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PREFACE 
 

It is important that board and staff understand the difference between board action policies and 
staff generated procedures.  Consequently, a separate administrative procedure manual has been 
developed.  This manual will be available to all employees. 
 
The Urbana Park District’s Board Policy Manual defines a Board Policy as: 

A policy defines goals and principles of the District.  Policy reflects value 
judgments on issues related to the Parks and recreation system.  Formulating 
policy is a responsibility of the Board and the way in which the Board exercises 
its leadership in overseeing the operation of the District.  Policies address the 
purpose of the Parks and recreation system and provide the legal, ethical, and 
quality parameters for the operation of the District.  They give guidance to the 
Director and staff in the discharge of their duties. 
 
A policy must be officially approved by the Board.  Policy statements can take 
the form of guidelines for the discretionary action of those to whom it gives 
authority.  Policies will be recorded in writing, adopted by the Board, recorded in 
the official minutes of the meetings of the Board, and recorded in the Board 
Policy Manual.  The Board will evaluate policies every five (5) years. 
 

The manual also defines an Administrative Procedure as: 

An administrative procedure directly guides District staff in providing a 
responsive, efficient, and creative Park and recreation system.  A procedure 
details the specific course of action to be taken within the general framework of 
policy. 
 
An administrative procedure is any plan or course of action formulated, 
developed, and implemented by the District administrative staff to facilitate day-
to-day District operations within the Board’s policy guidelines. 
 
The Director will have the responsibility of specifying the purpose, scope, and 
actions required to operate the District’s day-to-day functions.  The Director and 
administrative staff will coordinate and oversee these detailed actions.  The 
Director will have the responsibility of ensuring that procedures are consistent 
with Board policy. 
 
Administrative procedures, when appropriate, will be documented and placed in 
the District administrative operations and procedure manual and in other 
administrative documents. 

 

This is the resulting Administrative Procedures Manual. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
CRISIS MANAGEMENT TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 

A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
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Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
 

WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis. 
 
WHO HANDLES LOGISTICS IN A CRISIS? 
 
Crisis Management Team 
 
This team will gather, determine and implement actions to respond to the crisis.  The 
Executive Director or their designee will assign the team. 

 
Crisis Management Team Leader – This individual organizes the team and coordinates all 
actions to respond to the crisis with all constituents: emergency response personnel, public, 
staff and those directly involved or impacted by the crisis. This individual maintains 
communication with the Crisis Communications Team. He or she provides regular updates to 
the Crisis Communication Team on how the crisis is being handled. This information is shared 
with the Crisis Communications Team and, in turn, with audiences. The leader will assign other 
team members duties. 

 Site logistics-secure area and assess situation, determine what responses need to be 
made 

 Supplies, Materials, Staffing-having the appropriate supplies, materials, and staffing 
available 

 Financial Support-individual assigned by the Management Team Leader who is 
knowledgeable about finances and able to access funds as appropriate 

 Emergency Coordination-including coordination with local, state and federal emergency 
management agencies 

Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
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Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  

Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information.  Centralized coordination provides a singular "face" for the organization 
in a crisis. This is one way to build credibility. Centralized information also will minimize 
miscommunication. 
 
Stay Calm. Keep your cool in an interview or news conference with reporters. All responders 
will be intent on resolving the crisis. Individuals associated with the crisis and the organization 
will be intent to receive timely and factual information.  Remember that they are trying to get 
information on a crisis that may have widespread impact for their organization.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis action log: what actions were taken, by whom and at 
what time. You will then have a record of the event and how the reponse was organized. . You 
can later evaluate your responses so you will be better prepared in the future.  
 
Emergency management information. Know what is required by government emergency 
management agencies. 
 
SAFETY RELATED TASKS DURING A CRISIS 

1. Activate the Emergency Response System, individual on site or responding.  Assess the 
situation. 

2. Secure the area with support of the Emergency Response personnel. 
3. Notify the Executive Director, Superintendent of Planning and Operations, and the 

Superintendent of Recreation as appropriate.  The Executive Director or their designee 
will assign the Crisis Management Team and a Crisis Communication Team. 

4. Develop a plan to respond to the immediate situation.  The Crisis Management Team 
Leader will assign the team members. 

5. Document all response actions, assignments, and issues. 

FOLLOWING UP AFTER A CRISIS 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  
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 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 

 Evaluate.  Evaluation of how the crisis was handled. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
CRISIS COMMUNICATION TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 
 
A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
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Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
 
WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis and at minimum should include: 
 
Crisis Management Team Leader – This person is in charge of leading the organization though 
the crisis and resolving it as swiftly and simply as possible. The team leader may pull in staff at 
any time during the crisis to assist. This person may be at the site of the event or crisis or at 
another location.  
 
Site Team Leader – This person is in charge of organizing all activities at the site of the crisis. 
This may be at a park or facility, an office or a natural area. He or she delegates responsibilities 
to other staff based on circumstances on the ground. This individual will assign staff to 
important duties. And pull in staff at any time during the crisis to assist. 
 
Communication Team Leader – This individual leads the communication team and gathers and 
disseminates information about the crisis. 
 
WHO HANDLES INFORMATION IN A CRISIS? 
 
Crisis Communication Team 
 
This team will gather, communicate and distribute information during and after the crisis.  
The Executive Director or their designee will assign the team. 

 
Communication Team Leader – This individual organizes the team and coordinates all actions 
to respond to the crisis with all constituents: emergency response personnel, public, staff and 
those directly involved or impacted by the crisis. This individual maintains communication with 
the Crisis Communications Team. He or she provides regular updates to the Crisis 
Communication Team on how the crisis is being handled. This information is shared with the 
Crisis Communications Team and, in turn, with audiences. The leader will assign other team 
members duties. 

 Cover phones 

 Update website and social media 

 Issue news releases, call news conferences 
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 Gather information from the public 

Information Liaison – This individual is responsible for monitoring the information coming back 
to the organization from constituents, staff and the public. He or she should classify the 
information into categories, such as facts and rumors. Facts should be regularly updated; 
rumors should be verified or exposed as myths. The spokesperson will address the facts and 
myths in any public forums and the individual in charge of news releases will address them in 
writing. 
 
Spokesperson – This person is the one public communicator. He or she will speak with the 
media and provide regular timely updates on the actions the district is taking to resolve the 
crisis. Those individuals already known as public faces of the organization and those who have 
the highest level of both authority and accountability make the best spokespeople.  This role 
would often fall to the executive director or board president, depending on the type of crisis.  
 
Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
 
Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  
 
Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information. Designate one spokesperson. A central spokesperson provides a 
singular "face" for the reporters. Viewers begin to become familiar with a central spokesperson, 
so this is one way to begin building credibility. Centralized information also will minimize 
miscommunication.  
 
Stay Calm. Keep your cool in an interview or news conference with reporters. Some reporters’ 
questions may be hostile, or may seem to be a personal attack. Remember that they are trying 
to get information on a story that may have widespread impact for their audiences.  
 
Stay "on the record". Do not go "off the record." Any comment worth saying should be said "on 
the record." If you go "off the record," be ready to read it in print the next day. Is this unethical 
for reporters to report "off the record" comments? Sure, but anything can, may, and will be 
done to advance a story. You should not be lulled into a false sense of security about the 
confidentiality of your comments.  
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"No comment” is not an answer. Try to have an answer for reporters’ questions. But if you 
don’t have an answer, don’t be afraid to say, "I don’t know, but I’ll find out." Saying "no 
comment" instead, appears to television news viewers and newspaper readers that you have 
something to hide.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis communication log: what was said by whom and at 
what time. You will then have a record of the event and how it was communicated. You can 
later evaluate your responses so you will be better prepared in the future.  
 
FOLLOWING UP AFTER A CRISIS-COMMUNICATION 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  

 An evaluation of how the crisis was handled. You may want to use the crisis 
communication inventory you maintained to evaluate how communication was 
handled. Was information disseminated through one spokesperson? Did 
miscommunication occur?  

 An examination of similar scenarios. What would you do in a similar situation in the 
future? What did others do in similar situations? 

 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
RESPONSES TO SPECIFIC EMERGENCIES 
 
The following emergency procedures have been established to protect the Urbana Park District, 
hereafter referred to as Park District, employees and patrons.  All Park District employees will 
assist during emergency situations within the scope of their abilities. 
 
Hot Environments 

The U.S Department of Health and Human Services reports that the frequency of accidents is 
higher in hot environments because of the heats’ effect on the mental alertness and physical 
performance of an individual.  Excessive exposure to a hot work environment can bring about a 
variety of heat-induced disorders, such as: 

1. Heat Stroke 

2. Heat Exhaustion 

3. Heat Cramps 

4. Fainting 

5. Heat Rash 

6. Transient Heat Fatigue 

Extreme or unusually high heat affects everyone differently; know your limits in high heat 
environments.  Follow the general guidelines below to minimize risk of heat-related disorder: 

1. Know signs & symptoms of heat-related illness. 

2. Monitor yourself and coworkers. 

3. Block out direct sun or other heat sources. 

4. Drink plenty of water. 

5. Avoid beverages which contribute to dehydration such as coffee and tea. 

6. Take frequent breaks during the first 5 to 7 days of exposure to the hot environment, 

until acclimated to the increased temperatures. 

7. Wear lightweight, loose-fitting, light-colored clothing.  Remove saturated clothing. 

8. Get plenty of rest.  Sufficient sleep and good nutrition are important for maintaining a 

high level of heat tolerance. 

If an employee or patron is observed to be ill from the heat, you should: 
1. Call a supervisor for help.  If a supervisor is not available, call 911. 

2. Have someone stay with the worker until help arrives. 

3. Move the worker to a cooler/shaded area. 

4. Remove outer clothing. 

5. Fan and mist the worker with water; apply ice (ice packs or towels). 
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6. Provide cool drinking water, if able to drink. 

If the worker is not alert or seems confused, this may be a heat stroke.  Call 911 immediately 
and apply ice as soon as possible. 
 

Excessive Heat Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 
 
Youth Sports  

All games are cancelled or rescheduled by the Athletics staff no later than 4:30 pm.  If games 
have not been called by 4:30 pm, it is the official’s job to determine safe playing conditions.  If 
the heat index is 105oF or warmer by 4:30, the Athletics staff will cancel or postpone youth 
sports games and practices.   
 

Adult Sports  

Adult sports games will not be cancelled by the athletic staff due to heat.  Adult sports teams 
and players are advised to take caution and follow heat safety guidelines when playing.    
 

Outdoor Music and Special Events in the Parks  

Outdoor evening events will be cancelled or rescheduled when the heat index reaches 110oF at 
any point during the event.  The Program Managers may reschedule an evening event by 4:30 
pm, if the daytime heat index has exceeded 110oF. 
 
Other Youth Outdoor Programs and Activities 

If the heat index reaches or exceeds 105oF, programs should move into air conditioned space.  
If no air conditioned space is available, the program will be cancelled or postponed.  Outdoor 
programs taking place in temperatures over 95oF will restrict outdoor exposure to less than one 
continuous hour, and limit physical exertion. 
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Cold Environments 

When the body is unable to warm itself, serious cold-related illnesses and injuries may occur, 
and permanent tissue damage and death may result. 
Individual thresholds to cold environments are different; know your limits and follow these 
guidelines to minimize your chance of developing a cold environment-related disorder: 

1. Know the signs & symptoms of cold-induced illnesses. 

2. Keep clothing clean.  This helps maintain the proper insulation ability of the garment. 

3. Avoid overheating.  Use zippers, hats and gloves to regulate body temperature. 

4. Wear clothes loose and in layers.  Tight layers will not trap heat. 

5. Keep clothes dry.  Remove saturated clothing, especially cotton garments.  Cotton does 

not pull moisture away from the skin.  When cotton is wet it will make the body cooler. 

6. Avoid dehydration.  Consume warm sweet drinks and soups to increase caloric intake 

and fluid volume.  The intake of coffee should be limited because of the diuretic and 

circulatory effects. 

7. Avoid exhaustion or fatigue because energy is needed to keep muscles warm. 

8. Work in pairs, do not work independently. 

Hypothermia 
Hypothermia may occur when land temperatures are above freezing or water temperatures are 
below 98.6°F/37°C.  Cold related illnesses can slowly overcome a person who has been chilled 
by low temperatures, brisk winds, or wet clothing. 
Hypothermia happens when the normal body temperature (98.6°F/37°C) drops to or below 
95°F (35°C).  Symptoms of hypothermia include: 

1. Fatigue or drowsiness. 

2. Uncontrolled shivering. 

3. Cool bluish skin. 

4. Slurred speech. 

5. Clumsy movements. 

6. Irritable, irrational or confused behavior. 

What should be done: (land temperatures) 
1. Call 911 for emergency help. 

2. Move the person to a warm, dry area.  Do not leave the person alone.  Remove any wet 

clothing and replace with warm, dry clothing or wrap the person in blankets. 

3. Have the person drink warm, sweet drinks (sugar water or sports-type drinks) if they are 

alert.  Avoid drinks with caffeine (coffee, tea, or hot chocolate) or alcohol. 

4. Have the person move their arms and legs to create muscle heat.  If they are unable to 

do this, place warm bottles or hot packs in the arm pits, groin, neck, and head areas.  Do 

not rub the person’s body or place them in warm water bath.  Rapidly warming the body 

may stop their heart.  
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Frost Bite 
When frost bite occurs the body experiences a freezing in deep layers of skin and tissue.  The 
appearance of skin si pale, waxy-white in color and the skin becomes hard and numb.  Frost bite 
usually affects the fingers, hands, toes, feet, ears, and nose. 
What should be done: (land temperatures) 

1. Move the person to warm, dry area.  Do not leave the person alone. 

2. Remove any wet or tight clothing that may cut off blood flow to the affected area. 

3. Do not rub the affected area, because rubbing causes damage to the skin and tissue. 

Seek medical attention as soon as possible. 
 
Adverse Weather Plan 

 
PURPOSE: 
To establish procedures to guide employees in reporting to work during adverse weather 
conditions.  To clarify compensation policy for employees who are unable to work during 
adverse weather. 
 
DEFINITIONS: 
Adverse Weather:  Includes conditions such as snow, sleet, flooding, freezing temperatures, 
heavy winds. 
Adverse Weather – Non Emergency State:  Poor weather conditions exist but an emergency 
state has not been declared by the Executive Director; normal Park District activities continue 
as usual. 
Adverse Weather – Declared Emergency State:  The Executive Director has declared that an 
emergency state is officially in effect due to adverse weather conditions, thus curtailing normal, 
non-critical Park District operations. 
Critical Positions:  Are defined as those positions identified by each Department Head as critical 
to service delivery during adverse weather conditions. 
 
PROCEDURE: 

A. Non-Emergency State 

1. If adverse weather conditions prevail, all employees shall report to work as 

scheduled.  Employees unable to perform normal job duties because of weather 

conditions will be assigned other work by their supervisors. 

2. If hazardous conditions develop before normal reporting time, employees should 

report to work or contact their supervisors immediately.  Employees unable to 

report to work due to weather conditions may ask that an approved absence be 

charged to paid leave, compensatory leave (where applicable), or excused leave 

without pay.  Failure to contact their supervisor in a timely manner or as soon as 

practically possible will result in unexcused leave and subject employees to 
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disciplinary action for unsatisfactory job performance.  Whenever possible, and in 

accordance with departmental policies and practices, the employee may be allowed 

to make up this time within the same work week rather than charge it to leave. 

3. If hazardous conditions develop during the day, employees not designated as being 

in “critical positions” may be authorized by their Department Head to leave work if 

special transportation or other problems are anticipated.  This absence shall be 

charged to paid leave or compensatory leave (where applicable).  Whenever 

possible, employees may be allowed to make up this time within the same work 

week rather than charge it to leave. 

4. Under no circumstances, unless otherwise approved by the Executive Director and 

or Superintendent of Planning & Operations, are maintenance vehicles or 

maintenance personnel to be used for transporting “non-critical” District employees 

to work in a state of adverse weather.  Other District vehicles and personnel are to 

be used according to departmental policies and procedures. 

B. Declared Emergency State 

1. When an emergency state has been declared by the Executive Director, non-critical 

operations may be curtailed and employees may take approved leave as outlined in 

the Personnel Manual. 

2. Employees in critical positions shall be required to continue working as needed to 

ensure adequate delivery of necessary services. 

3. A list of critical positions shall be identified by each Department Head, distributed to 

affected employees and posted periodically in work sites.  New employees who are 

in critical positions shall be notified of this status when they are hired.  Employees in 

critical positions are responsible for making arrangements to get to work.  

Supervisors will work with employees to ensure that reasonable plans have been 

made for this eventuality. 

4. Employees in critical positions may be transported to the work site by District 

vehicles as circumstances allow and as authorized by Department Heads, Employees 

in critical positions may be transported to the work site by District vehicles as 

circumstances allow under the direction of the Superintendent of Planning & 

Operations and the Superintendent of Recreation.  Under no circumstances shall 

non-critical employees be transported to work by District maintenance. 

Critical Positions: 
The Executive Director, Business Manager, Superintendent of Planning and Operations, and 
Superintendent of Recreation will determine the critical positions for each emergency for their 
department. 
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A. Administration: 

Executive Director, Business Manager, Superintendent of Planning & Operations, 

Superintendent of Recreation, Accounting Assistant, and the Public Information 

Marketing Manager (as determined by each emergency) 

B. Planning & Operations: 

Superintendent of Planning and Operations, Facilities Maintenance Supervisor, 

Grounds Maintenance Supervisor, Construction Maintenance Supervisor, 

Aquatic Facilities Maintenance Supervisor, Office Manager, Facilities 

Maintenance Technicians, Grounds Maintenance Technicians, Equipment 

Technician, Park Beautification Technician, and Custodian 

C. Recreation: 

Environmental Program Manager, Community Program Manager, Aquatics 

 Supervisor, Athletics Supervisor, Recreation Services Supervisor 

Adverse Weather Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 

 
PURPOSE: 
To establish procedures to guide staff in canceling programs and special events due to adverse 
weather conditions. 
 
DEFINITIONS: 
Adverse Weather – includes conditions such as snow, sleet, flooding, freezing temperatures, 
extreme heat and heavy winds. 
Program Facility – includes those facilities that offer instructional and recreational programs 
such as the Phillips Recreation Center, Brookens Gym, Anita Purves Nature Center, Lake House, 
Urbana Indoor Aquatic Center, and the Crystal Lake Park Family Aquatic Center. 
Rental Facility – includes those facilities that reserve space to outside groups for meetings, 
rehearsals, parties, etc, such as the Phillips Recreation Center, Brookens Gym, Anita Purves 
Nature Center, Lake House, Urbana Indoor Aquatic Center, and the Crystal Lake Park Family 
Aquatic Center. 
Schools – includes schools that the park district offers instructional and recreational programs. 
 
PROCEDURE: 

1. All regular employees are to report for work on all scheduled workdays.   

2. The Executive Director, Superintendent of Recreation and Superintendent of 

Planning & Operations or their designee will make a decision as to whether facilities 

shall open and programs conducted based upon the following: 

a. Conditions of roads and streets in Urbana. 
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b. Safe access into facilities (parking lots, sidewalks, and steps). 

c. Changing/deteriorating weather conditions. (i.e. anticipated overnight icing, 

rain changing to snow, etc.) 

3. Program Facilities: to cancel or delay facility openings or conduct programs the 

following procedure shall be used: 

Prior to reporting to Work:  All department heads will contact their Superintendent 

or their designee to determine cancellation of programs and/or delays in opening 

facilities.  Upon the decision the department head will contact their respective 

facility/program supervisors and advise them of the decision.  Public notification 

should be made according to the following schedule: 

- 5:00 a.m. for classes/programs beginning prior to noon 

- 10:00 a.m. for classes/programs beginning between noon and 5 p.m. 

- 3:30 p.m. for classes/programs beginning after 5 p.m. 

Program facilities may be required to open to conduct park district business even if programs 
are cancelled.  The program managers will put a recording on the public line announcing the 
closing and/or delayed opening time of the facility, will contact the appropriate temporary staff 
and program instructors, and will notify the administrative office upon arrival at the facility. 
The Public Information and Marketing Manager will be responsible for updating the Urbana 
Park District website. 
 
All programs with hotlines will put an announcement on the 24-hour cancellation line. 
After reporting to Work:  If weather conditions deteriorate after staff has reported to work the 
department heads will determine cancellation of programs or facility closing.  Every effort will 
be made to meet the established time line above.  However, in the best interest of the program 
participants and staff, adjustments may be made to the cancellation schedule. 
All program facilities shall adhere to the delayed opening, cancellation and/or early closing 
schedule with exception of rental facilities. 

4. Rental Facilities: Rental cancellations due to the adverse weather conditions will be 

handled on a case by case basis, Supervisors of all rental facilities shall: 

a. Contact department head prior to calling rental party to determine if the 

facility is safe to use and staff can get to the facility. 

b. If the facility is unsafe, inform rental parties of the cancellation and give 

them the option of rescheduling or receiving a refund. 

5. Athletic Program Cancellations:  Athletic Programs cancelled due to unplayable and 

unsafe field/facility conditions will adhere to the following procedure: 

a. A decision regarding cancellation will be made by 4:30 p.m.  Monday through 

Friday, 7 a.m. on Saturday, and noon on Sunday.  

b. After the times listed above, the decision to cancel games will be made at the 

field. 
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c. The Athletic Supervisor or a designee will be responsible for updating the 24-

hour Athletics Hotline. 

Once games are cancelled due to unsafe field conditions, teams are not allowed to use the 
field/facility for practice. 
 
Tornadoes 

Tornadoes are a local storm of short duration formed by high speed rotating winds.  It is 
impossible to predict exactly when and where a tornado will occur.  If severe weather is 
imminent, listen to local weather forecasts for frequent updates.  During the weather forecasts, 
listen for these terms and do the following: 

1. Tornado Watch – Conditions exist that may produce a tornado.  Continue with daily 

activities, paying close attention to weather reports and changes in the weather around 

you. 

2. Tornado Warning – a tornado has been spotted or its presence has been detected by 

radar.  Seek shelter immediately. 

If you are in a building or structure, you should: 
1. Go to a pre-designated shelter area such as a basement or the lowest building level. 

2. If there is no basement, go to the center of an interior room on the lowest level (closet, 

interior hallway). 

3. Stay away from corners, windows, doors, and outside walls. 

4. Put as many walls as possible between you and the outside. 

5. Get under or next to sturdy furniture and use your arms to protect your head and neck. 

6. Do not open windows. 

If you are in a vehicle, trailer, or mobile home, you should: 
1. Get out immediately and go to the lowest floor of a sturdy, nearby building or a storm 

shelter. 

If you are outside with no shelter, you should: 
1. Lie flat in a nearby ditch or depression and cover your head with your hands.  Be aware 

of the potential for flooding. 

2. Do not get under an overpass or bridge.  You are safer in a low, flat location. 

3. Never try to outrun a tornado in urban or congested areas in a car or truck.  Instead, 

leave the vehicle immediately for safe shelter. 

4. Watch out for flying debris.  Flying debris from tornadoes causes most fatalities and 

injuries. 

Stay in the shelter area until the tornado warning is terminated. 
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TORNADO PLAN 
 
Facilities Procedures: 
 Watch—Tornado and Thunderstorm 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Inform everyone in facility of watch. 

 Check park areas and inform everyone of watch. 

 Continue programs as scheduled and appropriate for the weather conditions. 
 
Warning—Tornado and Severe Thunderstorm 
When the emergency response sirens sound: 

 Turn television to Weatherscan channel 22   

 Turn radio to emergency radio station News Talk 1400 or 97.5 FM. 

 Inform everyone in the facility of the warning and direct them to the cover area. 

 Take cover away from “outside” glass and in small rooms in the interior of the building. 
 
 

Facility Location of Storm Shelter 

Leal Cottage Basement 

APNC Basement 

PRC Restrooms 

UIAC Locker rooms 

901 Break room 

Lake House Bathrooms 

Brookens Locker rooms 

Meadowbrook Barn Garden Pavilion Restrooms 

Sports Fields (outdoors) Nearest building interior 

1011 E Kerr St. Restrooms / any interior room 

 
 
Vehicle Procedures: 
Watch—Tornado and Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Check park areas and inform everyone of watch. 
 
Warning—Tornado and Severe Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station WDWS 1400 AM or 97.5 FM. 

 Inform everyone in the general vicinity of warning. 

 Seek the closest shelter and take cover. 
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Earthquakes 
Earthquakes are a rare but possible occurrence in the Midwest.  Stay as safe as possible during 
an earthquake.  Be aware that some earthquakes are actually foreshocks and larger earthquake 
might occur.  Minimize your movements to a few steps to a nearby safe place and if you are 
indoors, stay there until the shaking has stopped and you are sure existing is safe.  Take the 
following actions when an earthquake begins. 
If you are indoors, you should: 

1. Drop to the ground; take cover by getting under a sturdy table or piece of furniture and 

hold on until the shaking stops.  If there is not a table or desk near you, cover your face 

and head with your arms and crouch in an inside corner of the building. 

2. Stay away from glass, windows, outside doors and walls, and anything that could fall, 

such as lighting fixtures or furniture. 

3. Use a doorway for shelter only if it is in close proximity to you and if you know it is a 

strongly supported, load bearing doorway. 

4. Stay inside until the shaking stops and it is safe to go outside. 

5. Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn 

on. 

6. Do not use elevators. 

If you are outdoors, you should: 
1. Stay there. 

2. Move away from buildings, streetlights, and utility wires. 

3. Once in the open, stay there until the shaking stops. 

If you are in a moving vehicle, you should: 
1. Stop and stay in the vehicle.  Avoid stopping near or under buildings, trees, overpasses, 

and utility wires. 

2. Proceed cautiously once the earthquake has stopped.  Avoid roads, bridges, or ramps 

that might have been damaged by the earthquake. 

If you are trapped under debris: 
1. Do not light a match 

2. Do not move about or kick up dust. 

3. Cover your mouth with a handkerchief or clothing. 

4. Tap on a pipe or wall so rescuers can locate you.  Use a whistle if one is available. 
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Lightning 

Lightning is a violent act of nature that can cause serious injury and death.  In most instances, 
people injured by lightning are not directly hit.  These non-direct hit injuries are caused by 
transients, currents that flow through people in the vicinity of lightning strikes to the ground.  
Lightning strikes occur most frequently during the spring and summer months when thunder 
storms are prevalent.  It is the policy of the Park District that all persons supervising outdoor 
activities be aware that when lightning or thunder is observed or heard, outdoor programs 
should be suspended and everyone should seek appropriate shelter.  The same holds true for 
any employee working outside, if lightning or thunder is observed or heard, employees should 
stop what they are doing and seek appropriate shelter.  Employees should adhere to the 
following procedures and guidelines: 
If outdoors, you should: 

1. Avoid water and all metal objects. 

2. Avoid high ground and open spaces. 

3. Avoid standing near tall or metal objects such as fences, light poles, or power lines. 

4. Seek shelter in a building or in a fully enclosed metal vehicle such as a car, truck or van 

with the windows completely shut. The employee should return to their operations base 

if possible. 

5. Remain in the shelter area for 30 minutes after the last sign of lightning or sound of 

thunder. 

6. If you feel your skin tingle or your hair stand on end, squat low to the ground on the 

balls of your feet.  Place your hands on your knees with your head between them.  Make 

yourself as small a target as possible and minimize your contact with the ground. 

If indoors, you should: 
1. Stand clear from doors and windows. 

2. Avoid contact with sinks, faucets, and related piping. 

3. If possible, turn off and stay away from electrically powered items. 

4. Do not attempt to unplug electrical cords. 

5. Use telephones for emergency use only. 

6. Remain inside until the storm has passed. 

Outdoor Program 
Instructors and supervisors should listen to current weather forecasts the morning of any 
outdoor planned activities so that employees can be alert to changing weather conditions.  
Instructors should also follow the following steps whenever possible. 

1. Monitor weather conditions as they appear on the horizon. 

2. Monitor weather radios when possible. 

3. Designate buildings that can be used when severe weather occurs. 

4. Plan alternative indoor activities for camps and related programs. 
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In the event lightning is spotted, thunder is heard, or a lightning warning system is sounded, all 
activity must be stopped and the following must be followed: 

1. Whenever lightning is observed or thunder is heard, outdoor activity should be 

suspended for a minimum of 30 minutes after the last sign of lightning or thunder is 

noted. 

2. If a lightning warning system is present, follow the procedure specific to that system and 

location. 

3. Do not resume activity until 30 minutes following the last sight of lightning or sound of 

thunder. 

4. Follow IHSA Severe Weather Safety Guidelines when applicable. 

5. Pools and deck areas need to be evacuated at the Crystal Lake Park Family Aquatic 

Center. 
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Flood 

Flooding is most likely to occur near bodies of water, and in areas with poor drainage.  As in any 
other emergency situation the well-being of Park District staff and patrons is the first priority. 

1. Avoid rushing waters and protect yourself against contaminated water. 

2. If flood waters threaten Park District assets, a sand bag dike may be built. 

3. Evacuate buildings threatened by flood waters. 

4. Contact all utilities to disconnect services. 

5. A department head or present supervisor will coordinate the actions of staff present in 

an attempt to protect Park District assets, without jeopardizing their safety. 

6. Do not drive into flooded areas. 

7. Any employee working near floodwaters must wear a U.S. Coast Guard approved life 

jacket. 

8. In high traffic areas, efforts will be made to secure sections of the area to deter public 

traffic. 
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Fire Plan 

 
General Information 

Fires can begin through explosions from highly volatile materials; arson; lightening strike; 
vandalism; old, unsafe, or overheated appliances; fireworks; smoking materials; or improperly 
stored flammables. 
 
To stop the spread of fire, early detection and extinguishing are essential. If a fire gets out of 
control or an explosion is imminent, evacuation must be immediate. The impact of fire is 
greatly affected by fire alarms, sprinkler systems, exit signs, emergency lighting, and employees 
trained in fire extinguisher use. 
 
Fire Extinguisher Use 

Fight a fire with an extinguisher only if the following are true: 

 The fire department has been notified of the fire. 

 The fire is small and confined to its immediate area of origin. 

 You have a way out and can fight the fire with your back to an exit. 

 You have the proper extinguisher (in working order) and know how to use it. 

 You use careful judgment. If your effort is failing, get out of the facility quickly, and close the 
door behind you. 

 
Fire—Basic Action and Evacuation 

1. Contact the Fire Department (911) and activate the nearest fire alarm. 
2. Begin evacuation of all participants and staff. 
3. Attempt to extinguish the fire under the recommended guidelines above. 
4. Leave lights and windows as they are. 
5. Be aware of the number of participants for whom you are responsible. Upon evacuation, do 

a head count. 
6. Close all doors as you exit rooms. 
7. A site supervisor or designated staff should prepare to meet the fire department. 
8. A senior staff member (Director, Superintendent, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i. e., 
fire department, police, media if authorized. 

9. Available staff should stay with all participants. However, one staff member should contact 
the Business Manager at the Business Office and the Public Information and Marketing 
Manager, and the Superintendent of Recreation should contact parents of youth 
participants if applicable. 

10. Follow the directions of the fire department and police. 
11. UIAC and APNC – Do Not Use Elevator To Exit The Lower Level. 
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Bomb or Terrorist Threat 

 

1. Take it seriously. 
2. Get as much information as possible and write it down immediately. 

 Name of caller or association?  

 Date call is received?  

 Exact location of bomb?  

 Time of detonation?  

