€hairman for two years.

General functions: Act to assure that persons living, working or degi to live in
Park Ridge are not discriminated against with resfmepurchasing, leasing or occupying
property. To attempt to conciliate complaints air fhousing violations. To submit a
written report to the City Council and create conteas to facilitate the Commission’s
work.

YOUTH SERVICES COMMISSION

General references: Article 4, Chapter 14 of the Municipal Code of tGay of Park
Ridge.

General provisions: Shall consist of eleven members appointed by tagomwith the
advice and consent of the City Council. The apiga@s shall include four (4) non-
aldermanic adults, one (1) liaison member from@tg Council, one (1) member from
the Park Ridge Park District, one (1) member frbm Park Ridge Teen Center, and four
(4) of the members shall be youth currently attegdPark Ridge high schools. If
possible, there shall be one youth from each of fiiwwing grades: freshman,
sophomore, junior and senior. If there are noiappts from a particular grade, a youth
from another grade may be appointed to fill thagifgan. The City Council liaison shall
be the chair of the Commission. In addition tod¢hleven (11) members, the Commission
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should provide for participation of a represengtifrom the Park Ridge Police
Department. The representative of the Police Doyt shall be selected by the Police
Chief and may be changed at any time. The teroffaie for all members shall be three
(3) years or until a successor has been appoimteithever comes last. The term of
office of a student member who is appointed agshiman, sophomore or junior shall be
for two (2) years or until a successor has beemiapgd, whichever comes last, and the
term of office of a student member who is a seslwll be for one (1) year or until a
successor has been appointed, whichever comes last.

General functions: To provide a forum for public discussion of anydaall topics
related to the activities of youth of Park Ridge;act as an ombudsman for youth; to
facilitate coordination for various community youginoups. Recommend appropriate
action to the Mayor and City Council for servicesl activities relating to the youth of
Park Ridge.

PUBLIC ART COMMISSION

General ReferenceVote of approval by the City Council on Decemb8r 2005

General Provisions:Shall consist of nine members appointed by theydvlavith the
advice and consent of the City Council. The Chanmns appointed by the Mayor and
shall serve as Chairman for two years. Commissiembers should include, if possible,
one structural engineer, one graphic designer,peesentative from the Brickton Art
Center, a member of the Park Ridge Fine Arts Sypceelicensed architect, an artist or
painter, and at least one art teacher. Membeiksdrae three-year terms of office.
General Functions: To meet periodically to review artists and artkgorand make
recommendations to the City Council on pieces t@laeed on loan or purchased and
placed in a permanent location; to provide experfisr the selection, display and
placement of the Park Ridge public art collectiom;foster a greater understanding of
Park Ridge’s art history; and to work with corperand private sponsors to build a
public art collection.

COMMUNITY HEALTH COMMISSION

General ReferenceArticle 4, Chapter 8 of the Municipal Code of iy of Park Ridge.
General Provisions:Shall consist of eleven members appointed byMiagor with the
advice and consent of the City Council. Commissimmbers include three adults from
the community, one substance abuse professior@wrselor and one community liaison.
In addition to the eleven (11) Commissioners, them@ission should provide for
participation of representatives from the Park Ridplice Department, School District
207 and School District 64. The Commission shatdlude a Park Ridge Alderman with a
two-year term, acting as the Commission’s liaismthe City Council. Commissioners will
serve two-year terms with no more than four mensoeims expiring each year. The
Commissioners shall elect a Chairperson.

General FunctionsExpand overall communication with the Communityaage to help
our children and parents in educational effortsdong and alcohol misuse, explore
various approaches that will promote a drug freen@ainity, assist other Community
efforts, explore options and alternatives that rhighke a difference in establishing Park
Ridge as intolerant of all inappropriate drug atwblaol misuse, ensure “best practices”
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are adopted which contribute to the primary missimd establish a base line of the
current environment and match all efforts towaetfucing all inappropriate behaviors.