 What bomb looks like?  

 Why bomb was placed?  

 What kind of explosive was used?  

 Caller’s sex and age (adult or child)?  

 Any other identification (voice, tone, and background) 
3. If possible, keep the caller on the primary line and on a secondary line another person 

should contact police and then the telephone company at (800) 346-1382 to trace the call.  
4. Another staff person should alert the facility supervisor and immediate supervisor. 
5. Evacuate the facility to 300 feet for the protection of all participants and staff.  
6. Contact the Executive Director, Business Manager, Superintendent of Planning and 

Operations and Superintendent of Recreation. 
7. A senior staff member (Director, Superintendents, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i.e., 
police, bomb squad, media if authorized). 

8. Follow the direction of the police. 
9.   Particular attention should be given to: ceilings, restrooms, crawlspaces, electrical and 

plumbing areas and fixtures, utility rooms, office areas, stairways, fuel or gas valves, 
suspicious parcels or people, or anything out of the ordinary. Staff should direct authorities 
to areas of concern. 

 
Utility Failure Plan 

 

1. An emergency lighting system will operate at each Urbana Park District facility in the event 
of a power failure.  These systems will work for a maximum of 15 minutes only. 

2. Utilize flashlight(s) and the radio (if necessary). 
3. Take the appropriate steps to calm all participants (proceed with activities if allowable). 
4. Contact the Planning and Operations office and appropriate personnel during office hours, or 

contact the appropriate personnel at their home number after hours. 
5. If utility failure continues for an extended period of time, contact parents of youth 

participants and send adult participants home. 
6. If gas or burning odors are detected within the building, evacuate the building immediately.   
7. UIAC and Anita Purves Nature Center - Check elevator for participants. 
Call Ameren IP at (800) 755-5000 
Illinois American Water (800) 422-2782 
UCSD 384-2342 
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Evacuation Routes 

 
More than one exit may be used during evacuations. However, the closest exit should be 
utilized. 
 

FACILITY PRIMARY EXIT SECONDARY EXIT ALTERNATIVE EXIT 

Business Office - First 
Floor 

Front Door Back Door  

Business Office - 
Basement 

South Basement Door Upstairs to back door  

APNC - First Floor Lobby Entrance Exhibit Hall Education Hall, Classroom C 

APNC - Basement Bottom of Stairs Resource Room Storage Room 

PRC Front doors West emergency exits South and East emergency 
exits 

UIAC Front doors West doors North doors 

901 Front door East door to drive South door to back shop 

Brookens Gym Main Park District Entrance West exit through 
storage 

Exit south of locker rooms 

Lake House North and south end of hallway West end of main room East end of kitchen 

1011 E Kerr Front Door East exit through 
resource room  

West exit to employee parking 
/ any shop exit door 

Meadowbrook 
Interpretive Center 

Main Barn Door South exit   
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URBANA PARK DISTRCT 
ADA COMPLAINT FORM PROCEDURE 
 
 
The Urbana Park District strives to be in compliance with all facets of the American with 
Disabilities Act (ADA).  Should an individual visiting one of our parks, facilities, or programs have 
an accessibility complaint, they should be provided the compliant form and be allowed to 
complete the form.  Instruct the individual to return the completed form to the ADA 
Coordinator at 1311 W. Church Street, Champaign, IL  61820, or to call at (217) 239-1152. 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

  □ Anita Purves Nature Center □ Lake House □ Planning and Operations Facility 

  □ Brookens Gymnasium □ Phillips Recreation Center □ Urbana Indoor Aquatic Center 

  □ Darius E. Phebus □ CLP Family Aquatic Center □ Other: (Please List) 

        Administration Building 

 

 

 

Date of Incident Incident or Barrier 

 
 
 

Please describe the particular way in which you believe you have been denied any service, program, or 
recreation activity, or have otherwise been discriminated against because of, or  related to, a disability. Please 
specify dates, times of incidents, and names or positions of district employees involved. Please provide names, 
addresses, and telephone numbers of any witnesses. Please attach additional pages if necessary.  

   

   

   

   

   

   

   

   

   

   

IF YOU NEED HELP COMPLETING THIS FORM, CONTACT THE URBANA PARK DISTRICT’S ADA COORDINATOR. PLEASE RETURN 
COMPLETED FORM TO:  ADA Coordinator, 1311 W. Church Street, Champaign, IL 61820, (217) 239-1152 

Full Name (Please Print) __________________________________________________________Date __________________  

Address _______________________________________City ____________________ State ______ Zip _____________   

Phone (______)_________-___________  Email ___________________________________________________________ 

Full Name (Please Print) __________________________________________________________Date __________________  

Address _______________________________________City ____________________ State ______ Zip _____________   

Phone (______)_________-___________  Email ___________________________________________________________ 

Alternate Contact 

 

Complainant Contact 
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URBANA PARK DISTRICT 
COORDINATING RECREATION PROGRAM AND COOPERATIVE RELATIONSHIPS 
 
Cooperation Intergovernmental 

 Stewardship of Resources – it is the policy of the District to be good stewards of the resources of the District.  The 

Director Heads should determine the best options available to the District when making purchases for the District 

including but not limited to, joining other municipal bodies in cooperative purchasing membership in joint 

purchasing programs, and using state and federal purchasing programs 

 

 Equipment – Lending Of – Lending and borrowing of equipment are common among governmental entities such 

as park districts, cities and school districts. 

 

The Director and Department Heads are empowered to lend/or borrow equipment when deemed appropriate by 

the staff and approved by the Director.  The Director and Department Heads may establish a fair and equitable 

rate on specialized pieces of equipment and may also elect to not charge the requesting agency. 

 

 Intergovernmental Cooperation – The District will strive to develop intergovernmental cooperation agreements 

with local, state and federal government agencies to promote and enhance efficient use of tax funds and 

effective delivery of park and recreation services. 

Cooperative Relationships 
It is the policy of the District to cooperate with the community businesses and organizations, public and private, for 
the provision of recreation opportunities to the citizens of the District.  The Director will evaluate and approve the 
cooperative relationship opportunity bases upon the following criteria. 
 1.  The basic purpose of the program is to provide recreation 
 2.  The program is consistent with the legal purpose of the District 
 3.  The program is available to all residents of the District except for restrictions due to  
       the nature of the program (age, skill, etc.) 
 4.  The program does not interfere of conflict with other District programs. 
 
Environmental Stewardship Statement 
The environmental issues facing our community and our world are an important concern of the District.  The Urbana 
Park District is a leader in developing and implementing programs and practices that demonstrate, model and teach 
the value and importance of sound environmental policies and practices. 
 
The Urbana Park District is a steward of the environment and follows these environmentally responsible mandates. 
 
 1.  Provide environmental education and interpretation opportunities for the public which 

Increase the appreciation and value for the natural world and which promotes environmentally conscious 
lifestyles that emphasize selective consumption and low-impact resources use. 

2.  Promote preservation, reclamation, acquisition, restoration management and  
stewardship of open spaces, nature preserves, natural areas, water ways and water bodies, greenways 
and trails. 

 
 
 



URBANA PARK DISTRICT 
SUCCESSION PLANNING 

 
Administrative Succession Policy 

In the absence of the Executive Director, this policy provides for the orderly appointment of an 
authorized replacement to act on his/her behalf. In the absence of the Director lasting more than one 
working day, he/she shall appoint a replacement for carrying on the administrative responsibilities of 
the position to ensure continuity in the chain of command. The Director will choose one of the 
Department Heads to assume these duties: Superintendent of Planning and Operations, Superintendent 
of Recreation or Business Manager. Assumption of duties will occur with notification by the Director of 
his/her absence and shall begin on the first day the Director is absent and continue until the start of 
business on the day the Director returns. The Acting Director has all the responsibilities of the Director 
the Acting Director shall follow all the policies and procedures of the District. 
 
Each Department Head is responsible for the development and implementation of a succession system 
for their individual operations. In all cases when the Department Head is absent from work for more 
than one day, an Acting Department Head will be named to ensure that the day to day decision making 
responsibilities continue. 
 
In the event the Director is incapacitated, the Board may appoint an Acting Director to serve until such 
time as the Director can resume his/her duties. 
 

Administrative Procedure 
Director - In a planned absence by the Director lasting more than one working day, the Director will 
appoint one of the Department Heads to assume the duties of the Director in his/her absence: 
Superintendent of Planning and Operations, Superintendent of Recreation or the Business Manager. The 
Director will notify the Department Head assuming the responsibility of Acting Director either verbally 
or in writing. The Director will also notify the other two Department Heads either verbally or in writing 
of the temporary appointment. 
 
In a planned absence by the Director lasting more than three working days, the Director will appoint one 
of the Department Heads to assume the duties of the Director in his/her absence: Superintendent of 
Planning and Operations, Superintendent of Recreation or Business Manager. The Director will notify 
the Department Head assuming the responsibility of Acting Director either verbally or in writing. The 
Director will also notify the other two Department Heads either verbally or in writing of the temporary 
appointment. And the Director will also notify members of the Administrative Department, the Board of 
Commissioners and the Attorney. 
 
In an unplanned absence by the Director lasting more than three working days, a Department Head will 
assume responsibility as Acting Director until the Director or the Board confirms the temporary 
appointment. The hierarchy of assumption of responsibility is as follows. 
 
#1 Superintendent of Planning and Operations 
#2 Superintendent of Recreation 
#3 Business Manager 
 
This Succession Procedure will be reviewed in January of each year and will be revised upon a change in 
personnel. 
Approved by Board 10-9-2012 
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Administrative Procedure 
Superintendent of Planning and Operations - In a planned absence by the Superintendent of Planning 
and Operations lasting more than one working day, the Superintendent of Planning and Operations will 
appoint one of the Planning and Operations Supervisors to assume the duties of the Superintendent of 
Planning and Operations in his/her absence: Facilities Supervisor, Grounds Supervisor, Project Manager, 
Construction Crew Supervisor, Aquatics Maintenance Supervisor. The Superintendent of Planning and 
Operations will notify the Planning and Operations Supervisor assuming the responsibility of Acting 
Director either verbally or in writing. The Superintendent of Planning and Operations will also notify the 
other Planning and Operations Supervisors either verbally or in writing of the temporary appointment. 
 
In a planned absence by the Superintendent of Planning and Operations lasting more than three working 
days, the Superintendent of Planning and Operations will appoint one of the Planning and Operations 
Supervisors to assume the duties of the Superintendent of Planning and Operations in his/her absence: 
Facilities Supervisor, Grounds Supervisor, Project Manager, Grounds, Construction Crew Supervisor, 
Aquatics Maintenance Supervisor. The Superintendent of Planning and Operations will notify the 
Planning and Operations Supervisor assuming the responsibility of Acting Superintendent of Planning 
and Operations either verbally or in writing. The Superintendent of Planning and Operations will also 
notify the other Planning and Operations Supervisors either verbally or in writing of the temporary 
appointment. And the Superintendent of Planning and Operations will also notify members of the 
Administrative Department. 
 
In an unplanned absence by the Superintendent lasting more than three working days, a Planning and 
Operations Supervisor will assume responsibility as Acting Superintendent of Planning and Operations 
until the Director confirms the temporary appointment. The hierarchy of assumption of responsibility is 
as follows. 
 
#1 Facilities Supervisor 
#2 Grounds Supervisor 
#2 Project Manager 
#4 Construction Crew Supervisor 
#5 Aquatics Maintenance Supervisor 
 
This Succession Procedure will be reviewed in January of each year and will be revised upon a change in 
personnel. 
 
Reviewed and approved: 1-7-2013 VJM 
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Administrative Procedure 
Superintendent of Recreation - In a planned absence by the Superintendent of Recreation lasting more 
than one working day, the Superintendent of Recreation will appoint one of the Recreation Managers to 
assume the duties of the Superintendent of Recreation in his/her absence: Environmental Program 
Manager, Community Program Manager, Aquatics Supervisor, Athletics Supervisor or Recreation 
Services Supervisor. The Superintendent of Recreation will notify the Recreation Manager assuming the 
responsibility of Acting Director either verbally or in writing. The Superintendent of Recreation will also 
notify the other Recreation Managers either verbally or in writing of the temporary appointment. 
 
In a planned absence by the Superintendent of Recreation lasting more than three working days, the 
Superintendent of Recreation will appoint one of the Recreation Managers to assume the duties of the 
Superintendent of Recreation in his/her absence: Environmental Program Manager, Community 
Program Manager, Aquatics Supervisor, Athletics Supervisor or Recreation Services Supervisor. The 
Superintendent of Recreation will notify the Recreation Manager assuming the responsibility of Acting 
Superintendent of Recreation either verbally or in writing. The Superintendent of Recreation will also 
notify the other Recreation Managers either verbally or in writing of the temporary appointment. And 
the Superintendent of Recreation will also notify members of the Administrative Department. 
 
In an unplanned absence by the Superintendent lasting more than three working days, a Recreation 
Manager will assume responsibility as Acting Superintendent of Recreation until the Director confirms 
the temporary appointment. The hierarchy of assumption of responsibility is as follows. 
 
#1 Environmental Program Manager 
#2 Community Program Manager 
#3 Recreation Services Supervisor 
#4 Aquatics Supervisor 
#4 Athletics Supervisor 
 
This Succession Procedure will be reviewed in January of each year and will be revised upon a change in 
personnel. 
 
Reviewed and approved: 1-28-2013 VJM 
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Administrative Procedure 
Business Manager - In a planned absence by the Business Manager lasting more than one working day, 
the Business Manager will appoint the Accounting Assistant to assume the duties of the Business 
Manager in his/her absence. The Business Manager will notify the Accounting Assistant who will assume 
the responsibility of Acting Business Manager either verbally or in writing. The Business Manager will 
also notify the other Accounting staff either verbally or in writing of the temporary appointment. 
 
In a planned absence by the Business Manager lasting more than three working days, the Business 
Manager will appoint the Accounting Assistant to assume the duties of the Business Manager in his/her 
absence. The Business Manager will notify the Accounting Assistant who will assume the responsibility 
of Acting Business Manager either verbally or in writing. The Business Manager will also notify the other 
Administration Department staff either verbally or in writing of the temporary appointment. And the 
Business Manager will also notify the Director, the Superintendent of Planning and Operations and the 
Superintendent of Recreation. 
 
In an unplanned absence by the Business Manager lasting more than three working days, the 
Accounting Assistant will assume responsibility as Acting Business Manager until the Director confirms 
the temporary appointment. The hierarchy of assumption of responsibility is as follows. 
 
#1 Accounting Assistant 
#2 Executive Director 
 
In any circumstance where the Accounting Assistant cannot assume the responsibility of the Business 
Manager, the Director will assume this responsibility. 
 
This Succession Procedure will be reviewed in January of each year and will be revised upon a change in 
personnel. 
 
Reviewed and approved: 1-7-2013 VJM 
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URBANA PARK DISTRICT 

TYPICAL PLANNING PROCESS 

 Inventory and analysis of existing conditions 

 Public input  

 Development of a Program Statement 

 Review of Program Statement by citizens and Board 

 Board approval of Program Statement 

 Concepts developed from Program Statement 

 Review of concepts with citizens and Board 

 Development of final concept 

 Approval of final concept by Board 



 

 

 

 
2. Financial 



Urbana Park District Cash Handling Procedures 
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2.13 Cash Handling Procedure 
There should be procedures used for collecting, safeguarding, and disbursing cash to include, 
at a minimum: 

 Cash handling system procedure 

 Preparation of financial statement 

 Conduct of internal audits 

 Persons or positions authorized to accept or disburse funds 

 Statement regarding design and separation of duties 
 
Commentary: Formal cash control procedures enable an agency to establish accountability, to 
comply with funding authorizations and restrictions, to ensure that disbursements are for 
designated and approved recipients and more importantly, to alert agency management to 
possible problems requiring remedial action. 
 
Evidence of Compliance 

1. Provide copy of procedures 
 
The Urbana Park District has set procedures for the handling of cash. It covers the system, 
preparation of financial statements, conduct of internal audits, positions authorized to accept 
or disburse funds and a statement regarding design and separation of duties. It is also split 
into provisions for each department that handles cash on a regular basis. 
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Urbana Park District Cash Handling Procedures 

 
The District has established a standard of internal controls that are to be followed by 
departments responsible for cash management and that focus on the following listed controls: 

 Segregation of duties - authorization, recordation, custodian functions, and 
reconciliation. In circumstances where this is not feasible, other mitigating procedures 
may be established by the Business Manager. 

 Daily processing - daily cash/collection total reconciled to subsequent deposit. 

 Timely depositing of funds received - processing procedures including 
interdepartmental transportation and deposit directly to designated depositories. 

 Reconciliation to the general ledger and other supporting accounting ledgers performed 
in a timely manner. 

 Physical security procedures during work hours and non-working hours for all funds 
received and cash drawers maintained. 

 The use of automated system resources where practical to provide better processing 
and reconciliation support as well as providing a more efficient and effective manner to 
manage receipts. 

 
The following are general procedures to be followed by all staff that handles money: 

1. Access to cash drawer/safe is limited to those staff with legitimate business needs.  
2. Authorized personnel are assigned a unique user ID to grant computer access. Any data 

entered by staff involving debits and credits should be done using their own user ID.  No 
sharing of user IDs is permitted. 

3. If circumstances require the register to be left unattended, the register should be 
secured. 

4. All monies received will be entered into the computer under the appropriate revenue 
code and should be placed in the cash drawer or safe until a deposit can be made.    

5. Per the Urbana Park District Investment Policy, all funds shall be deposited as fast as 
practical, but always within three banking days. 

6. To ensure customer credit card data security, there is no field on any form requesting 
credit card information.  If in the event that a customer writes their card number on a 
form, that portion of the form should be cut off and shredded. 

7. At the end of each day/shift a Deposit Report is generated as a record of all incoming 
monies.  The total on these reports must match actual funds deposited.  See Appendix A 
for site-specific deposit processing procedures. 

8. If the Deposit Report cannot be brought to an agreement with the deposit, the 
necessary adjustment is identified.  Staff will research or reconcile any errors.  The 
Business Office will provide help with this if needed.  Any discrepancies of $20 or 
greater, require a Cash Incident Report be completed by the responsible employee.  See 
Appendix I for the Cash Incident Report and Procedure. 

9. Staff may be disciplined for their cash journal not matching the deposit, according to the 
Urbana Park District Personnel Policy Manual Employee Conduct and Discipline Section. 
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Provisions for Special Events 
See Appendix B for special event cash handling processing procedures. Money collected at any 
special event should be locked in the closest Urbana Park District building safe or dropped in 
24-hour drop box at a bank designated by the park district, whichever is deemed appropriate by 
the Business Office. 
 
 
Disbursement of Funds: Methods of Payment 
 
All efforts should be made to utilize the P-card as primary method of payment before other 
methods.  Methods of payment rank as follows: 

1. Purchase Card 
2. Purchase Order or Voucher Request (in the Business Office) 
3. Petty Cash 
4. Staff Reimbursement 

 
1. Disbursement of Funds by Purchase Card 
All efforts should be made to utilize the P-card as primary method of payment before other 
methods. The P-Card may be used at any merchant that accepts MasterCard credit cards.  
 
The following steps are taken in issuing P-Cards to employees: 

 Supervisors complete a Cardholder Application form if a Chase Purchase Card (P-Card) 
will be beneficial to the employee’s position.   

 When the form is received at the Business office, a card is ordered and sent to 
supervisor.   

 Supervisor reviews Guidelines For Use and Monthly P-Card Procedures with employee.   

 Employee and supervisor sign Acknowledgement of Receipt of P-Card form and return 
form to Business Office.  Forms are kept in the employee’s personnel file. 

 
The Cardholder Application form, Acknowledgement of Receipt of P-Card form, Guidelines for 
Use, Monthly P-Card Procedures, Smartdata Website Procedures for Cardholders and 
Supervisors, Lost Receipt Verification & Authorization Form, and the Business Office P-card 
accounting procedures are included in Appendix C. 
 
2. Disbursement of Funds by Purchase Order 
Secondary to the P-Card, a Purchase Order (PO) should be generated when placing an order, 
calling for service, or making a purchase. The purpose of a PO is to inform the Business Office 
how a particular purchase is to be coded into the General Ledger, so that the vendor can be 
paid.  Blank PO books are located at the Business Office. The Urbana Park District is tax exempt 
(Tax 1.0. # E 9998-5373-06). The tax exempt number is located on the PO. We are also a 
government agency and will qualify for discounts at some businesses. Ensure that you are 
acting within your required purchasing authority.  
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The following key pieces of information are necessary on all Purchase Orders: Date, vendor 
name, account code, amount, description, staff approval signatures, itemized receipts. See the 
attached PO Instruction Sheet in Appendix D for details on how to properly complete a PO.  
Some vendors also require store account cards and/or tax exempt cards with POs. A single PO 
can be used to buy items for multiple program areas by listing out the expenses by account 
codes. Please turn in all POs and receipts in a timely manner. Restaurant receipts should include 
an itemized receipt and the names of those, for whom meals were paid.  Please do not hold 
purchase orders to be coded, receipts, or bills at your desk. If you are sick or on vacation, your 
supervisor should check your mailbox so that purchase orders and receipts will be turned in on 
time.   
 
For billing purposes, make sure you use the following address: 
Urbana Park District, 303 W University Ave, Urbana IL 61801 
 
The Purchase Order Form, PO Instruction Sheet, and the Business Office vendor check 
accounting procedures are included in Appendix D. 
 
3. Disbursement of Funds by Petty Cash 
Tertiary to the P-Card, petty cash funds allow for the payment of minor business expenses and 
to permit the purchase of low-value supplies and services in an efficient and cost effective 
manner. 
 
Please see Appendix E for details on  

 Security of petty cash funds and internal control procedures 

 Designating and transferring of petty cash custodianship 

 Establishing, increasing, decreasing, and closing petty cash funds 

 Procedures for petty cash purchases, replenishing and reconciling petty cash funds 

 Petty Cash Fund Custodian Establish/Change Form 

 Petty Cash Reconciliation Sheet Form 
 
4. Disbursement of Funds by Staff Reimbursement 
When it would be otherwise impractical to purchase items through the usual purchasing 
methods, staff reimbursement for purchases is the final method.  A Voucher Request Form 
should be submitted by the employee to detail the reimbursement and the account code to 
which the expense is to be debited.  Allowable expenses for reimbursement include mileage, 
per diem, and reimbursement for purchases for Urbana Park District purposes.  Per diem and 
tuition reimbursement must follow the guidelines of the UPD Personnel Policy Manual and 
accompany the Request for Travel Per Diem Form or the Tuition Reimbursement Form, 
respectively.  Sales tax is not reimbursable.   
 
The Voucher Request Form, Auto Mileage Form, Request for Travel Per Diem Form, and Tuition 
Reimbursement Form are attached in Appendix F. 
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Disbursement of Funds: Approval of Disbursements Paid 
Vendor and reimbursement checks are issued weekly on Thursdays. Participant refunds are 
issued weekly on Mondays. P-Card payments are made monthly.  Board meetings are held the 
second Tuesday of every month. All checks paid and all P-card purchases are approved by the 
Park Board. Two signatures are required on all checks. 
 
 
Urbana Park District Administrative Procedures and Operations Manual 
 
Month End Procedures/Financial Statement Prep 

 Record with a journal entry, all deposits not made through the registration system – NSF 
reimbursements, large deposits deposited directly to the Illinois Funds, Property Tax 
allocations, Personal Property Replacement Tax, intergovernmental revenues, grants 
and donations, interest income, and other miscellaneous receipts 

 Record with a journal entry all bank and miscellaneous charges - NSF checks, credit card 
charges, wire transfers, bank charges, etc 

 Calculate and record investment income 

 Record all transactions associated with the bi-weekly payroll transactions - due to/due 
from activity, and other payroll postings 

 Record investment transfers from State Treasurer's account (Illinois Funds) to an 
operating account 

 Review the payroll, operating, and other accounts bank reconciliations and tie these 
balances to the general ledger and monthly Treasurer's report 

 Reconcile all of the investment accounts and the operating accounts and tie these 
balances to the general ledger and monthly Treasurer's report 

 Reconcile Trial Balance cash accounts with monthly Treasurer's report 

 Review monthly budget report for proper budget allocation, correct codes, etc. 
Distribute budget printouts to executive director, department heads, and the Board 

 Prepare monthly spreadsheets on capital projects 

 Prepare IMRF report through the IMRF website, electronic transfer the IMRF payment 

 Quarterly, prepare and submit sales tax and payroll tax reports 

 Distribute monthly Paid Accounts Payable listing to board members 

 Reconcile all bank accounts. See Appendix G for detailed instructions. 

 Reconcile Accounts Receivable. See Appendix H for detailed instructions. 
 
Year-End Procedures 

 Reconcile petty cash and turn in the voucher to the Business Office no later than noon 
on April 24th.  Cash petty cash check no later than the 30th. 

 Vouchers for reimbursements of mileage or supplies must be at the Business Office by 
noon on April 24th. 

 Empty vending machines, donation boxes and dog park fees, etc. so all monies will be 
deposited no later than the morning of April 30th. 



Urbana Park District Cash Handling Procedures 
 

Administrative Procedure Manual 
9/23/2013 krm & crr 
Director Approved, 9/27/2013 

 Deposit any receipts that do not run through CLASS, the morning of April 30th. 

 Be certain that all fees for classes and rentals that take place in the current fiscal year 
have been entered into the CLASS program and payments deposited by noon on April 
30th, including credit cards.  No registrations or rentals can to be entered into CLASS on 
the 30th from noon on.  Hold these until May 1 for entering.   

 
For the final pay period of the fiscal year, be mindful of the following: 

 Plan to pay all of your employees who work for us on an 80/20 split and are paid 
periodically any remaining amounts due during this final pay period. 

 There are several types of staff that tend to turn in timesheets for multiple pay periods 
simultaneously.  This often includes interns, water aerobics instructors, and other 
program leaders.  Please be mindful that these staff have turned in their time sheets. 
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Phillips Recreation Deposit Procedures 

 Run a daily deposit and reports as required for CLASS and Active 
o Deposit is processed the morning of the following day 

 Scan checks into check scanner by logging on the Chase.com Quick Deposit 
o Log into Chase.com, select Payments and Transfers from the top menu bar, and click on 

Deposit Checks under the Quick Deposit tab. 
o Fill in the fields of the Deposit Information section as follows: 

 Deposit To: Recreation (…2717) 
 Location: Phillips Recreation Center 
 Deposit Description: “Printout [date range of deposit]” 

 i.e. Printout July 29-30, 2011 
 Deposit Total ($USD): Total $ for checks to be deposited 

o Proceed with Scanning, Revising, Balancing and Submitting the scanned checks.  Follow 
web site instructions to make any needed corrections. 

o Print and attach two reports with each deposit (links to each report are at bottom of the 
confirmation web page) 

 The printout of the check list 
 The printout of the deposit receipt 

 Create a daily deposit ticket for cash 
o Attach yellow copy of deposit slip to the report; submit full report to the Business Office. 
o Seal deposit ticket along with daily cash into a single night deposit envelope. 

 Attach the stub of the envelope to the deposit report, submit to Business Office. 
 See attached example of how to correctly fill out and seal deposit into night drop 

envelope. 
o An envelope for each day’s deposit will be stored in the safe. 
o Once a week/Friday all cash is taken to the bank and deposited 
o Deposit receipts will be mailed to the Business Office to match up with deposit reports. 

 End of the month procedures 
o Efforts should be made to deposit as much as possible within the month of those deposit 

reports.  An extra trip to the bank to deposit cash may be necessary during a week where 
the end of the month falls. 

 For example, if the end of the month falls on a Thursday, we would want to deposit 
any remaining cash (from the previous Friday through Wednesday) on Thursday.  
This way, only Thursday’s deposit will carry over into the following month’s bank 
statement when it is deposited on Friday. 

 Keeping Cash Secure 
o Cash should be in the safe at all times 
o The safe should remain locked at all times 
o Deposit tickets and cash should be sealed in tamper-proof bags. 
o When cash is transported to the bank, the driver should go directly to the bank without 

stopping elsewhere first.  The bank should be the first stop before other errands. 
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Urbana Indoor Aquatic Center & Crystal Lake Park Family Aquatic Center Deposit Procedures 

 Run deposits and reports as required 
o Deposit processed for each shift 
o Deposit taken to bank daily 

 Create a deposit ticket for cash & checks 
o Attach yellow copy of deposit slips to the report, submit full report to Business Office. 
o Seal deposit ticket along with shift’s cash & checks into a single white envelope.  Write 

the following information on each envelope: 
 Cashier’s name 
 Date of shift 
 Time of shift 
 Amount of deposit 

o Store deposits in the safe 
o Deposit is processed the morning of the following day.  All collected cash & checks are 

taken to the bank and deposited. 
 Chase Bank, 405 N Broadway Ave., Urbana 
 After deposit, travel to Business Office to drop off the deposit report and sign 

off on the deposit receipts. 

 End of the month procedures 
o Efforts should be made to deposit as much as possible within the month of those 

deposit reports.  An extra trip to the bank to deposit cash may be necessary during a 
week where the end of the month falls. 

 For example, if the end of the month falls on a Thursday, we would want to 
deposit any remaining cash (from the previous Friday through Wednesday) on 
Thursday.  This way, only Thursday’s deposit will carryover into the following 
month’s bank statement when it is deposited on Friday. 

 Keeping Cash Secure 
o Cash should be in the safe at all times 
o The safe should remain locked at all times 
o Deposit tickets and cash should be sealed in envelopes, in bank bags, in the safe. 
o When cash is transported to the bank, the driver should go directly to the bank and 

then the Business Office without stopping elsewhere first.  The deposit should be the 
first priority before other errands. 
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Anita Purves Nature Center Deposit Procedures 
Unregistered Deposits  

 Collect money from dinosaur, hot chocolate, donations, vending machine, etc. 

 An unregistered should be run as needed, within three days of receiving funds.  

 Any change should be totaled up at the bank. Do not count by hand. Be sure to go back and fill 
in any total blanks where the amount of change is needed (receipt, Deposit Report form & 
copy, deposit slip).  

1. Each source of money needs a receipt from receipt book filled out - 
a. “Received From” – Dinosaur, etc. 
b. On “For” line, write in appropriate revenue account number 
c. Write the amount of unregistered item $ box. 
d. Sign next to “By”. 

2. Put receipt with unregistered cash and checks. 
3. From the purple folder, fill out the goldenrod colored APNC Deposit Report 
4. In blank area at the top left, write “Unregistered Deposit”. Write in today’s date for “Date 

Printed”. Sign at the bottom.  
5. Scan any checks into Chase bank online. See detailed instructions below. Print Deposit 

Receipt.  
6. Fill in the total Cash & Checks taken to Chase Bank, the total Checks Scanned to Chase Online, 

and the Total to Chase Bank.  
7. Fill out bank deposit slip.  
8. Make a copy of the report for our records – the most recent copy should stay in the Deposits 

folder, while older copies can be filed into the black filing cabinet in the “Deposit Reports 
Completed” folder.  Staple the white copy of the receipts with the account numbers to the 
back of the copied report. 

9. After taking deposit to the bank, the original APNC Deposit Report should be sent to the 
Business Office, along with the bank receipt, the yellow copy of the bank deposit slip (have 
the bank “teller stamp” it), and all of the yellow copies of the receipts with the account 
numbers and descriptions. 

 
Registered Deposits  

 Anything entered into CLASS: Birthday parties, School Tours, Loan items, Rentals, etc. 

 A deposit should be run within three days of receiving funds.  
1. Print Reports 

 Daily Cash Balance Report 
i. CLASS/Report Printing/Accounting/Daily Cash Balance Report  

ii. Location: APNC       User: All Payment Type: All 
iii. To Determine “From” date, look at the previous report to find the date 

range it was last run.  If previous report was run until 2/10, the from date 
should be 2/11.   

iv. “To” date is whatever date you want to run the deposit through, usually 
yesterday’s date.   
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v. Print - In the Select A Report Pop Up Box, choose the 3rd option “Credit Ca 
CSS_1”, click Select. 

 GL Report 
i. CLASS/Report Printing/Accounting/GL Report – use same date range and 

location 

 Refunds Processed Report – use same date range and location 
i. CLASS/Report Printing/Refunds Process Report 

 Payment Processing List 
i. CLASS/Report Printing/Payment Processing/Payment Processing List – use 

same date range and location 
2. Compare checks and receipts from the Registered Deposit money bag in the safe to the Daily 

Cash Balance Report.  
a. Make sure all cash and checks on the report are accounted for 
b. If there were any mistakes on the report (entered then cancelled payments), use a ruler to 

draw a line completely through the entries on the report 
3. Get APNC Deposit Report (goldenrod color) form from purple folder. 
4. Write today’s date on the Date Printed line.  Under it write the date range for this report (the 

From and To dates from the above reports).  Write “Registered Deposit – CLASS” above 
today’s date. Sign the Deposit Report. 

5. Scan checks into Chase online. 
A. Prepare check scanner. Insert black plastic check holder, and extend black plastic 

check catcher. Place checks resting on the check holder to be fed into the machine.  
B. Open a browser window to www.chase.com. Log-in with user ID and password.  
C. Select “Payments and Transfers” tab at the top. Then select “Deposit Checks” 

button.  
D. Deposit to: Rec Deposits  Location: Anita Purves Nature Center  

Deposit description: date range of deposit     Deposit total: check total – Next 
E. Click Next after checks scan through 
F. Look at checks on the Review Checks page. Make sure each check total is correct. 

Correct any errors as needed. Click Next.  
G. Review checks one final time, and click Submit Deposit.  
H. On the Deposit Receipt Confirmed page, select Print this page for your records. 

Once receipt is printed, select Log Off. 
I. Put check scanner away. Store the checks in the APNC Scanned Checks money bag 

in the safe. Checks in the bag from the previous deposit that have already been 
scanned and processed can be shredded.  

6. Continue filling out the Deposit Report 

 Cash & Checks taken to Chase Bank = total of anything brought to the bank in person, 
will usually only be cash/change 

 Checks Scanned to Chase Online = total of scanned checks 

http://www.chase.com/
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 Total to Chase Bank = total of the above two  

 Total on Printout = the total is the number at the very end of the DCBR, should be the 
net total of all transactions accounted for on this deposit.  If the total on Printout line 
is different from the total of Cash + Checks, you know that there were some credit card 
transactions. 

7. Fill out a bank deposit slip for any money taken to Chase Bank.  
a. If depositing a check, do not write check #; just the name on the check 
b. Write “APNC” in the white space of the deposit slip 

8. Make a copy of the deposit report + forms for our records and put it in the purple folder.  The 
previous report, which should still be in there, can then be filed in the black filing cabinet 
under “Budget”, in the “Deposit Reports Completed” folder. 

9. Place items in this order: 
a. Bank deposit slip (on top) 
b. Checks/cash 
c. Yellow copies of any registered cash receipts 
d. APNC Deposit Report 
e. DCBR 
f. GL Report 
g. Refunds Processed Report 
h. Payment Processing List 
i. Deposit Receipt Confirmed 

10. Take deposit to the bank. 
11. Completed Deposit Report and bank receipts go to the Business Office  
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Lake House Activenet Point of Sale Terminal Procedures 
Steps for logging in and beginning your shift at the boat window: 

1) Turn on the tower. 
2) Turn on the monitor and mouse. 
3) Turn on the Epson receipt printer. 
4) Login to Windows. 

a. lhposuser is the username/login 
b. POSUsers is the password 

5) Open the Active shortcut on the desktop (activenet.active.com/urbanaparks/login). 
6) Login to the Active site. Your username is your initials plus last name (jlsoesbe). Your password for now 

is: password123. 
7) Depending on who last logged in and whether this is your first time, you may have to assign a work 

station at login. Using the pulldown menu, select Lake House: LH Window: 

8) Sometimes, that step is already completed, so: EVERY TIME, YOU SHOULD CHECK THE UPPER RIGHT 
CORNER. Where it says Account with the blue arrow, click on the arrow to be sure you’re logged in to 
the correct workstation. 

 

 

 

 

 

 

This is an extremely crucial 
step! In order for our drawer 
to balance, we need to have 
the correct center and work 

station selected. 
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9) Close down the Administration tab and click on the icon for Point of Sale, the cash register. The Point 
of Sale Layout will open. I like to click F11 to run the computer at full screen.  IT CAN TAKE UP TO 3-5 
MINUTES FOR JAVA TO COME UP. 

 
Point of Sale Layout Screen 
This is the ‘cash register’ for boats and concessions. There is a button for every item we sell. The grey 
window on the left for Drop-In Customer will always be open. Once you’ve finished a transaction, the last 
one stays on the screen  
1) Select the correct boat or item on the screen by touching it. It will register on the lefthand menu. 

a. If you want to do multiple items, you can hit that item’s button that number of times, OR you can 
use the grey number pad on the touchscreen to select quantity and then hit the item’s button. 

b. At any point, you can use the “Delete Last” button to take away a selection 
2) Once you’re done, hit one of the payment buttons on the right: Cash, Charge or Check. 

a. If choosing cash, you’ll use the grey number buttons to put in the dollar amount of their payment 
and then choose the yellow Finish button. While it’s processing, the button is light blue. DON’T HIT 
IT TWICE. At the bottom of the menu on the left you’ll see the change needed. 

1. A window will come up and ask if you want to print this receipt. Unless a 
customer tells you they need a receipt, select No. 

2. The grey menu will say Completed Receipt at the top. Your transaction is 
finished and you’re ready for the next one. 

b. If choosing check, just type in the check # in the corresponding box on the lefthand grey menu 
(your cursor is automatically there). Then select Finish. Again, we do not print receipts for checks. 

 Take the customer’s check and slide it into the lefthand slot in the front of the cash drawer. 
c. If choosing charge, the icon for the card swiper will appear above the colored layout.  

 Swipe the card and follow the instructions on the swiper.  

 The card information appears on the grey lefthand menu. Select the yellow Finish key. 

 Answer “Yes” to the receipt prompt and have the customer sign the receipt. Slide it into the 
righthand slot in the front of the cash drawer. At this point, ask the customer if they’d like a 
copy of the receipt. Use the “Print POS Receipt” button on the lefthand grey menu. 

d. If the card doesn’t swipe, it can be entered manually.  

 Hit the Red X button on the card swiper to cancel the swipe. 

 On the screen, the Manual Keypad button below the icon of the swiper will appear active  

 Touch that button and then enter the card number using the keypad on the swiper. You’ll use 
the green    button in between steps. 

e. If the customer changes their payment method before you hit Finish, you can hit Cancel below the 
payment amount on the lefthand menu. 

 
Refunds 
You can refund an item completely using the Point of Sale Screen. We only do refunds for boat rides if 
there are extenuating circumstances. Instead refunds on concession items, we will give them a 
replacement item. 
 
1) Cash Refunds 

 Hit the blue “Refund Item” button. 

 Hit the button for the item you’re refunding. 
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 Hit the green “Payment Cash” button. On the lefthand 
grey menu, it will show the refund amount. Hit the OK 
button. The lefthand menu should appear like this   

 Hit the yellow “Finish” button. 

 When you get the receipt prompt, choose “Yes” and put 
that receipt in the cash drawer when it opens. Pull the 
cash out for the customer. 

 A Shift Supervisor should either process or sign off on all 
refunds. 

2) Check Refunds 

 Hit the button for the item you’re refunding. 

 Hit the green “Payment Check” button. On the lefthand 
grey menu, it will show the refund amount. Hit the OK 
button. 

 Hit the yellow “Finish” button. 

 When you get the receipt prompt, choose “Yes” and put 
that receipt in the cash drawer when it opens. Find the customer’s check under the cash 
drawer and return it to them. 

 A Shift Supervisor should either process or sign off on all refunds. 
 

3) Credit Refunds can only be done with a POS receipt from our terminal the same day as the purchase. 
You’ll have to leave the POS screen to do a credit card refund 

1. Select the Front Desk icon on the banner (three houses). It will open a new tab. 
2. In the middle of the Pending Receipt #1 screen, you’ll see Refund as a header. Select “Refund 

Transaction” below that. 
3. Find Transaction: In the first box, enter the POS receipt and hit “Submit”. 
4. Select Transaction for Refund: Select the item for the refund. 
5. Credit Fees: Make sure the green check is in the box with the correct fees. In this area, click 

“Staff Notes” and use the Standard notes pulldown menu for the refund reason. In the text 
box below, it will appear. Add your initials and the date. 

6. Scroll down and click “Refund and Finish” if you don’t have to refund multiple items. 
Otherwise, hit “Refund” and start all over! 

7. Find Customer to Receive Refund: the pulldown menu will automatically have Drop-In 
Customer in the Potential Customers box. Hit “Select”. 

8. Receipt Refund: check to see that the Amount to Refund box has the correct dollar amount. 
The numbers will be grey. 

9. Clicking the dollar sign next to Credit Card refund on the right side will bring the dollar total to 
this box. 

10. Click “Refund and Finish”. You’ll get a standard, full-page UPD receipt. At the top of this 
receipt, you can select “Print POS Receipt”. (It will say Voucher on top.) Do this twice, once for 
the customer and once for us to put in the cash drawer. 

11. Close the new Front Desk tab that will have the Receipt # as its title. 
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Lake House Shift Supervisor – Closing the Drawer 

1. Click on the Reports icon on the banner of the ActiveNet screen. 
2. On the lefthand menu, select Daily Close Reports. 
3. Select the Cash Distribution By Account report. 

 Under Filters, select Transaction Sites and choose 
Lake House from the pop-up window and click 
“done” at the bottom of that window. 

 Enter the date of the business day in the boxes for 
Transaction Date/Time. The hours are 
automatically filled in. 

 Go to the bottom of the page and click “Run 
Report”. 

 It will open in a new IE window. Print it from this 
screen, being sure to choose the HP as your 
printer. Once it’s printed, you can close that window. 

 On this report, use a highlighter to highlight the date and the two GL Acct numbers on the 
lefthand column and the bottom right Sub-Total dollar amount for that account’s section. 
Do this for: 
- Fees – Lake House Boat Rental 905-9-1030-3501    and 
- Sales – Lake House Concessions 905-9-1030-3402 

 
4. Now, from the lefthand menu, select Cash Receipts report. 

 Under Filters, enter the correct business day in the 
boxes for Receipt Date/Time. The hours are 
automatically filled in. 

 Make sure that Transaction Site is the only box filled in & 
that is has Lake House as the site. 

 Go to the bottom of the page and click “Run Report”. 

 It will open in a new IE window. Print THE LAST PAGE 
from this screen, being sure to choose the HP as your 
printer. Once it’s printed, you can close that window. 

 
5. Count out your $125 of start-up cash & place it into the navy 

zipper bag (try to keep denominations low and to have only 
quarters for change). Put the bag into the safe. 

6. Count any cash and coins and put into the top section of a Chase Bank deposit plastic bag. Write the 
total amount of cash and coin into the corresponding box on the bag. Add “LH” to the line after PRC 
on the blank for Store Number and write the date in the corresponding box and the account number 
from the deposit slip. Get a blank Lake House Daily Statement form and write in the cash, coin, check 
and credit card totals. Fill out the rest of the form accordingly 
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7. Tear out a two-piece (orig. white & yellow copy) deposit slip from the book and fill it out. You will 
deposit all of the money you counted out of the drawer, even if it didn’t match the Cash Drawer 
Total. Write “LH Deposit XX/XX/XX” and your signature on the yellow copy of the receipt. Write the 
date, the total amount of the deposit and write PRC-LH on the line for Store # on the tear-off top of 
the plastic bag.  This is the total of cash and checks only, NOT credit cards! Staple the yellow copy to 
the Daily Statement Sheet along with the perforated top of the Chase plastic deposit bag, credit card 
slips, coupons, and any over/under-ring slips. 

8. Put the original white copy of the deposit slip into the bottom section of the plastic deposit bag. If 
there are any checks, they go in this section with the deposit form. Write the total amount of checks 
in the corresponding box and add to the grand total with cash total.  

9. Follow the instructions on sealing both sections of the bag. Put the sealed bag into that day’s clear 
envelope.  

10. Also, staple together and put the following forms into that day’s clear envelope. Put the entire 
envelope into the safe along with the navy money bag and the green back-up cash bag. Janet will pick 
up on Mondays. 

 LH Daily Statement with attached items 
  -yellow deposit slip copy 
  -credit card slips 
  -plastic bag’s tab 
  -any over/under ring slips 

 Cash Receipts report 

 Cash Distribution by Account report 
11. Be sure the safe is locked and covered when you leave! 

 
 
Lake House Manager – Making Lake House Deposits 

1. On Monday mornings, the Lake House Manager (Community Program Manager) removes any Chase 
deposit bags from the safe as well as the two cash bags. 

2. The Manager double checks the deposit bag amounts against the deposit slips and the Daily 
Statement forms. After making any corrections, the original Lake House Daily Statement Forms are 
sent to the Business Office along with copies of the Lake House Cost Analysis Sheets. 

3. The Manager takes the Chase deposit bags to the Chase Night Deposit Box and makes the deposit. 
While there, the Manager gets any change needed for the green cash bag. 

4. Directly after visiting the bank, the Manager returns both the blue bag with the cash for the drawer 
and the green cash bag to the Lake House safe. 
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Operations Office Deposit Procedures 
Dog Park daily admittance revenues 
 

 Collect cash from sources – dog park daily admittance drop box 

 Count cash 

 Store cash in safe until deposit is prepared 

 Prepare deposit slip, include: 
o Amount of deposit 
o Account code to which revenues are to be coded 

 Take deposit to the bank,  
o Attain receipt from bank  
o Staple receipt to yellow copy of deposit ticket 

 Forward deposit ticket and receipt to the Business Office 
 
 
 
Brooken’s Gym Deposit Procedures 
Open gym admission revenues 
 

 Collect cash from sources 

 Count cash 

 Store cash in safe until deposit is prepared 

 Prepare deposit slip, include: 
o Amount of deposit 
o Account code to which revenues are to be coded 

 Take deposit to the bank,  
o Attain receipt from bank  
o Staple receipt to yellow copy of deposit ticket 

 Forward deposit ticket and receipt to the Business Office 
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Business Office Procedures – Verifying and Posting Receipts 
 
Phillips Recreation Center 

1. Fill out a CLASS/Active Deposit Worksheet, Chase Bank 1061, verify information by PRC 

CLASS/Active  Reports 

2. Post entries into AS400  General Ledger 

3. Print Audit Trail 

4. Assemble posting & file all documents 

 
UIAC & CLPFAC 
Daily Receipts 

1. Fill out a UIAC/CLPFAC Deposit Control Sheet 

2. Audit Daily Cashier’s Statement, verify information by submitted documentation 

3. Post entries into AS400 General Ledger 

4. Print Audit Trail 

5. Assemble postings & file all documents 

Monthly Billings 
1. Print monthly bills from UIAC Bill Inventory File 

2. When payments come, confirm amount with printed bill 

3. Post payment, date and amount on UIAC Bill Inventory File 

4. Prepare deposit slip and make deposit 

5. Post deposit into AS400 General Ledger 

6. Print Audit Trail 

7. Assemble postings & file all documents 

8. Give printed bill with paid info to Business Manager for her recordkeeping 

 
Lake House 

1. Fill out a Lake House Deposit Control Sheet 

2. Audit Lake House Daily Statement, verify by supporting documentation submitted  

3. Post entries into AS400 General Ledger 

4. Print Audit Trail 

5. Assemble postings & file all documents 

 

Dog Park  
1. Post deposit entry into AS400 General Ledger, verify by submitted documentation 

2. Print Audit Trail 

3.  Assemble posting & file documents 
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Anita Purves Nature Center 
CLASS Deposits 

1. Fill out a CLASS Deposit Worksheet, Chase Bank 1061, verify information by PRC CLASS  

Reports 

2. Post entries into AS400  General Ledger 

3. Print Audit Trail 

4. Assemble posting & file all documents 

Non CLASS Receipts 
1. Audit APNC by verifying supporting documentation 

2. Post entries into AS400 General Ledger 

3. Print Audit Trail 

4. Assemble posting & file documents 

 
Camp Payments  
CCRS 

1. Complete CCRS attendance chart from attendance sheets 

2. Complete & submit CCRS Monthly Child Care Certificate Report 

3. When payment is received from CCRS, post payment into corresponding CLASS CCRS account 

and take deposit to Chase Bank, Acct 1061, Recreation Deposits 

4. Run Class GL Summary Report and Daily Cash Balance Report for Business Office.  

5. Fill out a Summer Camp / CCRS Deposit Report for the Business Office 

6. Fill out a CLASS Deposit Worksheet, Chase Bank 1061, verify information by Business Office 

CLASS Reports 

7. Post entries into AS400 General Ledger 

8. Print Audit Trail 

9. Assemble posting & file documents 

ACH 

1. Run CLASS Account Payments Scheduled Report 

2. Verify ACH payments versus credit card payments with Office Manager at PRC 

3. Create ACH Database with JP Morgan Accesss 

4. Create Batch, Run Batch Report, and Release Batch 

5. Print Release Confirmation 

6. Two days later, confirm bank account for ACH funds 

7. Post payments into CLASS for each corresponding scheduled payment 

8. Run CLASS GL Summary and CLASS Daily Cash Balance Report for Business Office 

9. Fill out a CLASS Deposit Worksheet, Chase Bank 1061, verify information by Business Office 

CLASS reports 

10. Post entries into AS400 General Ledger 
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11. Print Audit Trail 

12. Assemble posting & file documents 

 
Miscellaneous Receipts 

1. Prepare deposit slip and make deposit 

2. Post into AS400 General Ledger 

3. Print Audit Trail 

4. Assemble posting & file documents   

 
NSF check procedures 
If a check is returned to the business office because of insufficient funds, account closed, etc. 

1. Look to see if name on check has a CLASS/Active account. 

2. If person is in CLASS/Active: 

 Collaborate with PRC staff on contacting patron and for PRC to cancel payment in CLASS/Active 

 Make a ledger sheet  

 Post in AS400 general ledger 

o Acct. # (is acct. Rcvb. 1021) - e.g. – 905-0-0110-1021  debit 

o Cash -  e.g. – 905-0-0110-1061 credit  

o (acct # is always 905-0 regardless of  registered program ) 

 Description - "last name" NSF check 

 Use date bank processed NSF check 

 Print audit trail 

 Assemble posting & file documents 

3. If person is not in CLASS/Active: 

 Research which staff deposited check & collaborate with them about recovering the funds. 

 Make a ledger sheet 

 Enter the canceled check into AS400 : 

o Acct # (not acct. Rcvb. 1021)  - e.g. – 968-1-0130-3501 debit 

o Cash - e.g. – 968-0-0110-1061 credit 

o (acct # depends upon the registered program) 

 Description - "last name" NSF check 

 Use date bank processed NSF check 

 Print audit trail 

 Assemble posting & file documents   
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Dog Park Egg Hunt Event 

 Registration is taken on site for this event 

 As registration forms are completed, receipts are issued for cash/check receipts. Credit cards 
are not accepted for on-site registration.   

 All collected funds are placed in a money bag and locked in a staff vehicle during the event. 

 Registration forms are input into Class and a deposit is made to bank on next business day, 
following APNC registered deposit procedures, as described in Appendix A. 

 

Strawberry Jam Event Donations 

 Donation can is available at the ice cream station 

 Event coordinator collects donation can at the conclusion of the event.  

 Donations are double counted by staff, and deposit slip is prepared. 

 Donations are placed inside of the locked Meadowbrook house. 

 Deposit is made to bank on next business day, following APNC unregistered deposit 
procedures, as described in Appendix A. 
 

Youth Summer Theatre Revenues 

 Request start-up cash from Business Office, issued via check 

 Keep in a locked bag until it is put in the box office drawer before each performance 

 Cash and checks that are received from customers are put into the drawer.  

 After the show starts, one staff counts the cash. Then, a second staff counts and verifies the 
amount.  

 Stamp checks with “for deposit only” and record on a deposit slip.  

 Record cash amount on the deposit slip.  

 Place cash, checks, and deposit slip into a Chase cash deposit bag and seal.  

 Place cash deposit bag into a locked bag and keep in the box office until the end of the 
performance.  

 Two staff take deposit to the night deposit drop at Chase.  

 Submit deposit slip and bank bag seal to the Business Office with the correct GL account line 
written on the deposit slip.  

 The start-up cash remains in the locked bag, separate from the revenue. Deposit it in the bank 
along with the revenue after the last performance. 

 Keep separate accounting for concessions sold at performances. 

 Credit Cards are accepted via the Square card processing application. The Square account and 
banking information is set up by the Community Program Coordinator and Business Office.  

 At the event, the purchase amount is entered and the credit card is processed through a 
scanner attached to a smartphone.  

 The card is accepted or declined immediately.  

 The purchaser signs on the touch screen, verifying the charge. They are then able to select 
whether they receive a receipt (through email or text message) or do not receive a receipt.  

 Funds are deposited automatically into the UPD account after 24 hour period, approximately.  
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 Spreadsheets showing transactions and deposits are submitted to the business office, along 
with the corresponding GL account number. 

Turkey Trot Event Donations 

 Money is collected from t-shirt sales and donations. Funds are kept separate 

 Two staff will double count all funds independently and cross-check for accuracy 

 Cash, checks, and deposit slip are sealed into a Chase cash deposit bag 

 All funds will be deposited the same day into the Chase night drop box 

 Deposit slip and bank bag seal are submitted to the Business Office with the correct GL 
account line written on the deposit slip 
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Introduction 
 
Welcome to the Urbana Park District Chase Purchase Card Program provided by JP Morgan 

Chase Bank. The Purchase Card is for retail purchases; i.e. in person or by mail, telephone, 

online, or fax. This is to reduce paperwork, expedite the purchasing process at the department 

level and increase administrative efficiency. 

 

Use this Purchase Card in accordance with these guidelines. Please read the guidelines carefully.  

 

Purchase Cards are issued with authorization of your supervisor. Card usage will be audited and 

may be rescinded at any time. You are the only person authorized to use your card! 

 

Finally, remember you are spending Urbana Park District public funds each time you use the 

Purchase Card. 

 

Guidelines for Use 

 The Purchase Card may be used at any merchant that accepts Mastercard credit cards. 

 

 The Purchase Card is not to be used for personal purchases. 

 

 The Purchase Card is issued in your name and you are the only person authorized to 

use it. 

 

 An itemized receipt is required for each purchase. 

 

 You are responsible for the security of your card and any transactions made against 

the card. 

 

 The cardholder must present the Illinois Department of Revenue Sales Tax 

Exemption identification letter to merchants.  Any merchant who will not accept the 

exemption is to be reported to the Urbana Park District Business Office. 

 

 In the instance you require an amount greater than your regular limit, as defined by 

the UPD Purchasing Authority, requests for limit changes should be made to your 

supervisor. 

 

 If your card is lost or stolen, declined unexpectedly, or has unexplained charges, 

contact Caty Roland, the Purchase Card Administrator, immediately. 
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 Misuse of the Chase Purchase Card includes: 

 Using the Purchase Card for personal purchases 

 Purchase of prohibited items 

 Use of the Purchase Card by someone other than the cardholder 

 Fraudulent, inaccurate, or incomplete record keeping 

 

 Use of the Purchase Card not in accordance with the guidelines established for 

this program will result in disciplinary action up to and including termination. 

 

Acceptable  Purchases Prohibited  Purchases 

 Items, supplies, and equipment 

approved for Urbana Park District use. 

 Any items not intended for Urbana 

Park District use 

 Approved supplies for your programs 

 i.e. craft supplies, instructional 

games and toys, books, etc. 

 Contractual Services 

 i.e. utilities for which we already 

have programs in place 

 Conference/Seminar registrations  Sales Tax 

 Travel/Conference expenses  Any items for personal use 

 Shipping/postage charges  Cash advances or ATM withdrawals 

 

Monthly Procedures: Step-By-Step 

 Every month you will need: 

o Labeled envelope to collect Purchase Card receipts throughout the month. 

o Purchase Card Reporting Form 

 The billing cycle begins on the 6th of the month and ends on the 5th of the next month. 

 Throughout the billing cycle, please collect receipts, record purchases, and code 

account numbers daily on the Purchase Card Reporting Form.  

o If you purchase via phone or internet, require the merchant to include a receipt 

with the goods when the product is shipped to you. 

 By the 8th day of each month, you must submit your completed Purchase Card  

Reporting Form, which accounts for all purchases made during the billing cycle. 

 Place Purchase Card Reporting form and all supporting receipts/documentation into 

an envelope. 

 Submit envelope to supervisor. Supervisors sign/approve purchase card purchases. 

 Submit approved purchases to Business Office for reconciliation by the 10th of each 

month. 
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FOR SUPERVISOR TO COMPLETE IF CHASE PURCHASE CARD WILL BE BENEFICIAL TO POSITION. 

 

 
 

 

CARDHOLDER APPLICATION FORM 

 

APPLICANT INFORMATION: (Please print clearly) 

 

Requested By (Supervisor):   __________________________________________________   

Applicant's Name   ___________________________________  Employee # ____________  

Department ________________________________________________________________  

Applicant's E-Mail address  ___________________________________________________  

Transaction Limit: __________   Daily Limit: ___________  Monthly Limit: __________  

 

 

AUTHORIZATION 

As the Supervisor, I hereby grant the above mentioned Applicant authorization to be issued, and 

use, the Urbana Park District Chase Purchase Card. I also agree to review and sign the monthly 

Chase Purchase Card record form issued to the above applicant. 

 

If the applicant's employment with the Urbana Park District is terminated, I agree to notify Caty 

Roland, the Purchase Card Administrator. 

 

Supervisor Signature ___________________________________ Date ___________________  

 

Manager Signature ____________________________________ Date ___________________  

 

Requested By (Supervisor):   __________________________________________________   

Applicant's Name   __________________________________  Employee # ____________  

Department ________________________________________________________________  

Applicant's E-Mail address  ___________________________________________________  

Transaction Limit: __________   Daily Limit: ____________  Monthly Limit: __________  
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I acknowledge that, on the date indicated below, I am in receipt of a Chase Purchase Card.  I further 

confirm that I understand the Guidelines for Use of the purchase card and my responsibilities. In addition: 

 

I understand that the Chase Purchase Card use is defined by these limits:  

 

Transaction Limit: _________ Daily Limit: _________ Monthly Limit: _________  

 

 Purchase Card# (last 4 digits): ___________     Expiration:___________ 

 

I understand that the Purchase Card is to be used solely for authorized business purchases; not 

personal purchases. 

 

I understand that I am responsible for reconciling monthly statements, maintaining accurate 

records and submitting merchant receipts to my supervisor for approval. 

 

I understand that Illinois State Statute governs municipal entities, including Park Districts, and 

are prohibited from paying state sales tax on consumable merchandise.  Therefore, it is my 

responsibility to present that Illinois Department of Revenue Sales Tax Exemption 

identification letter to merchants.  Any merchant who will not accept the exemption is to be 

reported to the Urbana Park District Business Office. 

 

I understand and will follow the Chase Purchase Card Guidelines for Use. 

 

Should my employment with Urbana Park District terminate, I am responsible for returning the 

Chase Purchase Card to the Business Office immediately. 

 

I understand that misuse of the Purchase Card will result in disciplinary action up to and 

including termination.  

 

 

Name of Cardholder  _____________________________________  

 

 

Cardholder Signature ____________________________________ Date ____________________  

 

 

Supervisor Signature _____________________________________ Date ____________________  

 

ACKNOWLEDGEMENT OF RECEIPT OF 

PURCHASE CARD 

PURCHASE CARD 

 

 

Please return this form to Business Office 
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-  

Allocating Transactions  

 
Login to SmartData website: http://smartdata.jpmorgan.com  
View of the Home screen upon login: 
 

 
 

Click on the Total Transactions link to view and allocate your transactions. 
 

You can also access the Transactions Summary at any time by from the Account Activity Menu, select Transaction Summary 
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In the Transaction Summary screen, select the Reporting Cycle radio button, and in the drop down menu, select the current 
reporting cycle for which you are allocating transactions.  The month indicates the end month of the reporting cycle.  The date range 
for the cycle appears below the drop down menu.   
 
Click Search. 
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Current transactions within the selected reporting cycle will appear below the search box: 
 

 
 

To assign account codes to the transaction, click the double arrow Allocate Transaction icon.  
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Enter the Expense Description. Please limit expense descriptions to 15 characters. This is the limit that the GL will accept. 
Use the drop down menus to build the expense account number. 
Click Save. 
 
Please Note: Avoid checking off the Reviewed and Approved check boxes.  Since staff and supervisors are required to print and sign 
the Expense Report, this is your way of reviewing and approving transactions.  We have found that, by clicking those check boxes, it 
is creating other problems that can be avoided if we refrain from checking those boxes. 
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If account splits for the transaction are required, select the Split Transaction icon.     
This will take you to a new screen, where you will divide your transaction into the necessary number of splits: 
 

 
 
Enter number of splits. Click Add 
 

 
 
Insert Descriptions, not to exceed 15 text characters. 
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Adjust dollar amounts across splits until percent equals 100. 
Click Save. 

 
 
Click double arrow Allocate Transactions icon to expand account code information.   
Click Edit Accounting Codes button to have access to build account numbers with the drop down menus. 
Click Save. 
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Use the “breadcrumbs” at the top of the screen to navigate back to the Transaction Summary screen to continue allocating 
transactions, or to go back to the Home Screen if you are finished. 
 
Be sure every item in your Transaction Summary is coded for the cycle.  If the item appears on your Transaction Summary, but is not 
coded with an account/description, it will not appear when you run the Expense Report. 
 
Note: If any credits appear on your account summary, please code them (i.e. refunds/returns).  Usually credits will match the original 
related expense.  If you need help determining the account, please ask. 
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Setup Default Accounting Codes 
 
To make coding easier, you have the option to set up a default account code, to which all of your purchases will automatically be 
coded.  For example, if you frequently code to 905-5 you can set those two sections as defaults.  This will save you time in dropping 
down lists to select account numbers.  Setting default accounts does not limit the accounts available to you - when a purchase is not 
the default account, simply drop down and change to the correct account while coding.  To set up your own default account codes, 
find Cost Allocation Management in the drop down menus.  Select Default Account Setup and then click Default Maintenance.  Be 
sure to click Save when you are finished setting default account codes.  
 
 Note: When setting up default account codes, it is not retro-active and will only apply to transactions from that date forward. 
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Running Expense Reports 
 
This report replaces the P-Card Reporting Form Excel file.   
Run this report after the cycle has ended, after all transactions have been allocated. 
Note: if you schedule this report prior to the end of the reporting cycle, your report will be Pending in the Scheduled Reports menu 
until the end of cycle date passes and will not appear in the Completed Reports menu until the full date range can be satisfied. 
 