O’HARE AIRPORT COMMISSION

General referencesArticle 4, Chapter 10 of the Municipal Code oktiCity of Park
Ridge.

General provisions Shall consist of nine members appointed by theydl with the
advice and consent of the City Council to overlagpierms of three years. The
Chairman is appointed by the Mayor and shall saawveChairman for two years. The
Commission shall include a Park Ridge Alderman vaittwo-year term, acting as the
Commission’s liaison to the City Council. The iait terms of three of the
Commissioners shall end on July 1, 2011; thred sindl on July 1, 2012; and three shall
end on July 1, 2013. After these initial termsp@aissioners will serve three-year terms
with no more than three members’ terms expirindngesar.

General functions To provide a forum for public discussion andveeais an advocate for
reasonable sound and environmental levels assdcvaitd flights flying to and from
O’Hare Airport over Park Ridge. Shall conduct eesl; educate the public; advocate
for improvements; and make recommendations to ttyeGouncil.

HISTORIC PRESERVATION COMMISSION

General referencesArticle 4, Chapter 16 of the Municipal Code oktRity of Park
Ridge.

General provisions Shall consist of nine members appointed by theydl with the
advice and consent of the City Council to overlagderms of five years. The Chairman
is appointed by the Mayor for a term of two yeafdl members shall be residents of the
City. Not fewer than five members shall be selécteom the following: licensed
attorney at law, licensed real estate salespersdmmaier, licensed architect, registered
professional engineer, licensed landscape archéegerson with a bachelor’'s degree or
better in city planning, anthropology, history,, dtiilding construction or finance. If the
field requires professional licensure, then a pemsto retired from that field while in
good standing shall be deemed qualified whethen Baensure is current or not.

General functions Carry out the purposes of the Historic Pres@maDrdinance, Article
23, in the preservation afgnificant properties, buildings, and histostructures within
the City.

ANIMAL COMMISSION

General referencesArticle 4, Chapter 11 of the Municipal Code bktCity of Park
Ridge.

General provisions Shall consist of three members appointed tolappmg terms of
three years. The Chairman is appointed by the magd shall serve as Chairman for
two years.

General functions As set forth in Article 5, Chapter 8, Sectiofisahd 26 and such other
duties as may from time to time be assigned byQitye Council. The Commission will
review information submitted by the Police Chief lois/her designee regarding a
particular animal at an open meeting. After revwhat information, the Commission
will determine whether the animal is a Dangerougmfah or At-Risk Animal.
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APPENDIX D
RULES FOR COMMITTEE OF THE WHOLE OPERATION

All seven aldermen of the City Council will coihste the members of the four
City Council Standing Committees.

At least a majority of a standing committee mustevaffirmatively on a
guestion before a committee recommendation mayrbsepted to the Council
floor.

In the absence of a majority vote by a standimigmittee on a given question,
any member of the committee may bring that questmrthe Council floor
without a Committee recommendation. All such itemgst be presented during
the committee's report.

One or more Aldermen may present any question éefloe Council as New
Business. However, where appropriate, all suchtgqresshould be referred to a
standing committee for proper review and recommgoiis

If the Chairman of the standing committee doe$ vote for the majority
recommendation at the committee level, then a cdateenmember voting with
the majority shall present the majority recommeiufeto the Council.

Motions to close or limit debate shall be enteedirduring Committee of the
Whole meetings. Upon a majority vote of the Comeaittof the Whole in
attendance, such debate shall be closed or limited.

There is no limit to the number of times a com@e member may speak on any
guestion during a standing committee meeting.

All members of a standing committee, includidg tchairman, may make a
motion on any question.

A motion made during a standing committee meetihghe Committee of the
Whole requires a second before discussion ensuka aote is taken.