 

 
 

From the home screen, from the Account Activity menu, select Schedule Report 
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Click on the Expense Report. This should be the only report available to you. 
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GL Accounts radio button should be selected.   
Click Next. 
 
 
 

 
 
No Filters are necessary for this report.  Click Next. 
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In the report Options screen, click the check box to Include Splits. Click Next. 
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Select the Reporting Cycle radio button and use the drop down menu to select the current reporting cycle. 
Click Save. 
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It may take several minutes to process before your report is available to download.   
 

 
 
To access your report, from the Account Activity menu, select Completed Reports menu.   
If your report is not showing up, you can also check the status of the report in the Scheduled Reports menu. 
 

 
 
In the Completed Reports menu, click on the name link for Expense Report. 
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Click Download to view your report. 
 
Please use this report instead of the P-Card Reporting Form Excel file. 

 Print report 

 Attach all original, itemized receipts 

 Sign report 

 Supervisor sign report 

 Submit report and receipts to Business Office 
 
 

Viewing Account Statements 
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From the Account Activity Menu select Account Statements.  The Accounts Statements screen has PDF statements available for 
download.  Click on the statement you wish to see. 

 

Questions? 
 
Contact Caty or Karen at the Business Office at 217-367-1536. 
 
Need to know your available balance?  Contact your supervisor or call the number on the back of your card.  1-800-316-6056 
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-  

Allocating Transactions  

 
Login to SmartData website: http://smartdata.jpmorgan.com  
 

 
 

From the Home screen, from the Financial Menu, select Account Summary. 
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From the Quick Link box, select the blue link of your signed reporting level.  This will differ for each supervisor.  For this example, the supervisor 

is overseeing the Administration department. 

 

 

Select the Reporting Cycle radio button and drop down and select the current reporting cycle.  Click Search. 
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Any cardholder who has activity within the selected reporting cycle will appear below the search box.  Click the blue hyperlink of each 

cardholder’s account number to review and/or allocate each employee’s transactions. 

To assign account codes to the transaction, click the double arrow Allocate Transaction icon.  
 

 
 
Enter the Expense Description.  Please limit expense descriptions to 15 characters. This is the limit that the GL will accept. 
Use the drop down menus to build the expense account number. 
Click Save. 
 
Please Note: Avoid checking off the Reviewed and Approved check boxes.  Since staff and supervisors are required to print and sign 
the Expense Report, this is your way of reviewing and approving transactions.  We have found that, by clicking those check boxes, it 
is creating other problems that can be avoided if we refrain from checking those boxes. 
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If account splits for the transaction are required, select the Split Transaction icon.     
This will take you to a new screen, where you will divide your transaction into the necessary number of splits: 
 

 
 
Enter number of splits. Click Add 
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Insert Descriptions, not to exceed 15 text characters. 
Adjust dollar amounts across splits until percent equals 100. 
Click Save. 

 
 
Click double arrow Allocate Transactions icon to expand account code information.   
Click Edit Accounting Codes button to have access to build account numbers with the drop down menus. 
Click Save. 
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Use the “breadcrumbs” at the top of the screen to navigate back to the Account Summary screen to continue allocating transactions 
under another employee, or to go back to the Home Screen if you are finished. 
 
Be sure every item in your Account Summary is coded for the cycle.  If the item appears on your Account Summary, but is not coded 
with an account/description, it will not appear when you run the Expense Report. 
 
Note: If any credits appear on your account summary, please code them (i.e. refunds/returns).  Usually credits will match the original 
related expense.  If you need help determining the account, please ask. 
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Setup Default Accounting Codes 
 
To make coding easier, you have the option to set up a default account code, to which all of your purchases will automatically be 
coded.  For example, if you frequently code to 905-5 you can set those two sections as defaults.  This will save you time in dropping 
down lists to select account numbers.  Setting default accounts does not limit the accounts available to you - when a purchase is not 
the default account, simply drop down and change to the correct account while coding.  To set up your own default account codes, 
find Cost Allocation Management in the drop down menus.  Select Default Account Setup and then click Default Maintenance.  Be 
sure to click Save when you are finished setting default account codes. 
 
Note: When setting up default account codes, it is not retro-active and will only apply to transactions from that date forward. 
 

 

Appendix C 
Purchase Card Procedures



Administrative Procedure Manual 
9/23/13 crr 
Director Approved, 9/27/13 

 

Running Expense Reports 
 
This report replaces the P-Card Reporting Form Excel file.   
Run this report after the cycle has ended, after all transactions have been allocated. 
Note: if you schedule this report prior to the end of the reporting cycle, your report will be Pending in the Scheduled Reports menu 
until the end of cycle date passes and will not appear in the Completed Reports menu until the full date range can be satisfied. 
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From the home screen, from the Reports menu, select Schedule Report 
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Click on the Expense Report. This should be the only report available to you. 
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If you are running the expense report for your entire staff, select the Quick Link of your signed reporting level.  This will differ for each 

supervisor.  For this example, the supervisor is overseeing the Administration department.  If you only need to run the report for a single staff 

person (i.e. for your own card usage), click the Search button for a list of staff, and select the staff member you are running the report on. 

 
 

 
 
GL Accounts radio button should be selected.   
Click Next. 
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No Filters are necessary for this report.  Click Next. 
 
 

 
 
In the report Options screen, click the check box to Include Splits. Click Next. 
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Select the Reporting Cycle radio button and use the drop down menu to select the current reporting cycle. 
Click Save. 
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It may take several minutes to process before your report is available to download.   
 

 
 
To access your report, from the Reports menu, select Completed Reports menu.   
If your report is not showing up, you can also check the status of the report in the Scheduled Reports menu. 
 

 
 
In the Completed Reports menu, click on the name link for Expense Report. 
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Click Download to view your report. 
 
Please use this report instead of the P-Card Reporting Form Excel file. 

 Print report 

 Attach all original, itemized receipts 

 Sign report 

 Supervisor sign report 

 Submit report and receipts to Business Office 

Viewing Employee Credit Limits 
Supervisors have access to real-time information on their employee’s current credit limits.   
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To view this information, from the Accounts menu, select Account Manager. 

 

From the Account menu, select Account Maintenance. 
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To search for a cardholder, from the drop down menu select All (Account). Click Search. 

 

A list of the cardholders you oversee will appear below the search box.  Select the link of the cardholder name. 
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View cardholder credit limits and current available balance. In the Authorizations box, zero means no limit is set, and the account defers to the 

overall credit limit. 

 

Viewing Account Statements 
 

 
 
From the Financial menu select Account Statements.  From the drop down menu, select All (Account). Click Search. 
Select the link of the cardholder name for whom you would like to view PDF statements. 
 

 
 
The Accounts Statements screen has PDF statements available for download.  Click on the statement you wish to see. 
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Questions? 
 
Contact Caty or Karen at the Business Office at 217-367-1536. 
 
Need to know your available balance?  Contact your supervisor or call the number on the back of your card.  1-800-316-6056 
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Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
 
Date of Transaction: _______________________________________________________________  

 

Vendor Name:  ___________________________________________________________________  

 

Vendor Street Address: _____________________________________________________________  

 

Vendor City, State, Zip: _____________________________________________________________  

 

Vendor Phone #: __________________________________________________________________  

 

Items Purchased & Reason for Purchases: ______________________________________________  

 

 ________________________________________________________________________________  

 

 ________________________________________________________________________________  

 

Total Charged: $  __________________________________________________________________  

 

I, (print your name)_____________________________, testify that the above purchase was made 
by me for the sole use of the Urbana Park District’s business.  I also verify that no sales tax was 
paid with this purchase.  I acknowledge that by losing this receipt I have not followed guidelines 
established for this program which I read and signed when I received my purchase card.   
 
Supervisors will be asked to consider your use of the P-Card upon a 3rd occurrence of a lost receipt. 

 

Employee Signature: ______________________________  Date: ___________________________  
 
Supervisor Signature: _____________________________  Date: ___________________________  
 

 
1st Occurrence Date:   ______________  

2nd Occurrence Date: ______________  

3rd Occurrence Date:   _____________  Supervisor Notified Date: ____________________  

Action Taken _____________________________________________________________________  

Return to Business Office 

Lost Receipt Verification & 
Authorization Form 
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Business Office Purchase Card Procedures 

1. Compare staff expense reports to statement totals. Contact staff or vendor with 

discrepancies 

2. Audit receipts (sales tax, alcohol, inappropriate purchases) 

3. Review expense reports for staff, supervisor, executive director signatures, account 

codes, descriptions 

4. Assign vendor numbers 

5. Post P-Card purchases in AS400 Accounts Payable, Batch of P-Card Expenses auto 

posting 

6. Proof Batch, make corrections as needed 

7. Final Batch 

8. Print reports 

9. Post auto posting in AS400 in Menu Money, Post to General Ledger 

10. Print Audit Trail 

11. Complete P-Card Posting Template 

12. Post Template in AS400 in Menu Money, Post to General Ledger, Stamp “Posted” 

13. Print Audit Trail 

14. Assemble posting 

15. Give posting to Accounting Assistant for cash transfer from Operating to Vendor Fund. 

16. Give entire packet to Executive Director for signatures 

17. Give entire signed packet to Business Manager for review 

18. File completed packet 



PRPROOFOOF

MARGINAL WORDING HERE

Ref . No: G 195404757

Urbana Park District
Administrative Office
303 W. University Avenue
Urbana, Illinois 61801
217-367-1536

- PURCHASE ORDER -

7PURCHASE ORDER

68701
Show This Number On All
Invoices, B/L Packages and
Correspondence

No

DATE

TO

TAX ID # E 9998-5373-05

NOTICE TO VENDOR

Billing must be received by the last Friday
of the month for payment on the third
Tuesday of the following month. The 
Urbana Park District does not pay sales 
tax, excise tax, service charges, finance
charges or interest. All deliveries are 
F.O.B. Urbana 

QTY UNIT DESCRIPTION ACCOUNT AMOUNT

REQUESTED BY

APPROVED BY
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PURCHASE ORDER INSTRUCTION SHEET 
The purpose of a Purchase Order (PO) is to inform the Administration Office how a particular purchase is to be 

coded into the General Ledger, so that the vendor can be paid.  Missing information of any kind can slow or halt 

this process. 

 

The following key pieces of information are necessary on all Purchase Orders: 

 

 Date 

o Write the date of the purchase, as listed on the receipt. Not the date you wrote the PO, which is 

sometimes days or weeks later. 

 Vendor Name 

o Rather than using the common name (or the name you are used to), use the name as listed on the 

receipt. 

 Account Code 

o PO must indicate from what account(s) the purchase was made. (905-2-xxxx-xxxx) 

 Full, valid account numbers please. 

 Amount 

o PO must indicate amount to charge per account. ($$$) 

 Any divided amounts should equal total on accompanying receipts. 

 Be sure to write the amount for each account, rather than leaving it blank, thereby asking 

Administration to calculate it. 

 Please note – UPD does not pay or reimburse for sales tax. 

 Description 

o Simple is better, 18 characters maximum (i.e. “Supplies”, “Tools”, “Parts”) 

 Staff Approval Signature 

 Itemized Receipts 

o POs and receipts submitted to Administration Office within 24 hours of purchase. 

o If receipt does not exceed the size of an 8 ½” x 11” sheet of paper in any direction, please do not fold 

o Place yellow copy of PO on top of receipts. 

o Staple Purchase Order and receipts in a vertical (portrait) formation, even if receipt is printed 

horizontally (landscape). This makes for easier filing. 

 

 

 

 

 

 

 

 

 

PO 
Receipt PO 

R
ec

ei
p

t PO 

Receipt 
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Common Errors and Problems: 

 Missing or invalid account number listed 

 Quantities listed, but no $ amounts 

 Date on receipt varies from date on Purchase Order 

 PO not submitted promptly or arrives after invoices are received 

 Vendor name inaccurate 

White =  Vendor Copy  

 (if required) 
 

Yellow =  Business Office Copy  

 (along with receipts) 
 

Pink =  remains in PO Book  

 for your records. 
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Business Office Vendor Check Accounting Procedures 

 

Bill Paying Checklist: 

 Sort bills, add vendors #s, send emails 

 Enter batch into AS400, proof, and final 

 Print final reports and checks  

 Enter computer / physical check #s into AS400 

 Ask Donna to stamp checks 

 Attach cover sheets, remove stubs/attachments 

 Stamp invoices with Paid stamp 

 Pull 1000’s, flag for Vicki’s signature 

 Stuff and stamp envelopes with checks and stubs/W9 Form 

 Create interim spreadsheet and post to GL in the AS400 

 Transfer money in Chase to cover bills 

 File coversheets 

 

 To be completed each Thursday 

1. Locate and record vendor number on batch of bills/POs 

2. Login to AS400 

3. MENU VENDOR 

a. Last two digits of the fiscal year 

4. 1. Enter/Update Vendors 

5. Search for vendors by vendor number or partial name 

6. Write vendor numbers on all bills and POs for easy processing later 

7. Alphabetize bills and POs as you go through the stack 

a. All bills/POs need the following in order to be paid: 

i. Vendor # 

ii. Account number(s) for coding into the GL 

iii. GL description 

iv. Amount $ per account # 

v. Invoice number (if available) 

vi. Supporting receipts/documentation 

 

8. MENU AP 

9. #7. Batch Entry of Interim Checks  

10. Enter Bank (63) is Chase Vendor Account and Date for postings (always a Thurs). 
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11. Follow the same three steps for each bill/POs 

a. Enter vendor number and amount 

i. This is what is written on the check 

b. Enter Description (Invoice #) and amount 

i. This is what will be written on the check stub 

c. Enter information from accompanying POs 

i. Account numbers and amounts 

ii. This is the information that is posted the GL 

12. Proof the batch 

a. When all POs and bills have been input, F5 to exit 

b. When prompted to complete batch – answer No 

c. Back at the main MENU AP screen, type WRKOUTQ PARKQ 

d. Place a 2 (For Change) next to the Interim Batch – ACP 325 

e. At the command line type “OUTQ(S2)”, which will send the proof batch to print. 

f. Proof batch printout to check for any errors 

i. Proof as many times as you need to. 

13. Correcting Errors 

14. If you find an error, enter into MENU AP, #7. Batch Entry of Interim Checks 

a. F1 = to correct errors in invoice details (check stub) 

b. F2 = to correct posting details 

c. F4 = to cancel/delete item 

d. Hit Enter when finished correcting, then hit Home. 

 

15. Complete batch and Print Checks 

16. MENU AP, #7. Batch Entry of Interim Checks 

a. F5 to end batch – this time say YES for final run 

b. WRKOUTQ PARKQ 

c. Move all ACP325 files (3 files) to S2 

d. Print Reports 

e. Take invoices off hold (#6 to release) and print to S2 (cover sheets for bills) 

17. WRKOUTQ S2 (to view items on hold on the S2 printer) 

a. Checks are on hold for the laser printer.  

b. Load Checks face down with check towards you. Remove checks from hold (#6 to 

release) on AS400. 

18. MENU AP  

a. 6. Enter Physical Check # 

i. Select Bank Code 63 (Chase Vendor Account) 
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ii. Tab down to computer check number 

iii. Enter both the first and last computer check number 

iv. Tab down, enter first and last physical check number 

v. Press Enter to verify, press Enter to confirm. 

19. Give checks to Donna to stamp.  Also give her the two signature stamps.  They are kept 

in the top file of the black cabinet. 

 

20. Mailing interim checks  

21. cover sheets printed on the laser  

a. Staple to the front of each bill.  Do not fold. 

b. Detach any mail-in attachments as you go. 

c. Stamp all original invoices with the Paid stamp. 

d. Give invoices over $1,000 to Vicki to sign, mark with signature flags. 

e. File in alphabetical order into the accounts payable file cabinet 

22. Mail checks 

a. Put checks in window envelopes with any stubs/attachments.   

b. If using a vendor provided envelope, be sure to put UPD return label or stamp on 

the envelope.   

c. Run envelopes through the postage machine, put rubber band around stack and 

put in mail basket. 

SECTION 2:  Post to GL 

For Interims: 

1. Open the Interim Template Excel workbook, Interim worksheet. 

2. Update the date at top of page, all other dates will update automatically. 

3. Enter the total for each fund (i.e. 900, 940, 968…) 

4. In the AS400, go into MENU MONEY 

5. #3. Post to General Ledger, enter fiscal year. 

6. Enter in posting date (today’s date) for both the Starting and Ending date. 

7. X next to the one you see 

8. Enter no new information, simply press F1 To Continue Journal 

9. Enter no new information, simply press F1 To Post Journal Only, Press Enter 

10. Press F7 to exit out 

11. In MENU MONEY, 4. Print Audit Trail from Posting. 

12. Go back into #3. Post to General Ledger. Enter Fiscal Year, Enter Starting and Ending 

Dates (today’s date). 

13. Journal ID = MONTH[space]GL  (i.e. FEB GL) 
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14. Control Total = 2x the bottom line total on the Interim Excel Spreadsheet 

15. Description = Interim Checks [MM/DD/YY], press Enter to confirm 

16. Press F1 to Continue Journal Entry and follow through to the end with the posting. 

17. When finished with the posting, press F1 to Post Journal Only. 

18. Then go to #4 Audit Trail.  Print reports in ParkQ 

19. Compile all reports, mark with Posted Stamp, and turn into Dottie in the middle slot. 

 

Forms/reports related to paying bills, in the order that they print out, and what to do: 

 

 Proof of batch – print as many times as need to ensure a clean batch, then recycle 

 ACP 325 Final Run of batch – retain as part 2 of posting 

 APC 230 Final Run Accounts Payable Posting Summary – delete 

 Vendor cover sheets – attach to individual bill paperwork/POs, file in AP lateral file cabinet 

 Checks – mail to vendors, or distribute in-house as requested 

 Interim Checks Template – part 1/cover sheet of posting 

 Confirmation of Fund Transfer from Busey – print as part 3 of posting 

 GNL 140 Audit Trail - initial “automatic” Audit Trail – delete 

 (optional)  Proof of audit trail before posting - recycle 

 GNL 140 Audit Trail after Posting – attach as part 4 of posting 
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URBANA PARK DISTRICT 
PETTY CASH PROCEDURE 

Purpose 

The purpose of a petty cash fund is to allow for the reimbursement of minor business expenses and to 
permit the purchase of low-value supplies and services in an efficient and cost effective manner.  These 
funds are available for small expenses when it would be otherwise impractical to purchase items 
through the usual purchasing methods.  An established custodian is responsible for ensuring the cash on 
hand and receipts equal the authorized amount of the fund at all times. Petty cash funds must be kept 
separate from cash drawers, personal funds, and any other collected revenue.   
 
These procedures promote the use of petty cash for appropriate business transactions, while assuring 
the observance of internal controls over petty cash funds in order to minimize the District’s risk of 
financial loss.  
 
These procedures provide guidance for the authorization, establishment, and maintenance of petty cash 
funds, including appropriate uses and security standards. Each individual, program, and department 
which uses petty cash should review and understand the petty cash procedures.  
 

Designation of Petty Cash Custodian 

A petty cash custodian is defined as a designated full-time staff member who is directly responsible for 
the safekeeping and (at least monthly) reconciliation of a petty cash fund, as well as adherence to 
District procedures for all reimbursements and payments made from the fund.  
 
A petty cash custodian is appointed by the department head.  The original check written to establish the 
fund, and all subsequent checks written to replenish it, are made payable to the custodian of the fund. 
 
Written instructions, including these procedures, must be followed in using petty cash funds and should 
be provided to the custodian. 
 

Security of Petty Cash Funds 

It is the custodian’s responsibility to provide adequate precautions for the safekeeping of the funds 
under his/her control.  Cash and receipts for expenditures must be kept in a locked container such as a 
safe, fire-proof file cabinet, or other suitable device to which unauthorized access is difficult.   
 
Funds should never be left unattended or unsecured.  In the event of a theft, the loss must be reported 
to the police.  Any funds missing from petty cash will be charged to the department and the custodian 
may be subject to disciplinary action for any violations of these procedures contributing to the loss of 
funds.  
 

Establishing Petty Cash 

A petty cash fund may be established in a department to improve the efficiency of departmental 
operations. These funds are available to purchase minor items when it would be otherwise impractical 
to purchase items through the usual purchasing methods (i.e. parking meters, postage due, emergency 
office supplies, etc).    
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Any department wishing to establish a petty cash fund must demonstrate a true business need. The 
department head submits the following items to the Executive Director for approval:   
 

1. The attached form justifying the need for a petty cash fund and designating the fund custodian.  
The form includes:  

 The reason for the fund 

 The dollar amount of the fund 

 The name, title, and employee number of the individual who will act as petty cash custodian 

 A description of how and where the funds will be secured 

 Signature of the petty cash custodian, in acceptance of the responsibility of the fund 

 Approval signature by the department head 
 

2. A voucher request to issue a check to the fund custodian.  Follow these guidelines to fill out the 
voucher request form: 

 Payable to the designated fund custodian in the amount requested 

 Description should state  “to establish a petty cash fund for [department/program]” 

 Signed by the department head 
 
After approval from the Executive Director, both items are given to Accounts Payable for processing. The 
petty cash custodian will receive a check payable to him/herself and a copy of the current petty cash 
procedures. Petty cash checks may be cashed at Chase Bank.  Department heads will be asked by the 
Business Office to complete this form on an annual basis to verify the continued need of petty cash for 
each program/department petty cash fund. 
 

Procedures for Petty Cash Purchases 

Petty cash funds may only be established and used for the following authorized purposes:  

 Necessary and reasonable small business transactions, not to exceed the available amount of 
the fund. 

 Emergency purchases of office supplies. 

 Necessary and reasonable food (such as sandwiches and beverages) brought into the office for 
business meetings. 

 Local transportation, parking, and tolls (all airfare, train tickets, and car rentals are to be 
submitted through travel/training expense records) 

 
The District does not pay Illinois sales tax. Therefore, to save time and confusion, it is wise to obtain the 
UPD sales tax exemption letter from the petty cash custodian before making a purchase.  
 
Petty cash funds may not be used for the following:   

 Expenses in excess of the petty cash funds available.   

 Payment of sales tax on any purchases within Illinois since UPD is a tax exempt organization and 
does not reimburse Illinois sales tax. 

 Cashing of personal checks or providing personal loans. 

 When other established purchasing procedures already apply: 
o When the employee’s Chase Purchase Card (P-Card) can be accepted for payment. 
o Travel per diems.  A Request for Travel Per Diem form should be completed to issue 

these funds 
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o Reimbursements to a single staff person totaling greater than $20, including the 
emergency purchase of supplies and minor equipment.  This should be reimbursed 
directly to the employee on a separate voucher request. 

 Purchase of items which are prohibited under petty cash procedures:    
o Alcoholic beverages and tobacco  or controlled substances    
o Donations  
o Illinois sales tax  
o Personal items  
o Any items that are intended to be used or consumed for other than UPD business use.  

 
Disbursements from petty cash funds must be properly documented and for a valid District purpose.    
 
Obtain, when necessary, a petty cash advance from the fund custodian. The advance is provided to the 
employee only to purchase legitimate petty cash items. Each time an advance is given, the custodian 
must maintain the following information on a Petty Cash Received Form:    

 Amount of the advance    

 Date    

 Purpose/Description    

 Recipient    

 Recipient's signature 

 The employee is responsible for returning any unused cash and receipts within one business day 
of the transaction. 

 
Make the purchase, paying for the item with personal monies or with the petty cash advance and obtain 
an itemized receipt or cash register sales slip.   Receive reimbursement for the purchase from the petty 
cash custodian when personal monies are used or return any unused portion of the petty cash advance 
to the petty cash custodian immediately after the purchase is made.   Present the original sales receipt 
or cash register sales slip to the petty cash custodian. The receipt must include:    

 Date of purchase    

 Name of Vendor/payee 

 Description of the items 

 Itemized amounts paid 
 
The total receipts plus the cash on hand must equal the specified amount of the petty cash fund at all 
times. 
 

Replenishment/Reconciliation of Petty Cash 

Replenishment of the petty cash fund should be done on a timely basis but will vary by department. In 
general, petty cash replenishment should be requested when the check amount will be greater than 
$20.  In addition, all funds should be replenished at the end of the fiscal year, regardless of the dollar 
amount, so there are no outstanding receipts as of April 30.   
A Voucher Request Form for the amount to be reimbursed must be completed and sent to the Business 
Office along with the original receipts and Petty Cash Received forms. It is the responsibility of the 
custodian to ensure that each Petty Cash Received form is complete, accurate, and accompanied by 
original receipts. 
 
The Voucher Request Form should include the following:   
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 Payable To: Custodian Name, [department/program] Petty Cash 

 Account code, description, and dollar amount for each purchase.  Totals may be grouped by 
account if the account/description is the same for multiple purchases. 

 Requested by: Signature of fund custodian 

 Approval signature of the department head 
 
Regardless of whether reimbursement is requested, reconciliation of petty cash funds should be 
performed by the custodian at least monthly.  Complete the Petty Cash Reconciliation Form to insure 
the receipts plus cash on hand is equal to the amount of the authorized petty cash fund.  It is 
encouraged that custodians perform reconciliations each time the petty cash fund is accessed. 
 
If receipts plus cash on hand are more than the authorized amount, this is an overage and must be 
brought to the Business Office to be deposited as a petty cash overage. 
 
If the receipts plus cash on hand are less than the authorized amount, this is a shortage. If the amount is 
significant, it will be reported immediately by the Business Office to the police for investigation. If the 
amount is less than $20, report this on your petty cash reimbursement request. 
 

Internal Control Procedures 

These funds are subject to periodic audits. Recurring audit findings may result in revocation of the petty 
cash fund or reassignment of the custodian. 
 
A surprise cash count of each petty cash fund, including a review of the documents on hand, must be 
performed annually or more frequently if the Business Office or department head determines that this is 
necessary. 
 
The following procedures must be followed: 

 An employee from the Business Office performs the count. 

 The employee should be selected to perform a specified cash count only for this one instance, 
i.e., the designation should terminate upon completion of the assignment.  

 An employee who is the custodian of other cash, or who reports to, or whose work functions 
directly relate to, those of the custodian whose cash is to be counted, should not be selected to 
perform this count.  

 Any major discrepancies disclosed by the cash count should be reported to the Business 
Manager and the department head of the petty cash fund in question. 

 

Transferring Custodianship 

The department head is responsible for reporting any changes in petty cash custodians to the Business 
Office.  Prior to a new custodian taking charge of a petty cash fund, the former custodian should 
replenish the fund so that the fund has the established amount of cash on hand.    
 
The department head submits the attached form with the following information to the Executive 
Director for approval:   

 Removal of the former custodian from the fund    

 The new fund custodian's name and employee number    

 Signature of the petty cash custodian, in acceptance of the responsibility of the fund 
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 Approval signature by the department head 
 
This form must be sent to Business Office prior to any petty cash replenishments to the new custodian.    
Accounts Payable will not reimburse a petty cash custodian unless the name is on file as the current 
custodian.  
 

Increasing/Decreasing/Closing Petty Cash Funds 

Increasing a petty cash fund: When additional petty cash funds are needed, the department head sends 
the attached form to the Executive Director justifying the increase.  Also include a Voucher Request 
Form payable to the fund custodian in the amount of the requested increase.   
 
Decreasing a petty cash fund: A petty cash fund should be reduced if the amount of the fund exceeds 
the actual needs of the department. The amount which is no longer needed should be returned to the 
Business Office along with the attached form indicating that the fund is being reduced.   
 
Closing a petty cash fund: The custodian of a Petty Cash Fund should close the fund immediately if the 
purpose for which the fund was established ends or changes significantly.  When a petty cash fund is no 
longer needed, the fund custodian should first replenish the fund to the authorized amount. This 
amount must be returned to the business office along with the attached form indicating that the fund is 
being eliminated.  
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Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
Establishment/Change of Petty Cash Fund 
 
Petty Cash Fund Department / Program Name ______________________________________________  
 
Department Head Name ________________________________________________________________  
 
Reason for Fund / Reason for Change: _____________________________________________________  
 
 ___________________________________________________________________________________  
 
Action Requested:  Create Fund    Reduce/Increase Fund      Eliminate Fund   
 
Previous $ Amount of Petty Cash Fund __________  New $ Amount of Petty Cash Fund ___________  
 
 
 
Establishment/Change of Petty Cash Custodian 
 
Previous Petty Cash Fund Custodian Name ____________________________  Employee # _________  
 
Title of Previous Petty Cash Fund Custodian ________________________________________________  
 

 _______________________________________________________________________  
 
New Petty Cash Fund Custodian Name _______________________________  Employee # _________  
 
Title of New Petty Cash Fund Custodian ____________________________________________________  
 
Describe how funds will be secured/stored _________________________________________________  
 
 ___________________________________________________________________________________  
 
 

As petty cash custodian, I have read and understand the Urbana Park District Petty Cash 
Procedures and accept the responsibility of the petty cash fund named above: 
 
Petty Cash Fund Custodian Signature ____________________________________  Date ______________  
 
Department Head Signature ___________________________________________  Date ______________  
 
Executive Director Signature __________________________________________  Date ______________  
 

Petty Cash Fund Custodian 
Establish/Change Form 
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Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

Cash-on-hand plus receipts should equal total fund amount.   
Reconciliation must be performed by custodian at least monthly. Attached more Reconciliation Sheets as needed. 
Reimbursement should be requested when amount is greater than $20.  
 

BALANCE RECORD Voucher Request Date Voucher Request Amt Date Check Rc’d 

DATE BALANCE     

Ex
am

p
le

 5/1/12 $100 = $100 cash     
5/15/12 $100 = 82.24 cash, $17.76 receipts     
6/1/12 $100 = $46.79 cash, $53.11 receipts 6/1/12 $53.11  6/5/12 
6/5/12 $100 = $100 cash     
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303 West University Avenue 

 Urbana, Illinois  61801 
 

    VOUCHER REQUEST FORM 
 

    Date_____________ 
 
  Payable To ________________ 

    ________________________________ 

    ________________________________ 

  Vendor No. ________________________________ 
 

ACCOUNT DESCRIPTION AMOUNT 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 Total 
 
 

 

 
Paid by Check # ______________  ____________________________ 
     Requested By 
Date  ______________  ____________________________ 
     Dept. Head 
     ____________________________ 
     Director 

 

  

October 29 

, 2012 



Appendix F 
Staff Reimbursement Procedures 

Administrative Procedure Manual 
1/17/11 lld 
Director Approved, 9/27/13 

REQUEST FOR TRAVEL PER DIEM 

 

Date ________________________ 

 

Name _____________________________________________________________________ 

 

Seminar or Travel Title _______________________________________________________ 

 

Location ___________________________________________________________________ 

 

Date & Time Leaving ________________________________________________________ 

 

         

         

         

Date  Breakfast ($8)  Lunch ($14)  Dinner ($20)  Total for Day 

         

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

Total Requested 

  

 

$ 

         

 

 

Signature _________________________________ 

 

Please mark out any meals that are provided as part of the registration fee. 

 

Return this form attached to a Voucher Request.  To receive a check the request must be at 

The Cottage Office by 8:00 a.m. on Tuesday to receive a check on Thursday afternoon. 