Unless agreed to by a unanimous consent, all qurssteceiving a second before
a standing committee must be put to a vote.
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STEPS

1

10

11

APPENDIX E

OPERATING BUDGET CALENDAR

DATE

Late September to
early November

Early November

Late November

Early December

Early December to
late December

Late December

February-March
Mid-March

Late March

Early April

Mid-April

WHAT IS TO BE DONE

Preliminary preparation afgat request
forms to Finance Office

Budget forms will be distribdite

All department heads to retemmeted
budget forms to the Finance Director

Tentative approval of Capitadi@et by
Council

Compilation and summarizatib
department expenditure requasts a
analysis by Finance Director

Preliminary budget document tee@ity
Manager for hearings and revisions

Budget document reviewed by Oitficials
Tentative approval given to totaldget

Publication of newspaper notice of
availability of budget for public inspection
(must be at least two weeks before passage)

Public hearing

Council approval of budget (musd prior to
April 30)
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STEPS

10

11

12

CAPITAL BUDGET CALENDAR

DATE

Early August

August

August

Early September

Mid-September

Late September-

Early October
Late October -
Early November
December

February - March

Late March

Early April

Mid-April

WHAT IS TO BE DONE

Budget Request forms distributedepartment
heads

Council committees discuss Capitaldaidequests
and communicate suggestions to appropriate
department heads

Department heads prepare Capital Buegeests

Department heads turn in buégetests to
Finance Director

Finance Director reviews andsost department
request

City Manager review of buadggquests and
submission of recommendationsdorCil

Elected officials review CapRadget
City Council approval of Capital Betdgubject to
available funds

Elected officials meet to ¢destotal budget —
Capital and Operating

Publication of newspaper noticadilability of
Capital and Operating Budgets for public irtsjma
(must be at least two weeks before passage)

Public hearing (must be at led8tdays prior to
passage)

Council approval of Capital and Qpéng Budgets
(must be prior to April 30)
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APPENDIX F

1970 ILLINOIS CONSTITUTION — HOME RULE PROVISIONS

Powers of Home Rule Units

A.

A county which has a chief executive officeratta by the electors of the county
and_any municipality which has a population of mthren 25,000 are home rule
units Other municipalities may elect by referendunbé@ome home rule units.
Except as limited by this Section a home rule umity exercise any power and
perform any function pertaining to its government affairs including, but not

limited to, the power to regulate for the protectiof the public health, safety,

morals and welfare; to license; to tax; and to irumbt.

A home rule unit by referendum may elect ndbéoa home rule unit. An election
to change from a Home Rule municipality can onlyhe¢éd once in every 47-
month period. (The City of Park Ridge held a HoRele referendum of
November 2, 1976. Voters elected to retain Homk Ry a vote of 16,036 to
4,022.)

If a home rule county ordinance conflicts withadinance of a municipality, the
municipality, the municipal ordinance shall prewaithin its jurisdiction.

A home rule unit does not have the power (1)ntur dept payable from ad
valorem property tax receipts maturing more thanyd@rs from the time it is
incurred, or (2) to define and provide for the @inmnent of a felony.

A home rule unit shall have only the power the General Assembly may
provide by law (1) to punish by imprisonment formadhan six months, or (2) to
license for revenue or impose taxes upon or meddwyancome or earnings or
upon occupations.

A home rule unit shall have the power subjectapproval by referendum to
adopt, alter or repeal a form of government proditdg law, except that the form
of government of Cook County shall be subject ® pinovisions of the lllinois
Constitution. A home rule municipality shall hatree power to provide for its
officers, their manner of selection and terms dicef only as approved by
referendum or as otherwise authorized by law.

The General Assembly by a law approved by thee \af three-fifths of the
members elected to each House may deny or limiptineer to tax and any other
power of function of a home rule unit not exercisedperformed by the State
other than a power or function specified in thedlis Constitution.
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M.

The General Assembly may provide specificallyidy for the exclusive exercise
by the State of any power or function of a home ruhit other than a taxing
power or a power or function specified in subsetcttee Illinois Constitution.

Home rule units may exercise and perform coremnity with the State any power
or function of a home rule unit to the extent ttteg General Assembly by law
does not specifically limit the concurrent exercise specifically declare the
State’s exercise to be exclusive.

The General Assembly may limit by law the amooihtiebt which home rule
counties may incur and may limit by law approvedimge-fifths of the members
elected to each house the amount of debt, other tiedht payable from ad
valorem property tax receipts, which home rule roipailities may incur.

The General Assembly may limit by law the amoand require referendum
approval of debt to be incurred by home rule muypaiiies, payable from ad
valorem property tax receipts, only in excess ef fitllowing percentages of the
assessed value of its taxable property: (1) ipdpulation is 500,000 or more, an
aggregate of three percent; (2) if its populat®miore than 25,000 and less than
500,000, an aggregate of one percent; and (3 fapulation is 25,000 or less, an
aggregate of one-half percent. Indebtedness whiohtstanding on the effective
date of this Constitution or which is thereaftempmgyed by referendum or
assumed from another unit of local government shatl be included in the
foregoing percentage amounts.

The General Assembly may not deny or limit tlesvpr of home rule units (1) to
make local improvements by special assessmentoagxktcise this power jointly
with other counties and municipalities, and othéasses of units of local
government having that power on the effective ddtéhis Constitution unless
that power is subsequently denied by law to anyhsather units of local

government of (2) to levy or impose additional ®xgon areas within their
boundaries in the manner provided by law for thavision of special services to
those areas and for the payment of debt incurrextdar to provide those special
services.

Powers and functions of home rule unit shaltbestrued liberally.

Intergovernmental Cooperation

A.

Units of local government and school districtayntontract or otherwise associate
among themselves with the State, with other stares their units of local
government and school districts, and with the Fadgovernment to obtain or
share services and to exercise, combine, or tnaasfepower or function, in any
manner not prohibited by law or by ordinance. Brmif local government and
school districts may contract and otherwise ass®ciwith individuals,
associations, and corporations in any manner nohilpited by law or by
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ordinance. Participating units of government mag their credit, revenues, and
other resources to pay costs and to service dédiedeto intergovernmental
activities.

Officers and employees of units of local goveeminand school districts may
participate in intergovernmental activities autked by their units of government
without relinquishing their offices or positions.

The State shall encourage intergovernmentalaratipn and use its technical and
financial resources to assist intergovernmentavides.
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APPENDIX G
VOUCHER APPROVAL PROCEDURES

The voucher approval procedure is a process séb upsure that the proper steps are
taken to request the purchase of and subsequentgphyfor goods and services. This
process is basically divided into three stagesstFa requisition/purchase order must be
initiated by the requesting department and approbvgdthe Purchasing Agent, the

Finance Director and the City Manager. Secondig, completed requisition/purchase
order must be approved for payment by the Financectdr, and thirdly, the payments

must be approved by the City Council, the Finanom@ittee and the City Treasurer.

In the first stage, the department in need of thedg or services sends a requisition to
the Purchasing Agent for approval. In additiohi® approval, the Finance Director and
the City Manager must approve the purchase orBer.items that are purchased under a
purchase price agreement, a requisition/purchaser aroes not need to be made even
though the other procedures must be followed. Bbaek of the invoice is stamped
instead and filled in with appropriate descriptiorsecount number and signature
authorizations.

In the second stage, the Finance Director will apgrfor payment all completed
contracts and agreements. This approval is made iakoices have been received and
the quality and/or quantity of the goods and sewibhave been deemed appropriate by
the department requesting the goods and services.

In the third stage, a copy of all warrants andwlagrant register are sent to a member of
the City Council for approval. In addition to thieember’s approval, the City Treasurer
and the Mayor must also approve the warrant copfggproval is signified by initialing
the warrant copy in the appropriate area. This$ @lathe approval process is completed
the weekend prior to each Council meeting. Thg Cibuncil rotates the members who
are responsible for reviewing the warrants so ¢nat person is always responsible.