 

Per diem is not required to be returned to the business office.  However, money issued for 

transportation and not used must be returned.  
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URBANA PARK DISTRICT 

Tuition Reimbursement /Tuition Payment Form  

In accordance with the Urbana Park District Continuing Education Policy (Personnel Manual section 11.16), you must 

complete this Tuition Reimbursement/Payment Form and obtain approval for the tuition costs of all course work for 

which you are seeking reimbursement.  Eligible courses must be directly and substantially related to improving your 

productivity in your current job and must be in an accredited school or program.  Tuition approved will be for a maximum 

of $500.00 per year.  There is a limit of one class per year.  Maximum reimbursement for fees and books will be $100.00 

per year. Please talk with your department head by January 30
th
 of each year to notify them of possible tuition 

reimbursement requests. This will allow your department to plan for the following fiscal year (May 1
st 

- April 30
th
). 

Tuition reimbursement requests will be approved based upon available funding.  

NAME: ___________________________________ Department/Position: ____________________________ 

College/University: _________________________ Location: ______________________________ 

Course Name/Number: _________________________________________________________________ 

Is this part of a degree/certificate objective?  If so, what is your degree/certificate objective? 

 ____ No ____ Yes Subject/Major ________________________________________ 

Please explain the value of this training in contributing to the Park District’s mission and how it relates to your current 

position or to career development.  (Attach separate page if needed) 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Class start time: ________________________   Class end time:  ________________________ 

Dates attended: _____________    ________________    Amount Tuition Paid:  $___________________ 

Amount Fees: $______________________  Amount Books:  $__________________________ 

If you accept tuition reimbursement, you agree to the following: 

Evidence of the successful completion of an average (C) or better grade must be submitted at the completion of the course 

to the Human Resources Assistant.  If an employee does not complete the course, the employee must reimburse the district 

for the full amount of books and tuition.  If an employee is separated from the District within 6 months following course 

completion, the employee will be required to reimburse the District for the total cost. 

By signing below, you acknowledge receipt of a copy of this form and that you agree to the terms listed herein: 

Employee Signature: __________________________________________   Date:  _________________ 

Supervisor Signature: _________________________________________     Date: __________________ 

Department Head Approval: ____________________________________   Date: __________________ 

Human Resources Assistant: ____________________________________   Date: __________________ 

Executive Director’s Approval: __________________________________   Date: __________________ 

Appendix F 
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Pay Period From                                                                  to                      

Name                                                                   Position                      

Urbana Park District 
Auto Mileage Form 

Date       Start Location       Beginning      End Location        Ending        Miles            Reason Visted 
      Odometer         Odometer                 Program 

Total Miles     X  .485 = $  

Signature        Approved  
Please attach a voucher to this form and turn in every two weeks with payroll.    Mileage reimbursement is not available from home to work or vise versa. 

Appendix F 
Staff Reimbursement Procedures



Appendix G 
Bank Reconciliation Procedures 
 

Administrative Procedure Manual 
9/23/13 krm & crr 
Director Approved, 9/27/13 

Gather and print all bank statements (12) 

 Come via snail mail: Busey Checking 1002, Midland States Construction, Midland State 

Operating, Illinois Funds, Park Pool  

 Download/Print from respective bank websites: All five Chase bank accounts, Midland State 

Construction, Midland States Operating , Illinois Funds, Busey Trust I and Busey Trust II  

 

Cancel Checks: Midland States Construction, and how to tell if checks have cleared. 

 

Midland States Construction (Bank 07) 

 Hand cancel checks 

 Menu Checks, #4 Enter/Update Checks 

 Compare the list of outstanding checks with the bank rec month’s Midland States Construction bank 

statement. 

 Enter the physical or computer check number for a check on the bank statement that has cleared, that 

matches one on the outstanding check list. 

 Write the cancel date in and place a C in the cancel code.  Hit enter.  

 Follow these steps for each check on the statement that have cleared. 

 Then rerun #7 and #8 for bank code 07 

 

Chase Checks (Vendor & Payroll) 

 Login to Chase.com 

 Click on the Vendor Account 

 On the right side of the screen, under I’d Like To…  Click See More Choices, then Download Account 

Activity. 

 Select the Download Now (no charge) radio button, then Continue 

 Select the Vendor Account, and choose the date range you of the month you are reconciling. 

 Download Type CSV (last one) 

 Save the download into the JPMC.CSV file in C:/Transfer Files. 

 Now select the Payroll account and save them with separate names. 

o Copy and paste any check data from those two excel files into the JMPC.CSV file with the 

Vendor data already in it.   

o Place the bank code (63, 64) into Column E of the file, for the respective bank code checks. 

o Delete the header row from JMPC.CSV. 

 In the AS400, go to Menu Checks 

 Then drop down Actions…Send File to Host. 

 Pull down File, and choose Chasebankrec.dtt 

 Then click the large “transfer data to AS400” button.  Click OK after transfer has gone through, then X 

the window to close. 
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 In Menu Checks, choose #15 Cancel Checks with Bank File 

 Enter the check cancel date (last day of the month of the bank rec) 

 Final Run – N 

 Print at wrkoutq parkq 

 Proof the printout and look for any strange errors.  The last line should balance. 

o i.e. *invalid name*  missing vendor (may need to reset fiscal year) 

o i.e. *Not Applied* Physical check numbers were not entered into computer upon printing. 

o To enter physical check numbers after the fact, first you’ll need to print #13 list checks written in 

date range to get the computer check numbers.  The bank printout gives us the physical check 

numbers – match them up and enter them into #6 enter physical check numbers – or individually 

in #4 enter/update checks. 

 Then re-enter #15 and do a final run, and print the report. 

 

Create and cancel Flex checks 

 Open the Posting Fees Template – BPC FLEX tab 

o Create a posting for the checks and card use. The total should match the debits on the bank 

statement. 

o Post to the AS400 General Ledger 

o Run Menu coins for that bank account. 

 

Run Menu coins – Minor Codes for each Bank Account 

 This is what we use to compare the GL to the bank statements. 

 The initial printing of these reports is just a starting point.  You will have to reprint them after any 

changes are made (i.e. posting bank interest, fees, etc.).  Sometimes the range run is not the correct range 

for comparison – it is best to follow the previous month’s bank rec for each bank to get the best results. 

 

Interest Postings – get filed with the Bank Rec materials 

 

Posting Bank Interest at Beginning of Month (5) 

 Go into each banks website and print the statement: 

a. Midland States Construction 

b. Chase Savings 

c. Busey Money Market – wait for statement in mail 

d. Park Pool – wait for statement in the mail 

e. Illinois Funds  

i. And go onto treasurers website and print the history. 

ii. http://www.treasurer.il.gov/programs/illinois-funds/illinois-funds.aspx 

iii. Click on Historical Rate information 

iv. Under the Money Market Fund box, click on the current month. 

http://www.treasurer.il.gov/programs/illinois-funds/illinois-funds.aspx
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v. Print the PDF that pops up.  

 Match up each of these statements with a Bank Interest Report Form 

 In the AS400 go to Menu apost 

 #7 Post Interest on Investments 

a. Enter FY 

b. On the interest posting screen enter the amount of interest under a single bank account 

c. See list of bank accounts for the correct bank number 

d. Press Enter to Update 

 Repeat steps a.-d. for each bank account, one at a time. 

 When finished with all banks, to go Menu Money 

 #3 to Post.  F1, then F1 to continue and final the posting 

 #4 to print the audit trail 

 Compile all reports and printouts and submit to Business Manager as a posting. 

 Put bank statements with bank rec file to do bank rec. 

 

 Busey Wealth Management (2 accounts) 

a. Sign on to Busey Website – Busey.com 

b. Click on Wealth Management 

c. Login Web Link Access 

d. My Reports – Acct English Pool 

e. Scroll Down to current month. Click to open. Print, OK 

f. My Reports – Memorial Fund. Click to open. Print, OK 

g. Logout 

h. Check Tax Cost and Yield Current/Maturity % and write on first page of statement.  Make sure 

Current Tax Cost equals Cost Basis 

i. Give Business Manager copy of first page with those written on so she can update her board 

report. 

j. Go to Busey Trust Activity file (on my desktop)  

k. Go to Memorial Fund tab at bottom, make entries 

l. Go to English Fund tab at bottom, make entries 

m. Go to Busey Wealth tab at bottom, make entries 

n. Print all three pages, save 

o. Post entries into AS400 – put those three pages and audit trail in Accounting Assistant stacker. 

Create cover sheet for Bank Recs and fill out when reconciled.  Make copy of completed cover sheets for 

next month’s bank rec. 

 

Give completed bank rec file to Business Manager for review 

Contact Board Treasurer to collect the Bank Rec for review 
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1. Print a GL statement for refund clearing acct. 

 Click on as 400 icon on windows desktop 

 At prompt type : “menu coins”, hit enter 

 Type "11" print selected trial balance 

 Current fiscal year 

 Starting date/ending date - type date range i want to print 

 Starting acct/ending acct - type 900-0-0120-2118 for both 

 At number of copies screen, type "01", hit enter 

 At prompt type "wrkoutq parkq 

  enter “2” by printer and “outq(s2)”  by parameter, hit enter 

 F5, then F3 

 Get printout 

 Note : do not print refund GL statements for multiple months at same time as this will cause the 
latest month printed to have an incorrect balance. 

2. Close the refund clearing acct, using the GL statement printed in step 1 for 2118 refund  clearing acct 
a. Using the major totals amount for current YTD at bottom of report, enter into AS400 general 

ledger, (e.g., if amount was $816.00) : 

    description is "close refund clring at feb 28"  

 900-0-0110-1061     debit        816.00 

 900-0-0120-2118     credit     816.00 

 905-0-0110-1021     debit        816.00 

 905-0-0110-1061     credit     816.00 
b. print audit trail 
c. Stamp GL statement for refund clearing acct as posted with date being same as date in description 
d. Assemble posting and file documents 

3. Get the PRC registrations folder for the correct month and check if all Brookens GL printouts with 
entries have been pulled and posted.  

4. Print a GL statement for 1021 bank reconciliation 

 Click on as 400 icon on windows desktop 

 At prompt type : “menu coins”, hit enter 

 Type “17”, print minor code selected trial balance, hit enter 

 Current fiscal year   

 Starting date/ending date – type date range i want to print 

 Starting fund – 900 

 Ending fund – 968 

 Starting minor account – 1021 (1021 for accts rec. 2118 for refunds) 

 Ending minor account – 1021 

 Hit enter 

 At number of copies screen, type "01", hit enter 

 At prompt type "wrkoutq parkq (s2)", hit enter 
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 F5, then F3 

 Get printout 
 

5. Get previous months 1021 GL statement and compare the prior YTD column amount from current 
month with current YTD column  from previous month - these amounts should match after accounting 
for any posting updates from previous month (e.g., gift certificate posting). If not, need to determine 
the error.  

 
6. Print class accounts receivable detail report for the final day of month 
 

7. Print class GL report summary for the appropriate month for cottage and UIAC to determine if any 
activity was mistakenly entered. There should only be refunds in the 1021 cottage debit column, and 
CCRS deposits in the 1021 cottage credit column. Note: total refund amount on the GL report should 
match the total current year to date line on the AS400 closed refund clearing acct report. 

 
8. Highlight  the ending balance on last page of class AR report 
 
9. Highlight current YTD total number on last page of 1021 GL  
 
10. Get the PRC registrations folder for the correct month and determine the deposits which were entered 

at the end of month which crossed over into the next month and make a note of these.  
 
11. Check the PRC registrations folder daily deposits for any adjustments which overlap into the following 

month 
 
12. Check on GL statement and highlight non-class entries which Business Manager has input  
 
13. If class and AS400 GL report do not balance, run a class GL report summary for PRC, Brookens, and 

APNC, for entire month. Get registrations deposit folder for appropriate month and add up each 1021 
line (separate for PRC/Brookens/APNC). The total 1021 lines should equal the class GL report summary 
1021 line, if not determine where the error is.  
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URBANA PARK DISTRICT 
CASH INCIDENT PROCEDURE 
 

 
Coordinators, Office Specialists, Non - Supervisory Staff and all Part – Time Staff: 
 
In case of a cash incident of $20 or greater, you are to use the UPD Cash Incident Report 
provided by your Supervisor.    It is important that these forms are filled out completely and 
that your supervisor receives these reports along with your shift paperwork. (Incidents less than 
$20 will be tracked on your sites excel worksheet documenting incidents.) 
 
Be advised that misuse of the UPD cash may result in disciplinary action up to and including 
termination 
 
 
 
Administrative Staff, Recreation Managers and Planning and Operations Supervisors: 
 
In case of a cash incident, of $20 or greater, your staff will turn in a Cash Incident Report, along 
with their shift paperwork, giving you the facts of the situation as it occurred.  The employee 
reporting the cash incident will provide all forms and information to you.  It will then be your 
responsibility to list and track all incidents on your sites excels worksheet.  Once all 
documentation and signatures have been gathered the completed report should be forwarded 
to the Business Office for filing and any further action as deemed necessary.  The original will be 
filed in the employee’s personnel file. 
 
 
 

 

Appendix I 
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Cashier:   Shift Date:

Manager on Duty:   Shift Time:

Building/park location:   Location:

Explain in detail the cash issue:  (attach additional pages if necessary)

Were the police called?  0 YES  0  NO   By Whom?

Officer handling the case:   Case Number:

How was the incident handled?  (attach additional pages if necessary)

Printed Names and Signatures of cashier involved and manager on duty: (attach additional pages if necessary)

 0  All Items Filled Out Completely

Name:______________________________ Date:  ___________________

6

Supervisor Signature:_________________________ Date:  ___________________

1

2

3

4

5

 0  Copy to Supervisor 

 0  Original to Business Office  0  Copy in Employee(s) File

  Urbana Park District Cash Incident Report

Administrative Procedure Manual
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Director Approved, 9/27/13
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URBANA PARK DISTRICT 
PAYMENT CARD INDUSTRY DATA SECURITY STANDARDS PROCEDURE 
 

1. Establishing New Merchant Accounts 

1.1 Excluding point-of-sale purchases, household accounts must be in place before 

credit cards may be accepted.  All credit card processing data will be assigned a unique 

household ID within each merchant account. 

2. Refunds 

2.1 Refunds will be processed through CLASS with the assigned wallet ID number. 

 

3. Credit Card Security 

3.1 All equipment and software must comply with current PCI security standards.  Non-

compliant equipment or software must either be reconfigured or replaced. 

 

3.2 Computer or computer network security and internal controls should include: 

3.2.1 Installation and maintenance of a firewall configuration to protect cardholder 

data. 

3.2.2 Protection of stored cardholder data through encryption.  Store as little 

cardholder data as necessary. 

3.2.3 Encrypted transmissions of cardholder data.  Credit card data submitted via 

e-mail should never be accepted. 

3.2.4 The use of regularly updated antivirus software or programs. 

3.2.5 Development and maintenance of secure systems and applications. 

3.2.6 The restriction of computer and physical access to cardholder data to 

authorized personnel.  Credit card information stored on a computer must be 

password protected and credit card information must be encrypted.  Credit 

card information should be located on a drive or server with very limited 

access and with industry accepted security measures. 

3.2.7 Assignment of a unique user ID to each person with computer access. 

3.2.8 Tracking and monitoring of all access to network resources and cardholder 

data. 

3.2.9 Regularly tested security systems and processes, in accordance with the most 

current Best Practices and PCI Standards. 

 

3.3 Business process security and internal control features should include, but are not 

limited to: 

3.3.1 Obtaining background checks for individuals authorized to have access to 

cardholder data, in accordance with PCI DSS items 12.7. 
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3.3.2 Requiring that clerks conducting credit card transactions in person always 

keep the credit card within the customer’s sight. 

3.3.3 Accepting credit card transactions for no more than the amount of the 

purchase. 

3.3.4 Confirming that the amount entered into the credit card machine agrees 

with the purchase. 

3.3.5 Assuring that the credit card number is not included on the receipt. 

3.3.6 Ensuring that only the last 4 digits of the credit card number prints on the 

receipt copy given to the customer.   

3.3.7 Requiring that third-party vendors with access to sensitive cardholder data 

be contractually obligated to comply with PCI security standards. 

3.3.8 Mandated staff ID badges for entrances into office areas holding files with 

secure information or potential computer access to the CLASS system. 

3.3.9 Requiring visitors to sign-in and wear identification designating them as such. 

3.3.10 Ensuring that the storage of printed cardholder data, are secured in a 

location with access limited to those with legitimate business need.   

3.3.11 Requiring that the authorization of access to keys for file cabinets containing 

cardholder data be restricted to personnel who have a business need to such 

access. 

3.3.12 Avoiding storage of cardholder data on portable computer devices or storage 

media. 

 

3.4 In addition to the initial PCI compliance setup, the Urbana Park District Matrix Team 

will                       complete an annual audit and report to the Urbana Park District 

Board of Commissioners and the Business Office. 

 

3.5 The City of Urbana will perform periodic reviews of computer and/or computer 

networks to ensure that security features are in place and are adequate to protect 

credit card data.    
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URBANA PARK DISTRICT 

SUPPLEMENTAL EMERGENCY APPROPRIATIONS PROCEDURE 

 

Each month budget reports for the Board and staff are prepared by the Business Manager 

comparing actual year-to-date expenditures to budgeted expenditures. These comparisons are 

made at the district’s working budget level. Should the Executive Director or the Business 

Manager become aware or receive information from staff that actual total expenditures as 

reported in the working budget of a particular fund are positioned to exceed total budgeted 

expenditures for the fund then these steps will be completed. 

 

- The Executive Director will direct either the Superintendent of Recreation or the 

Superintendent of Planning and Operations to prepare a detailed budget forecast of 

current and projected future expenditures for the fund at an expenditure category level 

in order to determine whether future spending in some expense categories can be 

reduced so that total fund expenditures will not be over the total budgeted.  If sufficient 

reductions to other categories of spending can be planned for then no further action 

need be taken. The Superintendent will so report to the Executive Director. However, if 

the Superintendent cannot foresee a way to keep total fund expenditures within the 

working budget, then 

 

- The Executive Director and the Business Manager will determine whether or not total 

fund expenditures at the projected increased level of spending will be less than the total 

of fund expenditures on the district’s Budget and Appropriation Ordinance adopted by 

the Board as required by Illinois law and filed with the County Clerk prior to July 31st of 

each fiscal year.   Appropriated total expenditures for certain major funds and certain 

minor funds, each year as a matter of best practices, will exceed working budgets as a 

cautionary practice should actual expenditures exceed amounts in the working budgets 

due to a particular emergency or to current year increase in past years expenditures at a 

level not predicted by staff.  Reversely, it could be that the district may desire to 

increase budgeted expenditures due to a favorable event such as a substantial increase 

to actual revenues received above budgeted revenues and it is the desire of the district 

to spend the additional funds in the current fiscal year.  In either case, the matter will be 

put on the next agenda of the Finance Committee of the Board; and, if anticipated total 

expenditures in a fund will be above appropriated fund totals, the district’s Attorney 

should be asked to determine if the district needs to take steps to amend its originally 

filed budget and appropriations ordinance with the same formality observed when 
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adopting the original ordinance citing information found in the Illinois Park District Law 

Handbook prepared by the Illinois Association of Park Districts.  

 

- If the increase to spending will not be offset by a matching or greater increase to 

revenues, the Executive Director and the Business Manager should determine if there is 

a sufficient amount in the fund’s beginning fund balance to absorb spending of the fund 

at the increased level.  Non-spendable beginning fund balance, if any, may not be used 

in this test. 

 

- If an amount in beginning fund balance exists to cover the increase to spending, then 

the Director will present to the Finance Committee the reason for the likely increase to 

total fund spending above amounts budgeted. The Finance Committee will make a 

recommendation to staff and also to the Board to allow for funding the overspending 

from either the use of beginning fund balance or from a transfer into the overspent fund 

from monies in another fund, looking first at resources in the General Fund and then at 

possibilities in other funds that would qualify as sources for a transfer. 

 

- Once decided, the course of action will be set in motion to accomplish the plan and 

performance would be monitored closely as spending progresses for the remainder of 

the fiscal year. The Business Manager will revise working budgets so actual performance 

for the year will be compared to budget amounts now increased or decreased. 

 

- Each year, at the district’s regular board meeting in April, an ordinance titled An 

Ordinance Revising The Combined Budget And Appropriation Ordinance is routinely 

acted upon by the Board to approve any changes to originally budgeted transfers 

between funds and/or changes to previously budgeted total expenditures of a fund 

should that occur.   A two-thirds vote is required by the Board to effectuate an increase 

in amounts originally appropriated.  The revising ordinance must be filed with the 

County Clerk on or before April 30th, the last day of the fiscal year effected by the 

revisions. 
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URBANA PARK DISTRICT 
ANNUAL TREASURER’S REPORT PREPARATION PROCEDURE  
AND FILING REQUIREMENTS 
 
The treasurer is required each year to submit a statement of receipts and disbursements. This 
statement is commonly known as the Annual Treasurer's Report. 
 
The report is prepared by the Business Manager, reviewed by the treasurer, signed by the 
Treasurer and notary, and filed with the county clerk within 6 months after the end of the fiscal 
year, no later than October 31st. 
 
The Business Manager compiles the information for the Annual Treasurer’s Report using the 
most recent CAFR. 
Revenues are by categorized within each Fund. 
Vendors paid more than $2,500 are listed individually by Fund. 
Payroll is reported by employee within pay ranges.  Data is requested from the City of Urbana 
Programmer for this purpose. 
 
Sample Format of Annual Treasurer’s Report: 
 

Urbana Park District 
Urbana, Illinois 

Richard C. Percival, Treasurer 
Report of Receipts and Disbursements 

For the fiscal year ending April 30, 20XX 
 
Fund Revenues and the Combined Statement of Revenue, Expenditures, and Changes in Fund 
Balance are reported on the modified accrual basis of accounting using the URBANA PARK 
DISTRICT COMPREHENSIVE ANNUAL FINANCIAL REPORT for the fiscal year ending April 30, 
20XX: 
General Fund Revenues: Property Tax $xx; Intergovernmental Revenue $xx; Charges for 
Services, Program Rentals & Related Items $xx; Contributions & Scholarships $xx; Merchandise 
& Concession Sales $xx; Grants $xx; Interest $xx. 
Recreation Fund Revenues: Property Tax $xx; Charges for Services, Program Rentals & Related 
Items $xx; Contributions & Scholarships $xx; Merchandise & Concession Sales $xx; Grants $xx; 
Interest $xx. 
Special Recreation Fund Revenues: Property Tax $xx; Interest $xx. 
Liability Fund Revenues: Property Tax $xx; Insurance Reimbursements $xx; Interest $xx. 
IMRF Retirement Fund Revenues: Property Tax $xx; Interest $xx. 
Social Security Fund Revenues: Property Tax $xx; Interest $xx. 
James Memorial Fund Revenues: Interest $xx. 
English Indoor Pool Fund Revenues: Unrealized gain on investments $xx; Interest $xx. 
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Museum Fund Revenues: Property Tax $xx; Charges for Services, Program Rentals & Related 
Items $xx; Contributions & Scholarships $xx; Merchandise & Concession Sales $xx; Grants $xx; 
Interest $xx. 
All Other (Non-Major Governmental Funds Revenue: Property Tax $xx; Intergovernmental 
Revenue $xx; Charges for Services, Program Rentals & Related Items $xx; Contributions & 
Scholarships $xx; Grants $xx; Interest $xx. 
Urbana Indoor Pool (Enterprise) Fund:  Urbana Park District Contribution $xx; Urbana School 
District Contribution $xx; Other Contributions $xx; Charges for Services $xx; Merchandise & 
Concession Sales $xx; Grants $xx; Interest $xx. 
Capital Improvement Fund Revenues: Bond Sales $xx; Donations $xx; Grants $xx, Interest $xx. 
Debt Service Fund Revenues: Property Tax $xx; Grants $xx, Interest $xx. 
 
Combined Statement of Revenues, Expenditures, and Changes in Fund Balances 
Receipts/Revenue  All Governmental Funds  Enterprise Fund 
Property Tax   $xx     $xx 
State Replacement Tax $xx     $xx 
Other Governmental  $xx     $xx 
Charges for Services  $xx     $xx 
Sales    $xx     $xx 
Interest   $xx     $xx 
Grants    $xx     $xx 
Contribution UPD/USD  
to Indoor Pool   $xx     $xx 
Contributions & Scholarships $xx     $xx 
Total Receipts/Revenues $xx     $xx 
 
Disbursements/Expenditures 
Culture and Recreation $xx     $xx 
Capital Outlay   $xx     $xx 
Debt Service   $xx     $xx 
Total Expenditures  $xx     $xx 
 
Excess of Revenues Received Over (Under) Expenditures Paid 
 
Operating transfers in  $xx     $xx 
Operating transfers out $xx     $xx 
Bond proceeds  $xx     $xx 
 
Net increase (decrease)  
in fund balance  $xx     $xx 
 
Previous Year  
Fund Balance   $xx     $xx 
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Current year Ending  
Fund Balance   $xx     $xx 
 
Fund Expenditures are reported on the cash basis of accounting and are expenditures paid 
during the fiscal year ended April 30, 20XX 
 
 
GENERAL FUND 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
RECREATON FUND 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
C/U SPECIAL RECREATION PROGRAM: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
CAPITAL IMPROVEMENT FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
LAND ACQUISITION FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
BOND, PRINCIPAL, AND INTERST FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; …TOTAL: $xx; 
AUDIT FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; …TOTAL: $xx; 
LIBAILITY INSURANCE FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
ILLINOIS MUNICIPAL RETIREMENT FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
ILLINOIS MUNICIPAL RETIREMENT FUND $xx employer portion only;  
TOTAL: $xx; 
SOCIAL SECURITY FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
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INTERNAL REVENUE SERVICE $xx employer portion only; TOTAL: $xx; 
MUSUEM FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
POLICE FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
CITY OF URBANA $xx; TOTAL: $xx; 
PARK HOUSES: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
JAMES MEMORIAL FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
ENGLISH INDOOR POOL FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; … 
URBANA INDOOR AQUATICS CENTER FUND: 
EXPENDITURES TO VENDORS EXCEEDING $2500 PER VENDOR: 
Vendor1 $xx; Vendor2 $xx; Vendor3 $xx; Vendor4 $xx; … 
EXPENDITURES TO VENDORS NOT EXCEEDING $2500 PER VENDOR: $xx; 
 
SALARIES UNDER $25,000: 
Employee1; Employee2; Employee3; Employee4; … 
SALARIES $25,000-$49,999: 
Employee1; Employee2; Employee3; Employee4; … 
SALARIES $50,000-$74,999: 
Employee1; Employee2; Employee3; Employee4; … 
SALARIES $75,000-99,999: 
Employee1; Employee2; … 
SALARIES $100,000-$124,999: 
Employee1; … 
 
STATE OF ILLINOIS ) 
) SS. 
CHAMPAIGN COUNTY 
 
I, RICHARD C. PERCIVAL, Treasurer of the Urbana Park district in Champaign County, Illinois, 
from May 1, 20XX to April 30, 20XX, do hereby certify that the above and foregoing is a true and 
correct statement of all monies received and from what sources receive, giving items, 
particulars and details; and of all monies paid out, where the total amount paid during the fiscal 
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year exceeds $2,500 giving the name of each individual to whom paid, and the amount paid to 
each person; for said Urbana Park District in Champaign County, Illinois for the fiscal year 
ending April 30, 20XX, as provided by Ill. Compiled Statues 1996, ch. 30, act 15, sec. 1. 
 
WITNESSETH MY HAND AND SEAL THIS XXth day of October 20XX. 
 
Signature 
Richard C Percival 
 
Signed before me on October XX, 20XX by RICHARD C PERCIVAL, Treasurer of the Urbana Park 
District. 
 
Signature   (seal) 
Signature of Notary 
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URBANA PARK DISTRICT 
AUDIT AVAILABILITY PROCEDURE 
 
Effective January 1, 2012 the Public Funds Statement Publication Act no longer requires 
publication of the Annual Statement of Receipts and Disbursements IF (1) an audit has been 
made by a certified public accountant, (2) a report of such audit has been filled with the county 
clerk, and (3) a notice of availability of the audit report like the sample below is published one 
time in an English language newspaper published in the district in which that public officer 
holds his or her office. 
 
The notice of availability should be sent into the Champaign News-Gazette prior to the required 
filing date of October 31 with the Champaign County Clerk. The notice shall be printed in the 
legal notice section of the newspaper. The notice shall follow this sample format. There should 
also be a copy of the audit in the administrative office, and on the park district website. 

 
Urbana Park District hereby provides public notice that an audit of its funds for the period 

(insert beginning date of fiscal year) through (insert ending date of fiscal year) has been made 
by (insert name of accounting firm conduction the audit), and that a report of such audit dated 
(insert date of audit) has been filed with the County Clerk of Champaign County, in accordance 
with 30 ILCS 15/0.01 et seq. The full report of the audit is available for public inspection at the 

Urbana Park District administrative office, 303 W. University Ave. Urbana, IL during regular 
business hours, 8:00AM-5:00PM, Monday through Friday, except for holidays, and on the 

district’s web site at www.urbanaparks.org 
 

Once the public notice has been published the park district needs to receive three certificates 
of publication from the Champaign News-Gazette. Original copies of the notice must be stapled 
to the certificate of publications. One notice needs to go to the Champaign County Clerk, one 
notice stays at the park district (business manager), and the last notice is sent to the 
Attorney/Secretary for the park district.  



 

 

 

 
3. Personnel 
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URBANA PARK DISTRICT 
EMPLOYER REQUIREMENTS TO REPORT NEW EMPLOYEES 

“Newly hired employee” is defined as an individual who is considered an employee for federal income 
tax withholding purposes, and whose reporting to work that results in earnings from the employer is the 
first instance within the preceding 180 days that the individual has reported for work for which earnings 
were received from the employer (820 ILCS 405/1801.1, as added by S. 1024, L. 1997, effective October 
1, 1997). For federal income tax withholding purposes, the term “employee” includes an officer, 
employee, or elected official of the United States, a state, or any political subdivision thereof, or the 
District of Columbia, or any agency or instrumentality of any one or more of the foregoing, and the term 
also includes an officer of a corporation (26 USC 3401). 

“Newly hired employee” does not include an employee of a federal or state agency performing 
intelligence or counterintelligence functions if the head of the agency has determined that reporting 
could endanger the safety of the employee or compromise an ongoing investigation or intelligence 
mission (820 ILCS 405/1801.1, as added by S. 1024, L. 1997, effective October 1, 1997). 

“Employer” generally means the person for whom an individual performs or performed any service, of 
whatever nature, as the employee of such person, and includes governmental entities, labor 
organizations and hiring halls (820 ILCS 405/1801.1, as added by S. 1024, L. 1997, effective October, 
1997; and 26 USC 3401). 

Each employer in Illinois, except a department, agency or instrumentality of the United States, must file 
new hire reports with the Department of Employment Security (820 ILCS 405/1801.1, as added by S. 
1024, L. 1997, effective October 1, 1997). 

When to report.- Employers must report not later than 20 days after the date of hire or, in the case of 
an employer transmitting reports magnetically or electronically, by two monthly transmissions, if 
necessary, not less than 12 days nor more than 16 days apart (820 ILCS 405/1801.1, as added by S. 1024, 
L. 1997, effective October 1, 1997). 