On the Saturday prior to each Council meeting, édderman will receive a copy of the

warrant list proposed to be approved at the Counegting. Each Alderman can review
that list of disbursements to see if they have qngstions. If questions do arise, the
Alderman calls the Finance Director on the Mondayhe Council meeting so that any
problems or questions can be clarified. At the i@idumeeting the Chairman of the

Finance Committee will afford the entire Council @pportunity to bring up questions.

Warrants are approved for payment as an item um@lasstion is made to specifically

consider a particular warrant.
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APPENDIX H

RULES AND GUIDELINES FOR PUBLIC HEARINGS
BEFORE THE CITY COUNCIL

On the recommendation from the Procedures and Regns Committee, the City
Council approved on January 18, 1999 the followiracedures for conducting a public
hearing in front of the City Council:

A public hearing is defined as any meeting forpghepose of hearing a witness testify
under oath or affirmation, which is open to thelpubr in which the testimony is made
available to the public.

A record of proceeding is defined as an accuraterdeof the proceedings of a hearing,
which may be taken by tape recording or other gmute means and kept.

1.

Unless otherwise required by law, public not€a public hearing shall be
published at least once, in a newspaper publishmivihe City of Park Ridge.
Such notice shall contain date, time and placeesafing, and a brief description
of the subject.

Any interested person may appear in person aubyauthorized agents or
attorneys.

All testimony before the City Council will bevgin under oath.

The Mayor, or when absent, the acting mayor siumhinister or authorize the
administration of oaths.

A record of the proceedings shall be kept inftinm of tape recording or that
provided by a court reporter.

The record of the proceedings of a public heani@ed not be transcribed or

printed except when requested in writing, at whiake a transcript of the record
shall be furnished at a reasonable charge.
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APPENDIX |
RESERVED
Adopted May 3, 2005

Rescinded July 21, 2008
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ORGANIZATION CHARTS
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CITY ADMINISTRATION

ORGANIZATIONAL
COORDINATION

COORDINATION OF ALL
MUNICIPAL FUNCTIONS

OVERSEE ACHIEVEMENT
OF ORGANIZATIONAL
OBJECTIVES

STRATEGIC PLAN

RIINGFT PRFPARATIONI

PERSONAL SERVICES LEGAL SERVICES

CLASSIFICATION/COMPENSA

TION PLAN REPRESENTATION

PROSECUTION

COLLECTIVE BARGAINING

SPECIAL COUNSEL

RECORDS CONTROL

ECONOMIC
DEVELOPMENT

MAINTANANCE OF
OFFICIAL RECORDS

VOTER REGISTRATION

FREEDOM OF
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CITY NEWSLETTER
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PARK RIDGE POLICE DEPARTMENT

City Manager

Chief of Police

Secretary

Deputy Chief of Police

Administrative Lieutenant

Field Operations Bureau

Investigations Division
1 Commandep,

Criminal Investigation Section
4 Detectivesy

Juvenile Section
2 Detectiveg,
(Juvenile Officers)

Patrol Division

1 Sergeang,

Special Services Division

Secretar |

Staff Services Bureau

School Resource
Officer

Social Service Unit
1 Social Worke

2 Patrol Officergy)

Direct Authority/Responsibility
Indirect/Coordinating Relationship

Blue Patrol Watch
1 Commander

1 Lieutenant
1 Sergeant

10 Patrol Officersa

Traffic Sectiony,
1 Patrol Officer

Community

Gold Patrol Watch
1 Commander

1 Lieutenant

1 Sergeant

10 Patrol Officergs)

Red Patrol Watch
1 Commander

2 Patrol
Officersy

Relations Section

Property Section
1 Community
Service

Officer

Records Division/
Crime Analysis Unit
1 Record Supervisor
3 Clerksg

General Services Division
1 CSO Manadgem

1 Lieutenant
1 Sergeant
10 Patrol Officergs)

Police Desk Section
1 Assistant CSO Supervisot
3 Desk Attendants P4
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Community Service Section
8 Community Service Officerg,