Contents of report.- Employers must provide the following information concerning each newly hired 
employee: the employee's name, address and social security number and the employer's name, address, 
federal tax employer identification number and such other information as may be required by federal 
law or regulation. Employers may voluntarily file the date of new hire and the address to which the 
employer wants income withholding orders to be mailed, if it is different from the address given on the 
federal employer identification number. Employers may also voluntarily submit information regarding 
rehired employees in the same manner as newly hired employees (820 ILCS 405/1801.1, as added by S. 
1024, L. 1997, effective October 1, 199 7). 

Form of report.- Reports must be made on an Internal Revenue Service Form W-4 or, at the option of 
the employer, an equivalent form, and may be transmitted by first class mail, by telefax, magnetically or 
electronically (820 ILCS 405/1801.1, as added by S. 1024, L. 1997, effective October 1, 1997). 
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URBANA PARK DISTRICT 
BACKGROUND CHECKS PROCEDURE 
 
The process for background checks for incoming employees and volunteers is as follows: 

 All incoming employees and volunteers must complete a background check.  Work may 
not begin until employee is cleared.  A Background Check form is completed by the 
employee and submitted with hiring paperwork to the Administration Department. 

 The Office Manager completes the background check electronically and notifies the 
supervisor when employee is clear for work. 

 The UPD has an account on file with the Illinois State Police.  A deposit of approximately 
$3000 is placed into the account prior to the summer seasonal influx. 

 The Illinois State Police issue a monthly statement of account.  The Office Manager 
approves the statement and communicates with the Illinois State Police about any 
discrepancies.  Each background check processed costs $10 and this fee is taken from 
the deposit on account.   

 The ending balance of the account is reconciled to the UPD general ledger monthly.  The 
Accounting Assistant creates these journal entries. 

 



12/30/11 CRR & AI 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
I understand that a criminal background check and results acceptable to the Park District is a 
condition of employment or volunteering with the Urbana Park District. 
 
I consent to the Urbana Park District obtaining my criminal conviction history from the Illinois 
State Police and/or FBI. 
 
I understand that I will be provided a copy of the criminal background check if any convictions 
are reported, and that it is my duty under the law to notify the Urbana Park District 
Administration Office within 7 working days if the information is inaccurate or incomplete. 
 
I hereby fully release and discharge the Urbana Park District, its officers, agents and employees, 
from any and all claims for damages which may arise from participating in or as a result of the 
criminal background check.  I have fully read and understand this release form. 
 
This form will be kept on file by the Urbana Park District for a minimum of 2 years. 
 
________________________________________  ______________________________ 
Employee Signature      Date 
 
________________________________________  ______________________________ 
Supervisor Name      Department  
 
 

Information: Please print legibly 
 
______________________________________________________________________________ 
Last Name    First Name    Middle Name 
 
Date of Birth ____/_____/_____ (month/day/year) 
 
Sex _______________  Valid Codes for Sex: 
 Male . ..................................M 
 Female  ................................F 
 
Race _____________   Valid Codes for Race: 
 White  ..................................W 
 Black  ...................................B 
 Asian/Pacific Islands ............A    
 American Indian/Alaskan ....I 

Criminal Background Check  
Consent & Release 
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URBANA PARK DISTRICT 
FULL-TIME EMPLOYEE CONTINUING EDUCATION FORM 
 
TO: (Your department head – Vicki, Dottie, Corky, Tim) 
 
FROM: (Your name) 
 
RE: (Name of conference, seminar, training) 
 
DATE: (Today’s date) 
 

 
I attended the (conference, seminar, and training) in (city, state) on/from (dates of event). The 
sessions that I attended were: 
 

- (include all sessions as well as general assembly meetings) 
-  
-  
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URBANA PARK DISTRICT 
TRAINING RECORDING MEMO FOR REGULAR FULL-TIME AND PART-TIME EMPLOYEES 

 
Name __________________     Title ___________________ 
 
Type of training _________________________________________________________ 
 
Location of training ______________________________________________________ 
 
Date(s) completed ________________________________________________________ 
 
Description of training ____________________________________________________ 
 
_______________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Employee signature _______________________________ 
 
*Send original to  
-Planning and Operations Office Manager 
-Recreation Office Manager 
-APNC Office Manager 
-Administration Office Manager 
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URBANA PARK DISTRICT 
CONTINUING EDUCATION REPORTING PROCEDURE 
 
The Urbana Park District recognizes that full-time staff attending conferences, seminars, and 
trainings is crucial for the district to operate at a high level. Staff members are encouraged to 
attend these conferences in order to stay updated on current trends and industry demands. 
The district encourages its staff to be involved with professional organizations that match the 
goals of the district, develop skills related to their work, and advance the recognition of the 
employee and the district.  
 
In order for day-to-day operations to continue, prior approval will be needed for any full-time 
staff member to attend a continuing education event. Employees should contact their 
department head and receive prior approval. Department heads will judge the relevance of the 
event and will take budgetary provisions into concern to determine whether or not the 
employee will attend the event. Benefit-eligible employees can have certain fees reimbursed as 
long as the expenses are consistent with the district’s procedures.  
 
Once the employee has attended the event they will need to fill out the continuing education 
form, this form needs to be completed and turned in no later than five (5) business days after 
the event. It is the responsibility of the employee to properly fill out the continuing education 
form. Forms should be turned into Terrence Stuber, Office Manager, at Planning and 
Operations.  
 
Once the sheet is turned in it will be entered into the UPD training list (excel file) located on the 
G Drive. Once the sheet is entered into the excel file it will be sent to the administrative office 
to be filed into the employee’s personnel file.  
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URBANA PARK DISTRICT 

IN-SERVICE TRAINING PROCEDURE 

 

The Urbana Park District offers a variety of trainings to its employees to best serve the needs of the 

citizens of Urbana and to make processes more efficient, effective, and safe. 

 

The following OSHA trainings are done on an annual basis to applicable employees: 

 BloodBorne Pathogen 

 Confined Space Entry and Rescue 

 Personnel Protective Equipment 

 Hazard Communication 

 Lockout/Tagout 

 Trenching and Shoring 

 Fire Extinguisher 

 

The following training is done on a bi-annual basis to applicable employees: 

 CPR/First Aid/AED 

 

The following trainings are done on an annual basis to applicable employees: 

 Reasonable Suspicion Training for CDL Driver’s and Management 

 Prevailing Wage Act 

 Behavioral Management 

 Crisis Communication  

 Identity Protection 

 ADA (inclusion, OPDMD, service animal, complaints) 

 Mandatory Reporter 

 

The Urbana Park District evaluates the training needs of the district on a continual basis.  No list is 

intended to be inclusive.  In addition to the training listed above, the Urbana Park District will conduct 

the following trainings for the 2013-2014FY to applicable employees: 

 Performance Evaluation 

 Employee Packets 

 Applitrack (Hiring) 

 Microsoft Outlook 

 Defensive Driving 

 Record Retention 

 New Hire Orientation 

 Benefits 

 Employee Assistance Program 

 OSHA 10 Hour Construction 
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URBANA PARK DISTRICT 
EMPLOYEE RELATIONS PROGRAM  
 
BENEFITS: These are the continuing benefits available to UPD regular full-time employees. 
 
A minimum of 28 paid leave days per year which can be used for UPD holidays (7 holidays), sick 
days, vacation days, personal business days, etc. 
 
Acute illness leave earned at 4 hours per pay period up to a maximum of 1,920 hours. A 
maximum of 480 hours of acute illness leave may be used in a 12 month period. Acute illness 
leave can be used for a critical illness, to care for an eligible family member including for 
maternity, paternity, or adoptive child leave. Acute illness leave is can also be used by an 
eligible retiring employee to qualify for up to an addition year of service for IMRF. 
 
Participation in the Illinois Municipal Retirement Fund (IMRF) defined benefit program. An 
additional benefit to participate in a Voluntary Additional Contribution program that returns 
7.5% on funds invested for 1 year on the amount invested on January 1 of each calendar year. 
 
IMRF disability benefits for temporary or permanent disability. 
 
A life insurance policy equal to one year’s pay provided through IMRF. 
 
Death leave for 3 days per death of an immediate family member. 
 
A life insurance policy purchased by the district for each employee equal to a year’s salary up 
to a maximum a benefit of $60,000. 
 
Group medical insurance paid for by UPD for employee and the employee’s ability to purchase 
medical insurance for dependents within the group coverage. Employees who prove insurance 
coverage through another carrier receive a portion of the cost of the medical insurance 
premium as a contribution to a deferred compensation plan or another option. Employees also 
have the opportunity to purchase additional insurance coverage through insurers such as 
AFLAC as a payroll deduction. 
 
Opportunity to participate in a deferred compensation plan. 
 
Opportunity to participate in a group dental plan. 
 
Opportunity to participate in an Employee Assistance Program, is a strictly confidential service 
that allows 6 consultations per life issue per household member, 1 hour each of legal and 
financial consultation per year. 
 
Ability to participate in the Urbana Municipal Credit Union. 
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Fee reductions for recreation programs, seasonal pool passes and rentals. 
 
Tuition, books and fee reimbursement for up to $600 per year and up to one (1) class per year. 
 
The ability for early retirees who meet certain criteria to continue to participate in the district’s 
group health insurance plan until age 65. 
 
IRS Section 125 flexible spending account for childcare and medical. 
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URBANA PARK DISTRICT 

PERFORMANCE EVALUATION PROCEDURE 

 

Performance appraisals may be used to determine pay, improve and develop performance, 

identify and assess training needs, notify employees that improvements are required, identify 

employees for promotion, evaluate and validate the personnel selection procedure, and make 

termination or layoff decisions or any other job-related decisions.  

 

A written appraisal of each employee's performance will be conducted at least annually by the 

immediate Supervisor.  The employee will be given the opportunity to complete a written self-

appraisal prior to the appraisal meeting.  The Supervisor and the employee will meet to discuss 

the appraisal in order to improve the future performance of the employee and the unit and to 

identify training needs.  All appraisals become a part of the employee's personnel file. 

 

Supervisors of introductory employees will submit a written job performance evaluation to the 

appropriate Department Head at the end of the initial introductory period.  This evaluation 

reviews the employee’s progress, qualifications, capacity to grow, and other pertinent factors 

and recommends appropriate action.  Should the period be extended, another written 

evaluation will be provided for at the end of any extended introductory period(s) until the 

employee completes a successful introductory period or the employee’s employment with the 

District ends.  

 

Regular employees, who disagree with their performance evaluation and cannot resolve the 

disagreement with their immediate Supervisor, may appeal the performance evaluation.   
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URBANA PARK DISTRICT 

PERFORMANCE EVALUATION APPEAL PROCEDURE 

 

Regular Full-time and Part-time employees have the right to have their own written comments 

attached to their performance evaluations. 

 

Regular employees, who disagree with their performance evaluation and cannot resolve the 

disagreement with their Supervisor, may appeal the performance evaluation.  The appeal 

process is as follows: 

 

1)  The employee must submit a written appeal to the Department Head of their Division within 

five (5) working days from when the evaluation was given. 

2)   The Department Head will have five (5) working days from when the appeal was received to 

review the performance evaluation, speak to the employee and the Supervisor, and make a 

decision. 

-If the Department Head agrees with the employee, the Supervisor will complete a new 

evaluation making revisions as necessary within five (5) working days of the Department’s Head 

decision. 

-If the Department Head determines that the performance evaluation does not merit any 

changes and the employee is still dissatisfied, the employee may proceed to step 3. 

3)  The employee must submit a written appeal to the Executive Director within five (5) working 

days from when the Department Head made their decision.  The decision of the Executive 

Director is final and will be sent in writing to the employee. 
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URBANA PARK DISTRICT 

INTERMITTENT/SEASONAL PERFORMANCE EVALUATION PROCEDURE 

Supervisors are required to complete a Performance Evaluation for Intermittent and Seasonal 

employees.   

 

The steps in the Intermittent/Seasonal Performance Evaluation process are as follows:  

1. Supervisors are to complete the “Intermittent/Seasonal Performance Evaluation” or area 

specific performance evaluation (Do not complete FOR ADMINISTRATIVE USE ONLY at this 

time). 

2.  Supervisors go through the performance evaluation with employee explaining performance 

ratings and comments given. 

3.  The Supervisor and employee sign and date the performance evaluation. 

4.  Supervisors give employee a copy of the signed and dated performance evaluation. 

5.  Supervisors complete the section FOR ADMINISTRATIVE USE ONLY (if using 

“Intermittent/Seasonal Performance Evaluation” form). 

6.  Supervisors send the performance evaluation to the Administrative Office to file into 

employee’s Personnel File. 

 

Nothing in the evaluation implies that the employee will be rehired in the future. 

 

Intermittent Employees 

Intermittent employees are hired in a position that continues indefinitely.  Supervisors are to 

complete a Performance Evaluation at least one (1) time per year.  The Performance Evaluation 

should be completed and conducted by the employee’s anniversary date of hire.  If the 

employee leaves the Park District, a Performance Evaluation will need to be completed before 

termination of employment unless and it has been less than six (6) months from their previous 

Performance Evaluation. 

 

Seasonal Employees 

Seasonal employees are hired in a position that does not continue indefinitely.  Supervisors are 

to complete a Performance Evaluation by the end of the season or before termination of 

employment, whichever comes first.  Summer seasonal employees Performance Evaluation is 

to be completed by July 31st of each summer unless termination of employment comes sooner. 



Intermittent/Seasonal 
Performance Evaluation 
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Date:   

Employee Name:       

Department:        

Position:        

Supervisor:        

Evaluation Period:   to   

   

PERFORMANCE FACTORS 

 

1. Productivity          Rating:   

 Makes good use of time and completes work tasks and assignments on time. 

 

Comments:             

               

 

2. Quality of Work         Rating:   

 Accountability for work performance, imitative, accuracy, attention to detail, and ability to meet goals and 

 deadlines.  Works effectively both individually and in a group. 

 

Comments:             

               

 

3. Cooperation and Relationship with Customer/Staff    Rating:   

 Responds positively to situations that require cooperation, courtesy, and tact to avoid and resolve 

 conflict.  Demonstrates respect, honesty, and integrity, and trust in all working relationships.  Treats co- 

 workers and customers with respect. 

 

Comments:             

               

 

4. Judgment          Rating:   

 Exercises good judgment and takes appropriate action. 

 

Comments:             

               

 

Performance Factor Ratings: 
5=Consistently Exceeds Expectations 
4=Frequently Exceeds Expectations 
3=Meets Expectations 
2=Frequently Does Not Meet Expectations 
1=Consistently Does Not Meet Expectations 



Intermittent/Seasonal 
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5. Professionalism         Rating:   

 Reports to work in appropriate attire and is neatly groomed representing Urbana Park District in a positive 

 manner.  Communicates with staff and customers in a professional manner. 

 

Comments:             

               

 

6. Safety           Rating:   

 Adheres to and supports safety rules.  Addresses safety related problems or concerns with Supervisor.   

 

Comments:             

               

 

7. Attendance          Rating:   

 Adheres to work schedules.  Notifies Supervisor accordingly when the need for an absence arises. 

 

Comments:             

               

 

Nothing in this evaluation implies that employee will be rehired in the future. 

 

SIGNATURES 

 

Signature of Employee:         Date:    

Signature of Immediate Supervisor:       Date:    

 

NOTE:  Employee’s signature is required.  Signature indicates that employee has reviewed this document and understands it.  

It does not necessarily imply agreement. 

 

FOR ADMINISTRATIVE USE ONLY  

Overall Rating of Employee: 

 Outstanding 

 Very Good 

 Acceptable 

 Improvement Needed 

 Unacceptable 
 

Recommendation for Rehire: 

 Rehire 

 Do Not Rehire 
 

If selected “Do Not Rehire,” please give explanation: 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 

 



URBANA PARK DISTRICT 

Performance Evaluation 
 

Employee:     Date:  

 

Job Title:  Environmental Receptionist/Building Attendant 

 

Job Function: The Environmental Receptionist/Building Attendant assists with a variety of clerical duties for the Nature Center staff 

and greets the public. 

 

Key: 1) Unacceptable 2) Needs Improvement 3) Standard 4) Above Standard 5) Excellent 

 

JOB DIMENSION AND TASKS 1 2 3 4 5 

      

Reception      

1. Greets the public and program participants in a friendly and courteous 

manner 

     

2. Keep the Nature Center public areas ready for visitors including the 

exhibit hall and observation room 

     

3. Provide information to the public      

4. Escort groups through the Center      

5. Follow all facility opening and closing procedures      

6. Dress appropriately, giving the public a good first impression of the 

department. 

     

7. Perform necessary room set up and take down and assist with facility 

rental coordination. 

     

      

Clerical      

1. Operate office equipment.      

2. Perform typing, word processing and data entry.      

4. Answer telephone; provide callers with information and route calls.      

      

Record Keeping      

1. Keep track of program attendance and visitor numbers      

2. Assist with fee collection and reports as assigned      

3. Conduct sales in the Audubon Nature Lore Store.      

      

Desktop Publishing      

1. Assist with the design and production of forms and flyers as requested.      

2. Assist with the development of seasonal and permanent exhibits.      

      

Work Habits      

1. Cooperation – Willing to help others accomplish their objectives      

2. Attendance – Available for work as needed      

3. Orderliness – Organization of the individuals’ work and work area      

4. Initiative – Voluntarily starts projects, attempts non-routine job tasks      

5. Perseverance – Steadfast pursuit of job objectives when faced with 

obstacles 

     

6. Quantity – Efficient use of time to generate output      

7. Accuracy – Absence of errors      

8. Reliability – Dependable and trustworthy      

9. Stability – Even temperament; acceptance of unavoidable tension and 

pressures. 

     



In order to evaluate your seasonal employment it is necessary to provide you with this information so that you understand how we feel 

about your work performance. 

 

1.  As your supervisor, I consider the following items to be the valuable assets you have brought to your work during the recent 

season: 

 

 

 

 

 

 

 

 

2.  The following areas of your work need improvement: 

 

 

 

 

 

 

 

 

3.  Your work improved, over the season, in the following areas: 

 

 

 

 

 

 

 

 

4.  The following areas of your work were unacceptable: 

 

 

 

 

 

 

 

Employee Signature _______________________________________________ Date ________________________ 

 

 

 

Supervisor’s Signature _____________________________________________ Date ________________________ 

 

 

 

Manager’s Signature ______________________________________________ Date ________________________ 



Urbana Park District 

Anita Purves Nature Center 

Employee Exit Evaluation 

 

Name:          Position:  

 

In order to conclude your seasonal employment it is necessary to provide you with this 

information so that you understand how we felt about your work performance. 

 

1.  As your supervisor, I consider the following items to be the valuable assets you have brought 

to your work during the recent season: 

 

 

2.  The following areas of your work need improvement: 

 

 

3.  Your work improved, over the season, in the following areas: 

 

 

4.  The following areas of your work were unacceptable:  

 

 

Please understand that the position that you held is seasonal.  In order for you to return to 

this position next season (or year), you will need to reapply.  Reapplication does not 

guarantee re-hiring. 

 

_________________________________________________________      ______________ 

Employee Signature        date 

 

_________________________________________________________      ______________ 

Supervisor Signature        date 

 

_________________________________________________________      ______________ 

Coordinator/Managers Signature      date 

 

Recommendation for re-hire  ______ Yes ______ No 

    



Fitness Instructor Evaluation – Aerobics 
Urbana Park District 
505 W. Stoughton, Urbana, IL 61801 
 
Instructor______________________________ Date_________________ Time___________ 
 
Phone(W)________________________________(H)________________________________ 
 
Class Level____________________________ Class Type___________________________ 

 
□ Initial Evaluation  □ Re-evaluation 

 
Content Comp Comments 

WARM-UP   
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                     /9 

 Locomotor Activity (4-5 mins)  

 R.O.M. in mid-range  

    * Upper body  

               * Mid Body (Trunk)  

               * Lower Body  

 Stretch (dynamic and/or static) 
** OPTIONAL ** 

 

 Iliopsoas/Quadriceps  

 Tibialis anterior  

 Erector spinae (lumbar)  

 Hamstrings  

 Grastrocnemius  

 Soleus  

 Upper body joint action 
movements 

 

Aerobic Conditioning   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                  _   /9 

 Gradual increase in intensity  

 Activities achieve cardiovascular 
training effect 

 

 Intensity monitored (Client 
awareness) 

 

 Intensity appropriate  

 Options/modifications given  

 Variety (planes, levers, direction 
tempo) 

 

 Weight bearing (one leg criteria)  

*High impact (4) / Low impact (8)  

 Max 3-4 min on the spot  

 Aerobic cool-down (minimum 2 
minutes) 

 



Muscular Conditioning   

 Abdominals  

Content Comp Comments 

 Erector spinae   
 
 
 
 
                                                    _ /7 

 One add’l muscle pair  

 No. of repetitions  

 Intensity appropriate  

 Options/modifications given  

 Technique safe and effective  

Final Cool Down   
 
 
 
 
 
 
 
 
 
 
                                                    _ /10 

 Upper body stretches  

 Mid body stretches  

 Lower body stretches  

 Iliopsoas/Quadriceps  

 Tibialis anterior  

 Erector spinae  

 Hamstrings  

 Gastrocnemius  

 Soleus  

 Relaxation  

Leadership   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                     /13 

 Continuity of movement  

 Flow of class components  

 Duration of components meets 
standards 

 

 Cueing (Verbal/Visual)  

 Correct alignment demonstrated  

 Uses combinations of teaching 
techniques 

 

 Uses space safely  

 Interacts with class  

 Permission giving/obtaining  

 Music  

 Uses beat and/or phrase  

 Appropriate tempo  

 Appropriate volume  

Personal   
 
 
 
 
 
                                                   _  /5 

 Voice  

 Punctual & Organized  

 Educational component  

 Approachable and encourages 
feedback 

 

 Positive attitude  



 
Total __________     □ Certified = 42-54   □ Re-evaluation (required at score of 41 or less) 
 
Comments: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 
 
Follow-Up Required?    □ Yes  □ No 
 
 
 
Instructor Name________________________________ Instructor Signature_____________________________ 
 
Evaluator Name________________________________ Evaluator Signature_____________________________ 
 
Updated November 2012 



Urbana Park District 
Environmental Program  

Intern Performance Appraisal 

 

Employee _____________________________________    Date  ___________________ 

 
5 = Excellent 4 = Above Standard 3 = Standard 2 = Below Standard 1 = Needs Improvement 

  

 5 4 3 2 1 

Demonstrate effective leadership. Provide a safe, educational and fun atmosphere.      

Demonstrate organizational ability. Clearly thinks through activities and plans for each day. 

 

     

Complete lesson/program planning. Consistent flow of quality work.  Purchase or request supplies in 

advance.  Requests Nature Center or other program space as needed 

     

Friendly and courteous to children/parents. Are attempts made to interact with parents and keep them 

informed?                       

     

Give children equal instruction and time. Spends the extra moment to listen?        

Ability to handle discipline problems in an effective manner. 

 

     

Effectively solve problems. Address problems professionally and resolves  

them competently. 

     

Communicate problems, complaints, and cancellations to supervisor.      

Punctuality. Able to meet deadlines, arrive on time and be reliable in the absence of direct supervision. 

 

     

Initiative. Shows imagination, originality and flexibility in planning.      

Team work. Contributes to the cooperative work atmosphere by stepping in when needed, offering 

helpful suggestions and projecting a positive attitude. 

     

Openness to suggestion and change. Accepts constructive feedback and shows work performance 

improvement. 

     

Staff meeting attendance. Contributes to the cooperative work atmosphere by adding helpful suggestions 

and projecting a positive attitude.  

     

Perform necessary set-up, take down and clean up. Keeps work space, supplies and equipment, neat and 

orderly and returns supplies to proper locations. 

     

Abides by Park District policies. Dresses appropriately for the job. Presents a positive Park District 

image. 

     

           

 

 

Intern Signature _________________________________________  Date ____________ 

 

Program Manager Signature ________________________________ Date ___________ 

 

Coordinator Signature _____________________________________  Date ____________  



JC MIDSUMMER EVALUATION   
 

JC Name:   Date: 
 
1. What are this JC’s particular strengths with respect to working with the Nature Day Camp 

program? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In what areas does this JC need improvement with respect to his/her work within the Nature Day 
Camp program? 

 
 
 
 
 
 
 
 
 
____________________________________________ Date_________________________________ 
Signature or JC 

 
 
____________________________________________ Date_________________________________ 
Supervisor 



 1 

Urbana Park District 

Environmental Programs - Performance Appraisal 

Leader Staff 

 

 
Employee _________________________        Date  ___________________________ 

 

 

5 = Excellent 4 = Above Standard 3 = Standard  2 = Below Standard 1 = Needs Improvement 

 

  

 5 4 3 2 1 

Demonstrate effective leadership. Provide a safe, educational and fun atmosphere.      

Demonstrate organizational ability. Clearly thinks through activities and plans for each day. 

 

     

Complete lesson/program planning. Consistent flow of quality work.  Purchase or request supplies in 

advance.  Requests Nature Center or other program space as needed 

     

Friendly and courteous to children/parents. Are attempts made to interact with parents and keep them 

informed?                       

     

Give children equal instruction and time. Spends the extra moment to listen?        

Ability to handle discipline problems in an effective manner. 

 

     

Effectively solve problems. Address problems professionally and resolves  

them competently. 

     

Communicate problems, complaints, and cancellations to supervisor.      

Punctuality. Able to meet deadlines, arrive on time and be reliable in the absence of direct supervision. 

 

     

Initiative. Shows imagination, originality and flexibility in planning.      

Openness to suggestion and change. Accepts constructive feedback and shows work performance 

improvement. 

     

Staff meeting attendance. Contributes to the cooperative work atmosphere by adding helpful suggestions 

and projecting a positive attitude.  

     

Perform necessary set-up, take down and clean up. Keeps work space, supplies and equipment, neat and 

orderly and returns supplies to proper locations. 

     

Abides by Park District policies. Dresses appropriately for the job. Presents a positive Park District 

image. 

     

           

 

 

Employee Signature _____________________________________   Date ____________ 

 

 

Supervisor Signature _____________________________________   Date ____________  

 

 

Program Coordinator Signature ____________________________  Date ___________ 

 

Comments:   



Urbana Park District 

Anita Purves Nature Center 

Seasonal Employee Exit Evaluation 

 

Name:     Position:  

 

In order to conclude your seasonal employment it is necessary to provide you with this 

information so that you understand how we felt about your work performance. 

 

1.  As your supervisor, I consider the following items to be the valuable assets you have brought 

to your work during the recent season: 

  

 

 

 

2.  The following areas of your work need improvement: 

 

 

 

 

3.  Your work improved, over the season, in the following areas: 

   

 

 

 

 

4.  The following areas of your work were unacceptable:  

  

 

   

 

Please understand that the position that you held is seasonal.  In order for you to return to 

this position next season (or year), you will need to reapply.  Reapplication does not 

guarantee re-hiring. 

 

_________________________________________________________      ______________ 

Employee Signature        date 

 

_________________________________________________________      ______________ 

Supervisor Signature        date 

 

_________________________________________________________      ______________ 

Coordinator/Managers Signature      date 

 

Recommendation for re-hire  __   ___ Yes ______ No    



Full-time Employee Exit Interview Checklist                                                                                          

NAME: ________________________________________________ END DATE:____________ 

UPD HEALTH INSURANCE:   YES      NO        IF YES: See enrollment form    IF NO: Copy proof of insurance 

UPD DENTAL INSURANCE:   YES      NO        IF YES: See enrollment paperwork for details 

PAYMENT METHOD:    DIRECT DEPOSIT     PAYROLL DEBIT CARD 

BPC FLEX-SPENDING ENROLLMENT:   YES    NO 

NATIONWIDE ENROLLMENT:   YES    NO 

URBANA MUNICIPAL EMPLOYEE CREDIT UNION:   YES   NO 

CELL PHONE ALLOWANCE:   YES    NO 

 

 

Task Date of Completion & Initials/Comments 

 Letter of resignation received   

 Address Form completed & signed  

 Paid leave pay out amount and date   

IMRF options  

Life insurance termination notification  

Nationwide   

Return any keys and P-Card   
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Urbana Park District 

Environmental Programs - Performance Appraisal 

Leader Staff 

 

 
Employee:   _____________   Date:    ___________       

 

 

5 = Excellent 4 = Above Standard 3 = Standard  2 = Below Standard 1 = Needs Improvement 

 

  5 4 3 2 1 

Demonstrate effective leadership. Provide a safe, educational and fun atmosphere.   

 

     

Demonstrate organizational ability. Clearly thinks through activities and plans for each day.  

 

     

Complete lesson/program planning. Consistent flow of quality work.  Purchase or request supplies in 

advance.  Requests Nature Center or other program space as needed.   

 

     

Friendly and courteous to children/parents. Are attempts made to interact with parents and keep them 

informed?     

     

Give children equal instruction and time. Spends the extra moment to listen?  

 

     

Ability to handle discipline problems in an effective manner.   

 

     

Effectively solve problems. Address problems professionally and resolves them competently.   

 

     

Communicate problems, complaints, and cancellations to supervisor.   

 

     

Punctuality. Able to meet deadlines, arrive on time and be reliable in the absence of direct supervision. 

   

     

Initiative. Shows imagination, originality and flexibility in planning.    

 

     

Openness to suggestion and change. Accepts constructive feedback and shows work performance 

improvement.  

     

Staff meeting attendance. Contributes to the cooperative work atmosphere by adding helpful suggestions 

and projecting a positive attitude.  

     

Perform necessary set-up, take down and clean up. Keeps work space, supplies and equipment, neat and 

orderly and returns supplies to proper locations.   

 

     

Abides by Park District policies. Dresses appropriately for the job. Presents a positive Park District 

image.   

     

 

 

Comments:  

 

Employee Signature _____________________________________   Date ____________ 

 

 

Supervisor Signature _____________________________________   Date ____________  

 

 

Program Coordinator Signature ____________________________  Date ___________ 



                                                                                                                                    SF/Forms/Office Forms/Exit Eval 

URBANA PARK DISTRICT 

SEASONAL EMPLOYEE 

EXIT EVALUATION 

 

 

 

EMPLOYEE NAME:  ___________________________________________________ (PRINT) 

 

In order to conclude your seasonal employment it is necessary to provide you with this 

information so that you can understand how we felt about your work performance. 

 

1. As your supervisor, I consider the following items to be valuable assets you have  

brought to your work during the recent season: 

 

 

 

 

 

2. The following areas of your work need improvement: 

 

 

 

 

 

 

3. Your work improved, over the season, in the following areas: 

 

 

 

4. The following areas of your work were unacceptable: 

 

 

Rehire  - Yes  or No  If no why ___________________________________________ 

 

 

Please understand that the position, which you held, is seasonal. In order for you to return to this 

position next season (or year), you will need to reapply. Reapplication does not guarantee 

rehiring. 

 

________________________________________    _________________ 

Employee Signature        Date 

 

 

________________________________________    _________________ 

Supervisor’s  Signature       Date 



Administrative Procedure Manual 
7-22-13 alj  
Director Approved, 9-27-13 

URBANA PARK DISTRICT 

DISTRIBUTION OF PERSONNEL POLICY MANUAL 

 

Each employee is expected to review the Personnel Policy Manual and develop a working 

understanding of the policies in order to perform satisfactorily as an employee. 

 

Each employee will receive an electronic CD copy of the Personnel Policy Manual upon 

employment.  In addition, the full Personnel Policy Manual is available on the District’s internal 

website and at each District work site that is staffed year-round. 

 

Upon receipt of the Personnel Policy Manual, each employee must sign, date, and return the 

employee acknowledgement form to the Administrative Office. 