Parking Enforcement Unit
2 Parking Enforcement
Personnep,

Crossing Guard Unit
22 Crossing Guards)




Edward V. Dubowski
Fire Chief

Craig Gjelsten
Deputy Chief

Park Ridge Fire Department Organization 2006

Captain Hanson
Training/Admin

Lt. Edelmann
Fire Prevention
Public Education

. Jennifer Steurer
Fire Inspector L -
Administrative
Sexton A
Assistant

Batt Chief/Gold Shift
Koziel [5/73] (PM)

Batt Chief/Black Shift
Pretzer [4/79]

Batt Chief/Red Shift
Vavruska [3/78]

| ] | ]
Station 36 Station 35 Station 36 Station 35 Station 36 Station 35
Lt. Boeringa [1/88] Lt. Sorensen [5/97] Lt. Portell [5/87] Lt. Debs [1/88] Lt. Norton [2/79] Lt. Krause [5/83]
(PM) (PM, FI) (PM) (PM, HZM) (PM,TRT,HZM,FI) (PM, TRT)
] ] | ] ]

Sutfin [5/83] Schmitt [7/77] Hohmeier[5/83] Petersen [4/95] Kelly [7/72] Plach [5/93]
(ENG,PM) (ENG,PM,HZM,FI) (ENG,PM) (ENG,PM) (ENG) (ENG, PM)
Falco [11/94] Bieniek [4/82] Naffziger[7/94] (Evl\llllé‘lr::’[l\G/IIQIDGI]V Bruchsaler [7/94] Ortlund[8/93]
(ENG) (FF) (ENG,PM,TRT) T’RT)’ ' (ENG,PM,DIV) (ENG,PM)
Pavone [5/00] Isom [5/97] (ZE‘EQGQ‘KA[QQO K”Z[gfg”;;‘“c“ Buckley [6/96] LoCoco [1/96]

(PM, FI) (ENG,PM,TRT) TRT) (ENG PM) (ENG,PM) (ENG,PM,DIV)
Blane [5/00] Jarka [2/98] Decker [1/00] Lazenby [2/98] Skinner [9/97] Ascione [2/04]
(PM) (ENG,PM,HZM) (PM, FI) (ENG, PM,FI) (ENG,PM, FI) (PM)

Malcomson [2/04]
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Scott [2/99]

Koletsos [2/05]

W oodford [9/00] Franzen [10/00] Carrillo [2/00]
(PM) (PM) (PM) (PM,HZM) (ENG, PM) (PM)
W eingart [10/02 . Mleko [7/00 . Sankey[5/00 .
i Black Shift e Red Shift ENG P HoM) Gold Shift
15 Personnel 16 Personnel 15 Personnel
. 10 Paramedics Garland 12 Paramedics 11 Paramedics
Harris [10/02] 6 Engineers [6/03] 7 Engineers Sempoch [5/05] 8 Engineers
(PM) 1 Diver (PM, DIV) 3 Divers (PM) 2 Divers
1 TRT Tech 3 TRT Techs 2 TRT Techs
3 Hazmat Techs Laube [5/05] 2 Hazmat Techs 2 Hazmat Techs
FF Vacancy 3 Fire Investigators (FF) 2 Fire Investigators FF Vacancy 3 Fire Investigators




FINANCE DEPARTMENT

ACCOUNTING

Gen. Ledger
Payroll

Water Billing
Misc. Billing
Accts. Payable

ADMINISTRATION

Investments

Debt

Insurance

Budget

Liaison — Finance
Committee
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COLLECTIONS

Water Bills
Parking Fines
Veh./Dog License
Permit Fees
Business License.