 

A staff committee will review the Personnel Manual every two (2) years.  Any employee who 

has suggestions may submit them in writing to the Human Resources Assistant at anytime. 

 

Employees will be notified when revisions are made through email and at least once a year at 

an all-staff meeting. 

 

When revisions are made, the updated Personnel Policy Manual will be placed on the internal 

website and at each District work site that is staffed year-round. 

 

 

 

 

 

 

 

 

 

 

 

 
 
 



Administrative Procedure Manual 
7-22-13 alj  
Director Approved, 9-27-13 

URBANA PARK DISTRICT 
DISTRIBUTION OF SAFETY MANUAL 
 
Each employee is expected to review the Safety Manual and develop a working understanding 
of applicable safety practices and procedures to take proper precautions and assure safety of 
self, co-workers, volunteers, and the general public. 
 
Each employee will receive an electronic CD copy of the Safety Manual upon employment.  In 
addition, the full Safety Manual is available on the District’s internal website and at each 
District work site that is staffed year-round. 
 
Upon receipt of the Safety Manual, each employee must sign, date, and return the employee 
acknowledgement form to the Administrative Office. 
 
The Safety Committee will review the Safety Manual quarterly and suggest revisions.  Any 
employee who has suggestions may submit them in writing to the Human Resources Assistant 
at anytime.  The Board of Commissioners will review the Safety Manual annually.  The Executive 
Director has the authority to keep the Safety Manual current and up-to-date.   
 
Employees will be notified when revisions are made through email and at least once a year at 
an all-staff meeting. 
 
When revisions are made, the updated Safety Manual will be placed on the internal website 
and at each District work site that is staffed year-round. 



Acknowledgement and Receipt 

 
I acknowledge that I have access to the Personnel Policy Manual (electronically on the UPD 
internal website or by hard copy at the front desks of UPD facilities), and I acknowledge that I 
have the responsibility to read it and agree to comply with the policies and procedures 
contained in this manual and any revisions made to it. 

________________________________________ 
Employee's Signature 
 
________________________________________ 
Employee's Name (Print) 
 
____________________ 
Date 
 



Acknowledgement and Receipt 

 
I acknowledge that I have access to the Safety Manual (electronically on the UPD internal 
website or by hard copy at the front desks of UPD facilities), and I acknowledge that I have the 
responsibility to read it and agree to comply with the policies and procedures contained in this 
manual and any revisions made to it. 

________________________________________ 
Employee's Signature 
 
________________________________________ 
Employee's Name (Print) 
 
____________________ 
Date 
 



URBANA PARK DISTRICT 
 

 
 

SAFETY MANUAL 
 
 

A COMMITMENT TO 
SAFETY IN THE WORK 

PLACE 
 

2013 
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Safety Policy 
 

We acknowledge an obligation to provide safe working conditions for employees and a safe 
leisure environment for the public using our programs, facilities, and parks. 

 
It is the intention of the Urbana Park District to develop, implement, and administer a safety 
and comprehensive loss control program. In all of our assignments, the health and safety of all 
should be an important consideration. 

 
Personnel at all levels are directed to make safety a manner of continuing and mutual concern, 
equal in importance with other operational considerations. Each supervisor is to ensure that 
work is done in a safe manner, inspections are conducted on a regular basis, hazards are 
confronted, and accidents are investigated. 

 
We are confident that this program will be successful and expect your cooperation and support. 

 
 

Safety Committee 
 

The District has a Safety Committee which is comprised of representatives of each functional 
area of the District. The District’s Safety Coordinator is Construction Crew Supervisor who chairs 
the Safety Committee. Meetings are held on a regular basis. Meeting discussions include safety 
concerns, deficiencies and follow-up. 

 
Members of the Safety Committee include: Construction Crew Leader (Chair), Human 
Resources Assistant, Administration Office Manager, Superintendent of Planning and 
Operations, Aquatics Facilities Supervisor, Sports Field Specialist, Superintendent of Recreation, 
and Recreation Services Supervisor. 

 
 

Employee Safety 
 
The success of the District safety program will depend upon the announced and demonstrated 
interest of management, the sincere and consistent example set by supervisors and the 
cooperative, concerted efforts of all employees. 
 
All District employees are required, as a condition of employment, to develop safe work habits 
and to contribute in every manner possible to the safety of themselves, their co-workers, and 
the general public. 
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Staff Responsibilities 
District staff members have the following responsibilities: 
 
Executive Director 

 The Board delegates authority to the Executive Director to keep the Safety Manual current 
and up-to-date. 

 Provide administrative and financial support for all safety programs. 

 Become thoroughly familiar with the Safety Manual contents. 

 Approve safety administrative procedures. 

 Participate in safety by making safety tours, review safety reports, and praise safe work 
methods. 

 Communicate safety policies and programs to the Board of Commissioners. 
 
Safety Committee 
 Establish and administer the loss control program. 

 Become thoroughly familiar with the Safety Manual contents. 

 Maintain a working knowledge of all general and department specific safety rules. 

 Instill in each superintendent and supervisor, a clear understanding of their duties and 
responsibilities in the areas of loss control and safety. 

 Administer the accident investigation policy and procedures to ensure that sufficient data is 
being gathered for review. 

 Make specific budget allocations for the purchase of safety equipment, service and training. 

 Provide proper orientation, job instruction training and in-service training to employees and 
supervisors. 

 
Superintendents 

 Participate as members of the Safety Committee. 

 Become thoroughly familiar with the Safety Manual contents. 

 Maintain a working knowledge of all general and department specific safety rules. 

 Enforce safety rules, and improve employee and public knowledge of the same by 
confronting and correcting unsafe behavior and conditions.  

 Prepare needed support information for the IPARKS Loss Control Program evaluation. 

 Make budget recommendations for improving safety, specific to their department. 
 
Supervisors/Managers 

 Become thoroughly familiar with the Safety Manual contents. 

 Maintain a working knowledge of all general and department specific safety rules. 

 Inspect work areas for compliance with safe work practices and rules. 

 Properly orient new employees while providing good job training and in-service safety 
training to current employees. 

 Enforce safety rules, and improve employee and public knowledge of the same by 
confronting and correcting unsafe behavior and conditions.  

 Report and investigate accidents. 
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 Make sure necessary safety equipment and protective devices for each job or program are 
available, used, and properly maintained. 

 Cooperate with the Safety Committee in making sure all memos, training records, material 
safety data sheets, and correspondence are sent for their view. 

 Treat public complaints and concerns with the utmost attention being courteous in all 
cases. 

 
Employees 

 Maintain a working knowledge of all general and department specific safety rules. 

 Immediately reports all accidents and unsafe conditions to their supervisor. 

 Cooperate and assist in the investigation of accidents. 

 Attend all required safety programs and in-service educational meetings. 

 Treat public complaints and concerns with the utmost attention being courteous in all 
cases. 

 Pay strict attention to housekeeping of work area(s). 
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Safety Manual Review 
 

The Urbana Park District acknowledges the obligation to provide safe working conditions for 
employees and a safe leisure environment for the public using our programs, facilities, and 
parks. 
 
All new employees, both regular benefit eligible full-time and part-time employees and non-
benefit eligible intermittent and seasonal employees are required to review the Safety Manual 
of the Urbana Park District.  This review should take place during the time of employee 
orientation.  It is the responsibility of the new employee’s Supervisor to review the Safety 
Manual with the employee and ensure they have an understanding of all the policies and 
procedures within the Manual. 
 
Employees need to sign the Acknowledgement and Receipt Form acknowledging that it is their 
responsibility to read the Safety Manual and that they agree to comply with the policies and 
procedures contained in the Safety Manual and any revisions made to it. 
 
New regular benefit eligible employees also receive an electronic CD version of the most 
current Safety Manual available at the time of hire. 
 
Employees have access to a paper copy of the Safety Manual at the front-desk area of all 
Urbana Park District facilities that are open year-round including:  Administration Building in 
Leal Park, Anita Purves Nature Center, Brookens Gymnasium, Phillips Recreation Center, 
Planning and Operations Building, and the Urbana Indoor Aquatic Center.  Employees also have 
access to the Safety Manual on the Urbana Park District’s internal website. 
 
Any time modifications or additions are made to the Safety Manual, employees are informed by 
memos and postings.  The changes are also reviewed at the next all staff meeting.  The revised 
Safety Manual will then be available at the front-desk area of all facilities that the Urbana Park 
District has opened year-round and also on the internal website. 
 
Every February, an annual review of the Safety and Personnel Policy Manual will take place for 
all benefit eligible full-time and part-time employees. 
 
Employees are always encouraged to provide feedback to the Safety Committee on ways to 
improve the Safety Manual to ensure the safety of ourselves, co-workers, and the public. 
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General Safety Rules 
 

 Horseplay and fighting will not be tolerated in the work place. 

 Possession of unauthorized firearms, alcoholic beverages, illegal drugs or unauthorized 
medically prescribed drugs will not be tolerated in the work place. 

 Your immediate supervisor must be informed if you are required to take medication during 
work hours which may cause drowsiness, alter judgment, perception or reaction time. 
Written medical evidence stating that the medication will not adversely affect your 
decision-making, physical ability, and driving ability will be required.  

 Your immediate supervisor must be notified of any permanent or temporary impairment 
that reduces your ability to perform in a safe manner or prevent or hinder your 
performance of the essential functions of your position. 

 Personal protective equipment must be used when potential hazards cannot be eliminated. 

 Equipment is to be operated only by trained and authorized personnel. 

 Periodic inspections of workstations may be conducted to identify potential hazards and to 
ensure that equipment or vehicles are in safe operating condition. 

 Any potentially unsafe conditions or acts are to be reported immediately to your immediate 
supervisor.  

 If there is any doubt about the safety of a work method, your immediate supervisor should 
be consulted before beginning work. 

 All accidents, near misses, injuries and property damage must be reported to your 
immediate supervisor, regardless of the severity of the injury or damage. 

 Failure to report an accident or known hazardous condition may be cause for disciplinary 
action up to and including dismissal. 

 All employees must follow recommended work procedures outlined for their job, 
department and/or facility. 

 Employees are responsible for maintaining an orderly environment. All tools and equipment 
must be stored in a designated place. Scrap and waste material are to be discarded in a 
designated refuse container. 

 Any smoke, fire or unusual odors must be reported promptly to your immediate supervisor. 

 If you discover or create a potential slip or trip hazard, correct the hazard immediately or 
mark the area clearly before leaving it unattended. 

 Vehicle safety belts must be used in all district vehicles, on all public roadways, in 
accordance with state statute. 

 Smoking is prohibited while handling flammable materials. Tobacco use is only permitted at 
least 15 feet from any facility door and while off duty or on break, and when there are no 
children present.  

 Employees who operate vehicles must obey all driver safety instructions and comply with 
traffic signs, signals and markers and all applicable laws in a safe and alert manner. 

 The use of cell phones and other electronic devices while operating district vehicles and 
equipment is prohibited. Under Illinois State Law, it is illegal to use text messaging while 
operating a motor vehicle. 
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 Employees who are authorized to drive are responsible for having a valid driver’s license for 
the class of vehicle they operate. You must report revocation or suspension of your driver’s 
license to your immediate supervisor. 

 All employees must know district rules regarding accident reporting, evacuation routes and 
fire department notification. 

 Departmental and facility rules and procedures outlined in specific manuals must be 
followed by each employee in the department. Employees must assist and cooperate with 
all safety investigations and inspections and assist in implementing safety procedures as 
required. 

 Any employee found to be in violation of a safety standard will be issued a warning by 
his/her supervisor. Disciplinary actions, as described in the Personnel Policy Manual, may be 
taken as a result of an employee’s failure to abide by safety rules and regulations. 

 
 

Accidents 
 
Accident Reporting Procedures 

An accident report should be prepared for any accident, injury, or “near miss” which occurs on 
Urbana Park District property or at any program sponsored by the District. The accident report 
forms will be used for all injuries sustained by patrons or injuries that occur to staff and 
volunteers.  Accident forms are available in the appendix at the end of this manual. 
 

 PREPARE A DETAILED ACCIDENT REPORT- Obtain as much information as possible regarding 
the accident. Be thorough in your description of the injury, how it occurred, and what type 
of first aid was administered. Others should be able to read the report and fully understand 
the circumstances involved. 

 It is very important that the accident report is prepared on a timely basis. Accident reports 
should be filled out immediately after the injury has been properly attended to. 

 If the injury occurs to an employee, within (48) hours an accident report should be 
immediately completed and turned in to the Business Office. If the employee injury requires 
more than basic first aid and requires medical attention, the employee should contact the 
Business Office which will refer the employee to the district’s occupational health provider.  

 
Accident Investigation Procedures 

1. Initial accident investigations are the responsibility of the immediate supervisor. Accidents 
must also be reported to the Department Head. 

2. Accident review and follow-up investigations may be initiated by the Safety Committee or 
by any member of the Safety Committee. Accidents, injuries, and “near miss” incidents may 
result in the need for an accident investigation. 

3. The scope of the investigation should include: summary of the accident site; interviews with 
witnesses; determination of improper safety procedures, if any; and correction of any safety 
deficiencies. 
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Accident Investigation Reporting 

 
Vehicle Accident Report 
A Vehicle Accident Report should be filled out in the event of bodily injury/damage to another’s 
property or damage to a District vehicle.  A blank example form of a Vehicle Accident Report 
can be found in Appendix C of the Safety Manual.  Instructions on how to fill out a Vehicle 
Accident Report can be found in Appendix B of the Safety Manual.  An example of a situation in 
which you would use a Vehicle Accident Report:  An employee using a district vehicle gets rear 
ended from a car behind them on the road. 
 
Major Accident Report 
A Major Accident Report should be filled out in the event of paramedics or a hospital was 
needed.  A blank example form of a Major Accident Report can be found in Appendix E of the 
Safety Manual.  Instructions on how to fill out a Major Accident Report can be found in 
Appendix D of the Safety Manual.  An example of a situation in which you would use a Major 
Accident Report:  A park user dived into the shallow part of the pool, hurt their neck, and the 
ambulance needed to be called. 
 
Minor Accident Report 
A Minor Accident Report is a general report that should be filled out in the event if paramedics 
were not needed.  A blank example form of a Minor Accident Report can be found in Appendix 
F of the Safety Manual.  An example of a situation in which you would use a Minor Accident 
Report:  A program participant cuts his toe open on the side of the wall getting out of the pool. 
 
Incident Report 
A Incident Report is a general report that should be filled out in the event of a circumstance 
that needs to be documented, but no injuries or damages has occurred.  A blank example form 
of an Incident Report can be found in Appendix G of the Safety Manual.  A few examples of 
situations in which you would use an Incident Report:  employee disciplinary action or 
personnel matter documentation, police were contacted for a domestic dispute in the park, an 
employee or park user reports a “near-miss” situation. 
 
Property Loss/Damage Report 
A Property Loss/Damage Report should be filled out in the event of damage to District property.  
A blank example form of a Property Loss/Damage Report can be found in Appendix I of the 
Safety Manual.  Instructions on how to fill out a Property Loss/Damage Report can be found in 
Appendix H of the Safety Manual.  A couple examples of situations in which you would use a 
Property Loss/Damage Report:  Vandalism on a sign in a park, a delivery truck backs into the 
Planning and Operations Building garage door. 
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Employee Safety Gear 
 

 The District will provide essential safety gear for use with specific equipment as designated 
in its operational instructions. 

 Hard hats should be worn whenever any possible risk is involved.  

 Protective eyewear must be worn where flying debris will be present. 

 Protective ear equipment must be worn whenever working with loud machinery or vehicles, 
i.e., chain saws, tractors, air hammers, etc. 

 Protective eyewear must be worn when working with grinders, welders, under vehicles and 
where potential splash chemicals are present. 

 Protective eyewear, face shield, gloves, and chaps must be worn when working with a chain 
saw. 

 A hard hat, face shield, long sleeves, and heavy gloves must be worn when operating 
chipping machines. 

 Employees in the Operations Department normally wearing eyeglasses should wear only 
safety lens glasses or cover their glasses with protective eyewear. 

 
 
Compliance Programs 
 

The Urbana Park District has developed guidelines for employees in protecting themselves 
against hazardous conditions in the workplace as well as complying with local, state and federal 
regulations. The District will provide training when applicable to employees job function. 
 
 

Bloodborne Pathogens Exposure Control Plan 
The District has developed procedures that will address occupational exposure to blood and 
other potentially infectious materials. The plan outlines methods of compliance; hepatitis B 
vaccination, post-exposure evaluation and follow-up; communication of hazards; training and 
record keeping. The District will provide training on an annual basis and/or as needed. 
 
See Appendix A for more specific information on other exposure control procedures. 
 
Purpose 

This policy pertains to spills of blood or other bodily fluids.  It is not a first aid/emergency 
response procedure.  This policy is specific to clean-up of such fluids. 
 
Procedure 

1. In the event of a serious injury resulting in the release of blood or other bodily fluids which 
could contain pathogens (eg., HIV or HBV), the first step is to treat the injured party.   

2. Spilled body fluids should not be cleaned up without the appropriate PPE and materials 
specifically designated for such fluids. In the case where spilled body fluids need to be 
cleaned up, this procedure must be followed by all personnel: 
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a. Advise the supervisor on duty 
b. Proceed to clean up the fluids as follows: 

1. Put on protective gloves 
2. Spread the absorbent material on the spilled body fluids (e.g., paper towels) or use 

the Emergency First Responder Pack kit located in the first aid cabinet.   
3. Neutralize the potential pathogens with a 10% bleach to water solution or use the 

solution provided in the Emergency First Responder Pack.  Cover the spill for 15 
minutes. 

4. Use paper towels to pick up the contaminated material as best as possible.  Place all 
potentially contaminated materials in a leak-proof plastic bag. 

5. Sweep and mop any additional neutralized/absorbed materials and place in the leak-
proof bag.   

6. Clean broom and mop materials with hot, soapy water.   
7. Remove gloves from inside-out and place in the bag. 
8. Secure the bag and discard it as any other trash. 
9. Wash hands thoroughly with hot, soapy water. 

c. After all activity is completed and checked by the supervisor, he or she should complete 
an accident/near miss investigation form or incident report, whichever is appropriate.   

 
 

Hazardous Communication Program (HAZCOM) 
 
This program is intended to meet all requirements of the Toxic Substances Disclosure to 
Employees Act, commonly referred to as the Illinois Employee Right-to-Know Law. The law 
requires the District to communicate and train their employees about the health and safety 
hazards of the chemicals in the workplace.  The Safety Committee has been designated the 
Hazardous Communications Coordinators. Responsibilities include posting Right-to-Know law 
signs, labeling hazardous substances in quantities of 10 gallons or more, obtaining and 
maintaining Material Safety Data Sheets, and providing initial and refresher training to all 
employees.  The Safety Committee will work with supervisors and managers to ensure that all 
employees that work with hazardous materials will be provided with personal instruction of the 
handling and proper use of hazardous materials, material safety data sheets for such materials, 
instruction on how properly read and understand a material safety data sheet, and a summary 
of the employee’s rights and obligations under the Toxic Substances Disclosure to Employees 
Act.   
 
 
Lockout/Tagout 
 
The purpose of this program is help ensure that the machine or equipment is stopped or 
isolated from all potentially hazardous energy sources and locked out before employees do any 
maintenance. The District will provide training to employees as needed. 
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Personal Protective Equipment (PPE) 
 
Where jobs have inherent hazards, employees will be notified and supplied with the proper 
PPE.  Supervisors will train employees to appreciate the inherent risks, proper selection, 
implementation and care of the equipment.  Supervisors will enforce the use of PPE as well as 
any associated safety rules pertaining to work activities. All employees will meet or exceed 
OSHA, American National Standards Institute (ANSI), American Society for Testing and Materials 
(ASTM), manufacturer specification and any organizational guidelines pertaining to personal 
protective equipment. The District will provide training as needed. 
 
 
Confined Spaces Program 
 
The District has developed guidelines to ensure the safety of our employees exposed to 
confined spaces which are based on the requirements established by the OSHA as well as 
regulations adopted by the Illinois Department of Labor (IDOL). This agency will identify 
confined spaces within its facilities and recreation areas, and train employees on safe entry and 
specific safety precautions. The District will provide training as needed. 
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District Emergency Procedures 
 

The emergency operating plans detailed in this manual serve as a guide for employees in the 
event of an emergency. Priorities in any emergency are the safety of the general public and 
park district staff.  
 

 
Communication Plan 
 

1. In the event of an emergency, the Business Office shall act as the communication center for 
the District and is responsible for alerting the appropriate Facility Manager/Program Coordi-
nator, the Executive Director, the Business Manager, Superintendent of Planning and 
Operations, and the Superintendent of Recreation to the emergency. 

2. The Executive Director shall notify the Superintendents, the Public Information and 
Marketing Manager, the Board of Commissioners, and the district attorney.  The 
Superintendent of Planning and Operations shall notify all operations staff of the emergency. 
The Superintendent of Recreation shall notify all recreation staff of the emergency. The 
Business Manager shall notify all administrative office staff of the emergency.  

3. All operations vehicles in the field will be dispatched by radio if unavailable by phone. 
4. If an emergency occurs after hours, the appropriate individuals below shall be contacted:  
 
 

Title Name Cell Phone Home Phone 
Executive Director Vicki Mayes 217.419.2901 n/a 

Superintendent of P&O Tim Bartlett 217.621.8322 217.359.8307 

Superintendent of Recreation Corky Emberson 217.841.3894 217.897.2134 

Project Manager Derek Liebert 217.417.1120 n/a 

Facilities Maintenance Supervisor Shane Newell 217.390.0707 n/a 

Grounds Maintenance Supervisor Rich McMahon 217.979.7892 n/a 

Aquatic Facilities Maintenance Supervisor Joseph Schmidt 217.691 9081 n/a 

Construction Maintenance Supervisor Keith Ewerks 217.778.1941 217 684 2411 

Business Manager Dottie Lierman 217.840.2196 217.352.3719 

District Attorney Betsy Wong 217.369.5017 217.359.0877 

Board President Michael Walker 217.493.0511 217.344.7000 
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Crisis Communication/Emergency Plan 
 
CRISIS MANAGEMENT TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 

Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor 

 
GOALS IN A CRISIS 

 

Safety First 

A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
 
Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
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organizations’ reputation in the long term. 
 

WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis. 
 
WHO HANDLES LOGISTICS IN A CRISIS? 
 

Crisis Management Team 
 
This team will gather, determine and implement actions to respond to the crisis.  The 
Executive Director or their designee will assign the team. 

 
Crisis Management Team Leader – This individual organizes the team and coordinates all 
actions to respond to the crisis with all constituents: emergency response personnel, public, 
staff and those directly involved or impacted by the crisis. This individual maintains 
communication with the Crisis Communications Team. He or she provides regular updates to 
the Crisis Communication Team on how the crisis is being handled. This information is shared 
with the Crisis Communications Team and, in turn, with audiences. The leader will assign other 
team members duties. 

 Site logistics-secure area and assess situation, determine what responses need to be made 

 Supplies, Materials, Staffing-having the appropriate supplies, materials, and staffing available 

 Financial Support-individual assigned by the Management Team Leader who is knowledgeable 
about finances and able to access funds as appropriate 

 Emergency Coordination-including coordination with local, state and federal emergency 
management agencies 

Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
 
Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  

Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
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Centralize information.  Centralized coordination provides a singular "face" for the organization 
in a crisis. This is one way to build credibility. Centralized information also will minimize 
miscommunication. 
 
Stay Calm. Keep your cool in an interview or news conference with reporters. All responders 
will be intent on resolving the crisis. Individuals associated with the crisis and the organization 
will be intent to receive timely and factual information.  Remember that they are trying to get 
information on a crisis that may have widespread impact for their organization.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis action log: what actions were taken, by whom and at 
what time. You will then have a record of the event and how the reponse was organized. . You 
can later evaluate your responses so you will be better prepared in the future.  
 
Emergency management information. Know what is required by government emergency 
management agencies. 
 
SAFETY RELATED TASKS DURING A CRISIS 

1. Activate the Emergency Response System, individual on site or responding.  Assess the situation. 
2. Secure the area with support of the Emergency Response personnel. 
3. Notify the Executive Director, Superintendent of Planning and Operations, and the 

Superintendent of Recreation as appropriate.  The Executive Director or their designee will 
assign the Crisis Management Team and a Crisis Communication Team. 

4. Develop a plan to respond to the immediate situation.  The Crisis Management Team Leader will 
assign the team members. 

5. Document all response actions, assignments, and issues. 

FOLLOWING UP AFTER A CRISIS 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  

 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 

 Evaluate.  Evaluation of how the crisis was handled. 
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CRISIS COMMUNICATION TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 
 
A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
 
Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
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WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis and at minimum should include: 
 
Crisis Management Team Leader – This person is in charge of leading the organization though 
the crisis and resolving it as swiftly and simply as possible. The team leader may pull in staff at 
any time during the crisis to assist. This person may be at the site of the event or crisis or at 
another location.  
 
Site Team Leader – This person is in charge of organizing all activities at the site of the crisis. 
This may be at a park or facility, an office or a natural area. He or she delegates responsibilities 
to other staff based on circumstances on the ground. This individual will assign staff to 
important duties. And pull in staff at any time during the crisis to assist. 
 
Communication Team Leader – This individual leads the communication team and gathers and 
disseminates information about the crisis. 
 
WHO HANDLES INFORMATION IN A CRISIS? 
 

Crisis Communication Team 
 
This team will gather, communicate and distribute information during and after the crisis.  
The Executive Director or their designee will assign the team. 

 
Communication Team Leader – This individual organizes the team and coordinates all actions 
to respond to the crisis with all constituents: emergency response personnel, public, staff and 
those directly involved or impacted by the crisis. This individual maintains communication with 
the Crisis Communications Team. He or she provides regular updates to the Crisis 
Communication Team on how the crisis is being handled. This information is shared with the 
Crisis Communications Team and, in turn, with audiences. The leader will assign other team 
members duties. 

 Cover phones 

 Update website and social media 

 Issue news releases, call news conferences 

 Gather information from the public 

Information Liaison – This individual is responsible for monitoring the information coming back 
to the organization from constituents, staff and the public. He or she should classify the 
information into categories, such as facts and rumors. Facts should be regularly updated; 
rumors should be verified or exposed as myths. The spokesperson will address the facts and 
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myths in any public forums and the individual in charge of news releases will address them in 
writing. 
 
Spokesperson – This person is the one public communicator. He or she will speak with the 
media and provide regular timely updates on the actions the district is taking to resolve the 
crisis. Those individuals already known as public faces of the organization and those who have 
the highest level of both authority and accountability make the best spokespeople.  This role 
would often fall to the executive director or board president, depending on the type of crisis.  
 
Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
 
Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  
 
Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information. Designate one spokesperson. A central spokesperson provides a 
singular "face" for the reporters. Viewers begin to become familiar with a central spokesperson, 
so this is one way to begin building credibility. Centralized information also will minimize 
miscommunication.  
 
Stay Calm. Keep your cool in an interview or news conference with reporters. Some reporters’ 
questions may be hostile, or may seem to be a personal attack. Remember that they are trying 
to get information on a story that may have widespread impact for their audiences.  
 
Stay "on the record". Do not go "off the record." Any comment worth saying should be said "on 
the record." If you go "off the record," be ready to read it in print the next day. Is this unethical 
for reporters to report "off the record" comments? Sure, but anything can, may, and will be 
done to advance a story. You should not be lulled into a false sense of security about the 
confidentiality of your comments.  
 
"No comment” is not an answer. Try to have an answer for reporters’ questions. But if you 
don’t have an answer, don’t be afraid to say, "I don’t know, but I’ll find out." Saying "no 
comment" instead, appears to television news viewers and newspaper readers that you have 
something to hide.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
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Write everything down. Maintain a crisis communication log: what was said by whom and at 
what time. You will then have a record of the event and how it was communicated. You can 
later evaluate your responses so you will be better prepared in the future.  
 
FOLLOWING UP AFTER A CRISIS-COMMUNICATION 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  

 An evaluation of how the crisis was handled. You may want to use the crisis 
communication inventory you maintained to evaluate how communication was 
handled. Was information disseminated through one spokesperson? Did 
miscommunication occur?  

 An examination of similar scenarios. What would you do in a similar situation in the 
future? What did others do in similar situations? 

 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 
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RESPONSES TO SPECIFIC EMERGENCIES 
 
The following emergency procedures have been established to protect the Urbana Park District, 
hereafter referred to as Park District, employees and patrons.  All Park District employees will 
assist during emergency situations within the scope of their abilities. 
 
Hot Environments 

The U.S Department of Health and Human Services reports that the frequency of accidents is 
higher in hot environments because of the heats’ effect on the mental alertness and physical 
performance of an individual.  Excessive exposure to a hot work environment can bring about a 
variety of heat-induced disorders, such as: 

1. Heat Stroke 

2. Heat Exhaustion 

3. Heat Cramps 

4. Fainting 

5. Heat Rash 

6. Transient Heat Fatigue 

Extreme or unusually high heat affects everyone differently; know your limits in high heat 
environments.  Follow the general guidelines below to minimize risk of heat-related disorder: 

1. Know signs & symptoms of heat-related illness. 

2. Monitor yourself and coworkers. 

3. Block out direct sun or other heat sources. 

4. Drink plenty of water. 

5. Avoid beverages which contribute to dehydration such as coffee and tea. 

6. Take frequent breaks during the first 5 to 7 days of exposure to the hot environment, 

until acclimated to the increased temperatures. 

7. Wear lightweight, loose-fitting, light-colored clothing.  Remove saturated clothing. 

8. Get plenty of rest.  Sufficient sleep and good nutrition are important for maintaining a 

high level of heat tolerance. 

If an employee or patron is observed to be ill from the heat, you should: 
1. Call a supervisor for help.  If a supervisor is not available, call 911. 

2. Have someone stay with the worker until help arrives. 

3. Move the worker to a cooler/shaded area. 

4. Remove outer clothing. 

5. Fan and mist the worker with water; apply ice (ice packs or towels). 

6. Provide cool drinking water, if able to drink. 

If the worker is not alert or seems confused, this may be a heat stroke.  Call 911 immediately 
and apply ice as soon as possible. 
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Excessive Heat Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 
 
Youth Sports  

All games are cancelled or rescheduled by the Athletics staff no later than 4:30 pm.  If games 
have not been called by 4:30 pm, it is the official’s job to determine safe playing conditions.  If 
the heat index is 105oF or warmer by 4:30, the Athletics staff will cancel or postpone youth 
sports games and practices.   
 

Adult Sports  

Adult sports games will not be cancelled by the athletic staff due to heat.  Adult sports teams 
and players are advised to take caution and follow heat safety guidelines when playing.    
 

Outdoor Music and Special Events in the Parks  

Outdoor evening events will be cancelled or rescheduled when the heat index reaches 110oF at 
any point during the event.  The Program Managers may reschedule an evening event by 4:30 
pm, if the daytime heat index has exceeded 110oF. 
 