PURCHASING




DEPARTMENT OF COMMMUNITY PRESERVATION AND DEVELOPME NT

CITY
MANAGER

Plannin

COMMUNITY
PRESERVATION
Growth Code
Management Enforcement
Developme Bu.sin.ess :
nt District Building Zoning Environment
Developme And al Health
Property
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Trancfa

Property
Maintenance




PUBLIC WORKS ORGINIZATIONAL CHART

Elected Officials

Public Works Committee
Director
I |
Assistart to the Director Assistant Director
SALD
WASTE/ FORESTRY OPERATIONS  WATER OPERATIONS
TRAINING ALNG ENGINEERING DIMSION DIVISON DIVISION DIVISON VEHCLEDVISION TRAINING
DIVISION
I I I I I
N . ) ) Superintendent of Superintendent of Superintendent of
Administrative Assistants City Engineer City Forester Operations (Vi ) Water Vehides
I I I I
Ca Urban Forester / Punp Station & Water | Vehide Maintenance
Quil Engneer Plans Examiner Supply Section Section
Engineering )
Design Design Street Grounds V\/atE er/ Maﬁldng
Technidan | Technician Section | Section Section Sediion
(Vacart)
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Human Resources Department

Human Resources

Director
| |
HRIS Human Resources
| Assistant
EMPLOYEE RELATIONS |
|
COMPENSATION RECRUITING

RISK MANAGEMENT BENEFITS

TRAINING
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Information Technology Department

Information Technology
Director

Information Technology
Coordinator

Information Technology
Coordinator

HARDWARE / SOFTWARE
SUPPORT

NETWORK
ADMINSTRATION

MAINTENANCE

RESEARCH

PLANNING
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PARK RIDGE PUBLIC LIBRARY

FY 2005/06 FY 2005/06

18 Librarians (16.041)
39 Library Assistants (29.15)
29 Pages (8.334)

Numbers on the left of vertical
lines represent number of staff.
Numbers in () represent total
Full-Time Equivalents - FTE

CITIZENS OF PARK RIDGE

4 Custodians (2.87)
86 Total (56.395)

33 actual full-time employees
53 part-time employees + substitutes

MAYOR AND CITY COUNCIL

LIBRARY BOARD OF TRUSTEES

ASSISTANT LIBRARY DIRECTOR

10

LIBRARY DIRECTOR (1.0)

6 (5.125)
ADMINISTRATION DEPT
— 1-Office Manager (1.0)
2-Admin Assts (2.0)

—| STAFF ARTIST (.5) |

IINFORMATION COORDINATOR (.625)|

—| ACCESS SERVICES MANAGER (1.0) |

8.31

4 (2.87)

TECHNICAL SERVICES DEPARTMENT
1-Dept. Head Libn. (1.0)
2-Librarian (2.0)
6-Library Assts. (4.75)
1-Adult Page (.56)

MAINTENANCE DEPARTMENT
1-Dept. Head Custodian (1.0)
1-Asst. Custodians (1.0)
2-Library Monitors (.87)

14 (7.75)

CIRCULATION DEPARTMENT

1-Dept. Head (Supervisor) (1.0)
10-Library Assts. (6.75)

17

(11.39)

23 (12.475)

11 (7.475)

CHILDREN'S DEPARTMENT

1-Dept. Head - Ch. Libn. (1.0)

4-Assts. Children's Libns. (3.0)
5 Library Assts. (4.30)
3-Senior Pages (1.5)
4-Library Pages (1.59)

REFERENCE & INFORMATION
DEPARTMENT
1-Dept. Head - Ref. Libn.(1.0)
5-Asst Ref. & Inf. Libns. (4.041)
4-Library Assts. (2.75)
2-Senior Pages (1.0)
11-Library Pages (3.684)

READER SERVICES DEPARTMENT

1-Dept. Head - Rdr. Svs. Libn. (1.0)
2- Assts. Rdr. Svs. Libns. (2.0)
8-Library Assts. (4.475)
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