Other Youth Outdoor Programs and Activities 

If the heat index reaches or exceeds 105oF, programs should move into air conditioned space.  
If no air conditioned space is available, the program will be cancelled or postponed.  Outdoor 
programs taking place in temperatures over 95oF will restrict outdoor exposure to less than one 
continuous hour, and limit physical exertion. 
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Cold Environments 

When the body is unable to warm itself, serious cold-related illnesses and injuries may occur, 
and permanent tissue damage and death may result. 
Individual thresholds to cold environments are different; know your limits and follow these 
guidelines to minimize your chance of developing a cold environment-related disorder: 

1. Know the signs & symptoms of cold-induced illnesses. 

2. Keep clothing clean.  This helps maintain the proper insulation ability of the garment. 

3. Avoid overheating.  Use zippers, hats and gloves to regulate body temperature. 

4. Wear clothes loose and in layers.  Tight layers will not trap heat. 

5. Keep clothes dry.  Remove saturated clothing, especially cotton garments.  Cotton does 

not pull moisture away from the skin.  When cotton is wet it will make the body cooler. 

6. Avoid dehydration.  Consume warm sweet drinks and soups to increase caloric intake 

and fluid volume.  The intake of coffee should be limited because of the diuretic and 

circulatory effects. 

7. Avoid exhaustion or fatigue because energy is needed to keep muscles warm. 

8. Work in pairs, do not work independently. 

Hypothermia 
Hypothermia may occur when land temperatures are above freezing or water temperatures are 
below 98.6°F/37°C.  Cold related illnesses can slowly overcome a person who has been chilled 
by low temperatures, brisk winds, or wet clothing. 
Hypothermia happens when the normal body temperature (98.6°F/37°C) drops to or below 
95°F (35°C).  Symptoms of hypothermia include: 

1. Fatigue or drowsiness. 

2. Uncontrolled shivering. 

3. Cool bluish skin. 

4. Slurred speech. 

5. Clumsy movements. 

6. Irritable, irrational or confused behavior. 

What should be done: (land temperatures) 
1. Call 911 for emergency help. 

2. Move the person to a warm, dry area.  Do not leave the person alone.  Remove any wet 

clothing and replace with warm, dry clothing or wrap the person in blankets. 

3. Have the person drink warm, sweet drinks (sugar water or sports-type drinks) if they are 

alert.  Avoid drinks with caffeine (coffee, tea, or hot chocolate) or alcohol. 

4. Have the person move their arms and legs to create muscle heat.  If they are unable to 

do this, place warm bottles or hot packs in the arm pits, groin, neck, and head areas.  Do 

not rub the person’s body or place them in warm water bath.  Rapidly warming the body 

may stop their heart.  
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Frost Bite 
When frost bite occurs the body experiences a freezing in deep layers of skin and tissue.  The 
appearance of skin si pale, waxy-white in color and the skin becomes hard and numb.  Frost bite 
usually affects the fingers, hands, toes, feet, ears, and nose. 
What should be done: (land temperatures) 

1. Move the person to warm, dry area.  Do not leave the person alone. 

2. Remove any wet or tight clothing that may cut off blood flow to the affected area. 

3. Do not rub the affected area, because rubbing causes damage to the skin and tissue. 

Seek medical attention as soon as possible. 
 
Adverse Weather Plan 

 
PURPOSE: 
To establish procedures to guide employees in reporting to work during adverse weather 
conditions.  To clarify compensation policy for employees who are unable to work during 
adverse weather. 
 
DEFINITIONS: 
Adverse Weather:  Includes conditions such as snow, sleet, flooding, freezing temperatures, 
heavy winds. 
Adverse Weather – Non Emergency State:  Poor weather conditions exist but an emergency 
state has not been declared by the Executive Director; normal Park District activities continue 
as usual. 
Adverse Weather – Declared Emergency State:  The Executive Director has declared that an 
emergency state is officially in effect due to adverse weather conditions, thus curtailing normal, 
non-critical Park District operations. 
Critical Positions:  Are defined as those positions identified by each Department Head as critical 
to service delivery during adverse weather conditions. 
 
PROCEDURE: 

A. Non-Emergency State 

1. If adverse weather conditions prevail, all employees shall report to work as 

scheduled.  Employees unable to perform normal job duties because of weather 

conditions will be assigned other work by their supervisors. 

2. If hazardous conditions develop before normal reporting time, employees should 

report to work or contact their supervisors immediately.  Employees unable to 

report to work due to weather conditions may ask that an approved absence be 

charged to paid leave, compensatory leave (where applicable), or excused leave 

without pay.  Failure to contact their supervisor in a timely manner or as soon as 

practically possible will result in unexcused leave and subject employees to 

disciplinary action for unsatisfactory job performance.  Whenever possible, and in 
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accordance with departmental policies and practices, the employee may be allowed 

to make up this time within the same work week rather than charge it to leave. 

3. If hazardous conditions develop during the day, employees not designated as being 

in “critical positions” may be authorized by their Department Head to leave work if 

special transportation or other problems are anticipated.  This absence shall be 

charged to paid leave or compensatory leave (where applicable).  Whenever 

possible, employees may be allowed to make up this time within the same work 

week rather than charge it to leave. 

4. Under no circumstances, unless otherwise approved by the Executive Director and 

or Superintendent of Planning & Operations, are maintenance vehicles or 

maintenance personnel to be used for transporting “non-critical” District employees 

to work in a state of adverse weather.  Other District vehicles and personnel are to 

be used according to departmental policies and procedures. 

B. Declared Emergency State 

1. When an emergency state has been declared by the Executive Director, non-critical 

operations may be curtailed and employees may take approved leave as outlined in 

the Personnel Manual. 

2. Employees in critical positions shall be required to continue working as needed to 

ensure adequate delivery of necessary services. 

3. A list of critical positions shall be identified by each Department Head, distributed to 

affected employees and posted periodically in work sites.  New employees who are 

in critical positions shall be notified of this status when they are hired.  Employees in 

critical positions are responsible for making arrangements to get to work.  

Supervisors will work with employees to ensure that reasonable plans have been 

made for this eventuality. 

4. Employees in critical positions may be transported to the work site by District 

vehicles as circumstances allow and as authorized by Department Heads, Employees 

in critical positions may be transported to the work site by District vehicles as 

circumstances allow under the direction of the Superintendent of Planning & 

Operations and the Superintendent of Recreation.  Under no circumstances shall 

non-critical employees be transported to work by District maintenance. 

Critical Positions: 
 
The Executive Director, Business Manager, Superintendent of Planning and Operations, and 
Superintendent of Recreation will determine the critical positions for each emergency for their 
department. 
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A. Administration: 

Executive Director, Business Manager, Superintendent of Planning & Operations, 

Superintendent of Recreation, Accounting Assistant, and the Public Information 

Marketing Manager (as determined by each emergency) 

B. Planning & Operations: 

Superintendent of Planning and Operations, Facilities Maintenance Supervisor, 

Grounds Maintenance Supervisor, Construction Maintenance Supervisor, 

Aquatic Facilities Maintenance Supervisor, Office Manager, Facilities 

Maintenance Technicians, Grounds Maintenance Technicians, Equipment 

Technician, Park Beautification Technician, and Custodian 

C. Recreation: 

Environmental Program Manager, Community Program Manager, Aquatics 

 Supervisor, Athletics Supervisor, Recreation Services Supervisor 

Adverse Weather Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 

 
PURPOSE: 
To establish procedures to guide staff in canceling programs and special events due to adverse 
weather conditions. 
 
DEFINITIONS: 
Adverse Weather – includes conditions such as snow, sleet, flooding, freezing temperatures, 
extreme heat and heavy winds. 
Program Facility – includes those facilities that offer instructional and recreational programs 
such as the Phillips Recreation Center, Brookens Gym, Anita Purves Nature Center, Lake House, 
Urbana Indoor Aquatic Center, and the Crystal Lake Park Family Aquatic Center. 
Rental Facility – includes those facilities that reserve space to outside groups for meetings, 
rehearsals, parties, etc, such as the Phillips Recreation Center, Brookens Gym, Anita Purves 
Nature Center, Lake House, Urbana Indoor Aquatic Center, and the Crystal Lake Park Family 
Aquatic Center. 
Schools – includes schools that the park district offers instructional and recreational programs. 
 
PROCEDURE: 

1. All regular employees are to report for work on all scheduled workdays.   

2. The Executive Director, Superintendent of Recreation and Superintendent of 

Planning & Operations or their designee will make a decision as to whether facilities 

shall open and programs conducted based upon the following: 

a. Conditions of roads and streets in Urbana. 
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b. Safe access into facilities (parking lots, sidewalks, and steps). 

c. Changing/deteriorating weather conditions. (i.e. anticipated overnight icing, 

rain changing to snow, etc.) 

3. Program Facilities: to cancel or delay facility openings or conduct programs the 

following procedure shall be used: 

Prior to reporting to Work:  All department heads will contact their Superintendent 

or their designee to determine cancellation of programs and/or delays in opening 

facilities.  Upon the decision the department head will contact their respective 

facility/program supervisors and advise them of the decision.  Public notification 

should be made according to the following schedule: 

- 5:00 a.m. for classes/programs beginning prior to noon 

- 10:00 a.m. for classes/programs beginning between noon and 5 p.m. 

- 3:30 p.m. for classes/programs beginning after 5 p.m. 

Program facilities may be required to open to conduct park district business even if programs 
are cancelled.  The program managers will put a recording on the public line announcing the 
closing and/or delayed opening time of the facility, will contact the appropriate temporary staff 
and program instructors, and will notify the administrative office upon arrival at the facility. 
The Public Information and Marketing Manager will be responsible for updating the Urbana 
Park District website. 
 
All programs with hotlines will put an announcement on the 24-hour cancellation line. 
After reporting to Work:  If weather conditions deteriorate after staff has reported to work the 
department heads will determine cancellation of programs or facility closing.  Every effort will 
be made to meet the established time line above.  However, in the best interest of the program 
participants and staff, adjustments may be made to the cancellation schedule. 
All program facilities shall adhere to the delayed opening, cancellation and/or early closing 
schedule with exception of rental facilities. 

4. Rental Facilities: Rental cancellations due to the adverse weather conditions will be 

handled on a case by case basis, Supervisors of all rental facilities shall: 

a. Contact department head prior to calling rental party to determine if the 

facility is safe to use and staff can get to the facility. 

b. If the facility is unsafe, inform rental parties of the cancellation and give 

them the option of rescheduling or receiving a refund. 

5. Athletic Program Cancellations:  Athletic Programs cancelled due to unplayable and 

unsafe field/facility conditions will adhere to the following procedure: 

a. A decision regarding cancellation will be made by 4:30 p.m.  Monday through 

Friday, 7 a.m. on Saturday, and noon on Sunday.  

b. After the times listed above, the decision to cancel games will be made at the 

field. 
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c. The Athletic Supervisor or a designee will be responsible for updating the 24-

hour Athletics Hotline. 

Once games are cancelled due to unsafe field conditions, teams are not allowed to use the 
field/facility for practice. 
 
Tornadoes 

Tornadoes are a local storm of short duration formed by high speed rotating winds.  It is 
impossible to predict exactly when and where a tornado will occur.  If severe weather is 
imminent, listen to local weather forecasts for frequent updates.  During the weather forecasts, 
listen for these terms and do the following: 

1. Tornado Watch – Conditions exist that may produce a tornado.  Continue with daily 

activities, paying close attention to weather reports and changes in the weather around 

you. 

2. Tornado Warning – a tornado has been spotted or its presence has been detected by 

radar.  Seek shelter immediately. 

If you are in a building or structure, you should: 
1. Go to a pre-designated shelter area such as a basement or the lowest building level. 

2. If there is no basement, go to the center of an interior room on the lowest level (closet, 

interior hallway). 

3. Stay away from corners, windows, doors, and outside walls. 

4. Put as many walls as possible between you and the outside. 

5. Get under or next to sturdy furniture and use your arms to protect your head and neck. 

6. Do not open windows. 

If you are in a vehicle, trailer, or mobile home, you should: 
1. Get out immediately and go to the lowest floor of a sturdy, nearby building or a storm 

shelter. 

If you are outside with no shelter, you should: 
1. Lie flat in a nearby ditch or depression and cover your head with your hands.  Be aware 

of the potential for flooding. 

2. Do not get under an overpass or bridge.  You are safer in a low, flat location. 

3. Never try to outrun a tornado in urban or congested areas in a car or truck.  Instead, 

leave the vehicle immediately for safe shelter. 

4. Watch out for flying debris.  Flying debris from tornadoes causes most fatalities and 

injuries. 

Stay in the shelter area until the tornado warning is terminated. 
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TORNADO PLAN 
 
Facilities Procedures: 
 Watch—Tornado and Thunderstorm 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Inform everyone in facility of watch. 

 Check park areas and inform everyone of watch. 

 Continue programs as scheduled and appropriate for the weather conditions. 
 
Warning—Tornado and Severe Thunderstorm 
When the emergency response sirens sound: 

 Turn television to Weatherscan channel 22   

 Turn radio to emergency radio station News Talk 1400 or 97.5 FM. 

 Inform everyone in the facility of the warning and direct them to the cover area. 

 Take cover away from “outside” glass and in small rooms in the interior of the building. 
 
 

Facility Location of Storm Shelter 

Leal Cottage Basement 

APNC Basement 

PRC Restrooms 

UIAC Locker rooms 

901 Break room 

Lake House Bathrooms 

Brookens Locker rooms 

Meadowbrook Barn Garden Pavilion Restrooms 

Sports Fields (outdoors) Nearest building interior 

1011 E Kerr St. Restrooms / any interior room 

 
 
Vehicle Procedures: 
Watch—Tornado and Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Check park areas and inform everyone of watch. 
 
Warning—Tornado and Severe Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station WDWS 1400 AM or 97.5 FM. 

 Inform everyone in the general vicinity of warning. 

 Seek the closest shelter and take cover. 
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Earthquakes 

Earthquakes are a rare but possible occurrence in the Midwest.  Stay as safe as possible during 
an earthquake.  Be aware that some earthquakes are actually foreshocks and larger earthquake 
might occur.  Minimize your movements to a few steps to a nearby safe place and if you are 
indoors, stay there until the shaking has stopped and you are sure existing is safe.  Take the 
following actions when an earthquake begins. 
If you are indoors, you should: 

1. Drop to the ground; take cover by getting under a sturdy table or piece of furniture and 

hold on until the shaking stops.  If there is not a table or desk near you, cover your face 

and head with your arms and crouch in an inside corner of the building. 

2. Stay away from glass, windows, outside doors and walls, and anything that could fall, 

such as lighting fixtures or furniture. 

3. Use a doorway for shelter only if it is in close proximity to you and if you know it is a 

strongly supported, load bearing doorway. 

4. Stay inside until the shaking stops and it is safe to go outside. 

5. Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn 

on. 

6. Do not use elevators. 

If you are outdoors, you should: 
1. Stay there. 

2. Move away from buildings, streetlights, and utility wires. 

3. Once in the open, stay there until the shaking stops. 

If you are in a moving vehicle, you should: 
1. Stop and stay in the vehicle.  Avoid stopping near or under buildings, trees, overpasses, 

and utility wires. 

2. Proceed cautiously once the earthquake has stopped.  Avoid roads, bridges, or ramps 

that might have been damaged by the earthquake. 

If you are trapped under debris: 
1. Do not light a match 

2. Do not move about or kick up dust. 

3. Cover your mouth with a handkerchief or clothing. 

4. Tap on a pipe or wall so rescuers can locate you.  Use a whistle if one is available. 
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Lightning 

Lightning is a violent act of nature that can cause serious injury and death.  In most instances, 
people injured by lightning are not directly hit.  These non-direct hit injuries are caused by 
transients, currents that flow through people in the vicinity of lightning strikes to the ground.  
Lightning strikes occur most frequently during the spring and summer months when thunder 
storms are prevalent.  It is the policy of the Park District that all persons supervising outdoor 
activities be aware that when lightning or thunder is observed or heard, outdoor programs 
should be suspended and everyone should seek appropriate shelter.  The same holds true for 
any employee working outside, if lightning or thunder is observed or heard, employees should 
stop what they are doing and seek appropriate shelter.  Employees should adhere to the 
following procedures and guidelines: 
If outdoors, you should: 

1. Avoid water and all metal objects. 

2. Avoid high ground and open spaces. 

3. Avoid standing near tall or metal objects such as fences, light poles, or power lines. 

4. Seek shelter in a building or in a fully enclosed metal vehicle such as a car, truck or van 

with the windows completely shut. The employee should return to their operations base 

if possible. 

5. Remain in the shelter area for 30 minutes after the last sign of lightning or sound of 

thunder. 

6. If you feel your skin tingle or your hair stand on end, squat low to the ground on the 

balls of your feet.  Place your hands on your knees with your head between them.  Make 

yourself as small a target as possible and minimize your contact with the ground. 

If indoors, you should: 
1. Stand clear from doors and windows. 

2. Avoid contact with sinks, faucets, and related piping. 

3. If possible, turn off and stay away from electrically powered items. 

4. Do not attempt to unplug electrical cords. 

5. Use telephones for emergency use only. 

6. Remain inside until the storm has passed. 

Outdoor Program 
Instructors and supervisors should listen to current weather forecasts the morning of any 
outdoor planned activities so that employees can be alert to changing weather conditions.  
Instructors should also follow the following steps whenever possible. 

1. Monitor weather conditions as they appear on the horizon. 

2. Monitor weather radios when possible. 

3. Designate buildings that can be used when severe weather occurs. 

4. Plan alternative indoor activities for camps and related programs. 
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In the event lightning is spotted, thunder is heard, or a lightning warning system is sounded, all 
activity must be stopped and the following must be followed: 

1. Whenever lightning is observed or thunder is heard, outdoor activity should be 

suspended for a minimum of 30 minutes after the last sign of lightning or thunder is 

noted. 

2. If a lightning warning system is present, follow the procedure specific to that system and 

location. 

3. Do not resume activity until 30 minutes following the last sight of lightning or sound of 

thunder. 

4. Follow IHSA Severe Weather Safety Guidelines when applicable. 

5. Pools and deck areas need to be evacuated at the Crystal Lake Park Family Aquatic 

Center. 
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Flood 

Flooding is most likely to occur near bodies of water, and in areas with poor drainage.  As in any 
other emergency situation the well-being of Park District staff and patrons is the first priority. 

1. Avoid rushing waters and protect yourself against contaminated water. 

2. If flood waters threaten Park District assets, a sand bag dike may be built. 

3. Evacuate buildings threatened by flood waters. 

4. Contact all utilities to disconnect services. 

5. A department head or present supervisor will coordinate the actions of staff present in 

an attempt to protect Park District assets, without jeopardizing their safety. 

6. Do not drive into flooded areas. 

7. Any employee working near floodwaters must wear a U.S. Coast Guard approved life 

jacket. 

8. In high traffic areas, efforts will be made to secure sections of the area to deter public 

traffic. 
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Fire Plan 
 
General Information 

Fires can begin through explosions from highly volatile materials; arson; lightening strike; 
vandalism; old, unsafe, or overheated appliances; fireworks; smoking materials; or improperly 
stored flammables. 
 
To stop the spread of fire, early detection and extinguishing are essential. If a fire gets out of 
control or an explosion is imminent, evacuation must be immediate. The impact of fire is 
greatly affected by fire alarms, sprinkler systems, exit signs, emergency lighting, and employees 
trained in fire extinguisher use. 
 
Fire Extinguisher Use 

Fight a fire with an extinguisher only if the following are true: 

 The fire department has been notified of the fire. 

 The fire is small and confined to its immediate area of origin. 

 You have a way out and can fight the fire with your back to an exit. 

 You have the proper extinguisher (in working order) and know how to use it. 

 You use careful judgment. If your effort is failing, get out of the facility quickly, and close the 
door behind you. 

 
Fire—Basic Action and Evacuation 

1. Contact the Fire Department (911) and activate the nearest fire alarm. 
2. Begin evacuation of all participants and staff. 
3. Attempt to extinguish the fire under the recommended guidelines above. 
4. Leave lights and windows as they are. 
5. Be aware of the number of participants for whom you are responsible. Upon evacuation, do 

a head count. 
6. Close all doors as you exit rooms. 
7. A site supervisor or designated staff should prepare to meet the fire department. 
8. A senior staff member (Director, Superintendent, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i. e., 
fire department, police, media if authorized. 

9. Available staff should stay with all participants. However, one staff member should contact 
the Business Manager at the Business Office and the Public Information and Marketing 
Manager, and the Superintendent of Recreation should contact parents of youth 
participants if applicable. 

10. Follow the directions of the fire department and police. 
11. UIAC and APNC – Do Not Use Elevator To Exit The Lower Level. 
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Bomb or Terrorist Threat 
 

1. Take it seriously. 
2. Get as much information as possible and write it down immediately. 

 Name of caller or association?  

 Date call is received?  

 Exact location of bomb?  

 Time of detonation?  

 What bomb looks like?  

 Why bomb was placed?  

 What kind of explosive was used?  

 Caller’s sex and age (adult or child)?  

 Any other identification (voice, tone, and background) 
3. If possible, keep the caller on the primary line and on a secondary line another person 

should contact police and then the telephone company at (800) 346-1382 to trace the call.  
4. Another staff person should alert the facility supervisor and immediate supervisor. 
5. Evacuate the facility to 300 feet for the protection of all participants and staff.  
6. Contact the Executive Director, Business Manager, Superintendent of Planning and 

Operations and Superintendent of Recreation. 
7. A senior staff member (Director, Superintendents, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i.e., 
police, bomb squad, media if authorized). 

8. Follow the direction of the police. 
9.   Particular attention should be given to: ceilings, restrooms, crawlspaces, electrical and 

plumbing areas and fixtures, utility rooms, office areas, stairways, fuel or gas valves, 
suspicious parcels or people, or anything out of the ordinary. Staff should direct authorities 
to areas of concern. 

 

Utility Failure Plan 
 

1. An emergency lighting system will operate at each Urbana Park District facility in the event 
of a power failure.  These systems will work for a maximum of 15 minutes only. 

2. Utilize flashlight(s) and the radio (if necessary). 
3. Take the appropriate steps to calm all participants (proceed with activities if allowable). 
4. Contact the Planning and Operations office and appropriate personnel during office hours, or 

contact the appropriate personnel at their home number after hours. 
5. If utility failure continues for an extended period of time, contact parents of youth 

participants and send adult participants home. 
6. If gas or burning odors are detected within the building, evacuate the building immediately.   
7. UIAC and Anita Purves Nature Center - Check elevator for participants. 
Call Ameren IP at (800) 755-5000 
Illinois American Water (800) 422-2782 
UCSD 384-2342 
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Evacuation Routes 

More than one exit may be used during evacuations. However, the closest exit should be 
utilized. 
 

FACILITY PRIMARY EXIT SECONDARY EXIT ALTERNATIVE EXIT 

Business Office - First 
Floor 

Front Door Back Door  

Business Office - 
Basement 

South Basement Door Upstairs to back door  

APNC - First Floor Lobby Entrance Exhibit Hall Education Hall, Classroom C 

APNC - Basement Bottom of Stairs Resource Room Storage Room 

PRC Front doors West emergency exits South and East emergency 
exits 

UIAC Front doors West doors North doors 

901 Front door East door to drive South door to back shop 

Brookens Gym Main Park District Entrance West exit through 
storage 

Exit south of locker rooms 

Lake House North and south end of hallway West end of main room East end of kitchen 

1011 E Kerr Front Door East exit through 
resource room  

West exit to employee parking 
/ any shop exit door 

Meadowbrook 
Interpretive Center 

Main Barn Door South exit   
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Specific Safety Standards 

 
Facilities 

 At least two (2) exits must be available from all floors. 

 Any obstructions in aisles or exits should be avoided. 

 Enough fire extinguishers of the proper type must be provided to meet the minimum fire 
code restrictions. Employees shall be instructed on the proper use of each type. In-service 
training will be provided each year by the Safety Committee as a review for present 
employees and as training for new employees. 

 Fire extinguishers must be placed within easy reach, and properly marked. 

 Fire extinguishers will be checked annually and levels maintained at all times. 

 Materials and equipment must be stored in pre-designated areas. Custodial carts are not to 
be stored in public areas or left unattended. 

 All refuse must be placed in proper containers and a sufficient amount of receptacles 
should be in each building. Waste receptacles must be emptied routinely. 

 Slippery substances spilled on floors must be immediately cleaned up. 

 All painting supplies and combustible materials must be stored in a separate, proper fire 
resistant cabinet. 

 Emergency lights are present in all buildings used by the public and are to be checked 
regularly. 

 All exits must be clearly lit and marked. 

 Broken lights must be replaced immediately. 

 Electrical wiring must be properly encased and replaced when worn. 

 Care must be taken not to over-load circuits. 

 Extension cords should be used on a short term, temporary basis only.  Power strips are to 
be used for long-term needs. 

 Any replacement curtains, drapes, must be fire retardant. 

 All stairways must be equipped with secure railings and well lit. 

 All buildings must have emergency phone numbers located in key locations as well as 
emergency procedures posted. Each facility director should have a copy of the emergency 
plan and know the location of first aid supplies. 

 All buildings must be equipped with sufficient first aid supplies. 

 Hazardous conditions District-wide should be reported to the Planning and Operations 
office for assessment. 

 All tables and chairs should be inspected and repaired regularly by janitorial staff. 

 Clear access must be maintained around all electrical switch gear, breaker boxes or heating 
and boiler units. 

 There shall be no spraying of paint or adhesive indoors at any facility without proper safety 
gear and proper mechanical ventilation. 
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Parks 

 All newly installed and any necessary replacements for playground apparatus must comply 
with Consumer Product Safety Commission (CPSC) and American Society for Testing and 
Materials (ASTM) guidelines. 

 No asphalt or other hard surfaces shall be under playground equipment. All surfaces must 
comply with CPSC guidelines. 

 All playgrounds are to be inspected and repaired regularly.  Completed copies of the 
inspection and repair forms are to be retained by the Facilities Maintenance Supervisor. 

 All employees are to clean up broken glass when it is found. NEVER pick up broken glass 
with bare hands. Use mechanical devices. 

 All employees are to report unsafe conditions in any park or recreation facility to the 
Planning and Operations office. 

 Recreation program supervisors should do a general grounds inspection prior to scheduled 
activities. 

 Operators of mowers, weed eaters and other power equipment are to ensure that grass 
clippings, rocks, etc. are not discharged towards park users, employees, and vehicles. 

 Mower guards are to be used when the public is nearby and if damage to vehicles or 
facilities is possible. 

 Equipment operators must read and understand operating instructions, and follow all safety  
rules contained therein as well as receive proper in-service training. 

 
Moveable Soccer Goal Safety & Education Policy 

1. The Urbana Park District will not install or otherwise place onto District property any soccer 

goals that are not secured in accordance to the U.S. Consumer Product Safety Commission 

(CPSC) standards for a properly anchored moveable soccer goal.  It is imperative that all 

movable soccer goals are always anchored properly and that they are secured to the ground 

(preferably at the rear of the goal), making sure the anchors are flush with the ground and 

clearly visible. 

2. No person other than an authorized employee of the Urbana Park District shall be 

permitted to move any soccer goal the Park District owns or otherwise installed or placed 

on its property. 

3. The Urbana Park District will provide in any agreement with an affiliate or rental group for 

soccer games, scrimmages and/or practices that: 

a. The user group may not install, place or use soccer goals that are not anchored to the 

ground; 

b. Any violation of these requirements will be cause for immediate termination of the 

permit agreement, and may be a basis for denial in the future. 

4. At the conclusion of each youth soccer season, the Urbana Park District will secure all goals 

on the property in accordance with the following: 

a. Place the goal frames face to face and secure them at each goalpost with a  lock and 

chain, or 
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b. Lock and chain to a suitable fixed structure such as a permanent fence or 

c. Lock unused portable goals in a secure storage room after each use, or 

d. Fully disassemble the goals for season storage. 

5. The Urbana Park District will not purchase any portable soccer goal for use on its property 

unless the goal is equipped with a counter-balance or stabilizer bar to limit the ability of the 

goal to be tipped over, or such other design-feature approved by the U.S. Consumer 

Product Safety Commission. 

6. The only exceptions to the above policies are light-weight, fold-up or pop-up collapsible 

portable soccer goals which are typically sold and used for youth soccer practice or training 

sessions. 

7. A copy of this Policy shall be provided to all Organizations using the Property for Soccer-

Related Activity. Prior to using Property for Soccer-Related Activity, each Organization shall 

provide each of its Permitted Users with a copy of this Policy and shall require that each of 

its Permitted Users comply with all applicable provisions of this Policy. 

8. Urbana Park District Coaches and Officials will receive training on the moveable goals policy 

and instructed to inspect goals before and after each use. 

9. The Athletics Supervisor shall be designated as having the responsibility to monitor and 

carry out the soccer goal policy. 

Equipment and Tools 

An employee’s immediate supervisor is responsible for: 

 Proper training given to an employee prior to any use of equipment. 

 All equipment and tools to be stored in a pre-designed area and should be kept clean and 
repaired at all times. 

 All new equipment and tools must comply with local, state and federal standards, where 
required. 

 Operational instructions for ALL machinery and equipment must be in written form and 
kept accessible to employees for review. 

 Proper use of ladders must be taught, including proper angle placement; ladders must be 
replaced before using if there are cracked rungs or side rails, ineffective braces, no ladder 
shoes, or insufficient clearance. 

 When sanding, spray painting, or working with fiberglass materials appropriate ventilation, 
air filtering and proper safety equipment must be utilized to protect the employee from 
dust and fumes. 

 A safety curtain should be used when using welding equipment. 

 Ensuring that two employees shall be present at all times while using the chipper. 

 At no time should any mobile equipment be left unsecured at a work site.  Always lock 
ignition and remove keys from vehicle or equipment. 

 At no time should tools be left unattended. 
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Illinois Department of Labor Inspection 
In the event of an Illinois Department of Labor Inspection under the auspices of the Illinois 
Health and Safety Act, the following guidelines will apply: 

 A member of the Safety Committee will be designated as the individual responsible to 
participate in the inspection process. 

 A list of required materials or posters and their locations is kept on file by the Business 
Office manager or Human Resources. 

 Records necessary for the inspection are kept on file by the Business Office manager or 
Human Resources. 

 The Superintendent of Planning and Operations, Superintendent of Recreation, and the 
Executive Director may negotiate time frames for corrections of any citations, and are 
responsible for the completion of said corrections. 

 

Motor Vehicle Safety 

 No one under the age of 18 years may operate any motorized vehicle or any other piece of 
equipment that may be outlined in specific departmental procedures. 

 Employees under the age of 21 years will not be allowed to transport passengers in vans.  

 Out of Town check lists shall be completed for any trip taken outside of a 50 mile radius of 
Champaign-Urbana.  A copy of the completed report should be left with the Planning and 
Operations Office Specialist prior to trip departure. 

 Vehicles for park operations must be inspected regularly for oil levels, horns, lights, brakes, 
and damage with all deficiencies reported to the District Mechanic. 

 Accurate records must be kept and up-to-date on all repairs, tune-ups, etc. for all vehicles 
and motorized equipment. 

 No person should ride in or on equipment being towed, with the exception of special 
events. 

 Riding in the back of trucks is strictly prohibited. 

 All trucks should be equipped with a gate, which should be put up when transporting.  
When a gate must be down for wide or extra-long items, vehicles must be properly flagged. 

 All loads must be secured when transported in vehicles. 

 Roll bars or Roll-Over Protection Structures (ROPS) must be installed on all tractors. In order 
for the roll bars to be effective, seatbelts must be worn at all times. 

 Cell phone use while operating vehicles is prohibited. 

 Cell phone use while operating motorized equipment is prohibited. 

 No vehicle is to be operated or moved unless all doors are closed and latched. 

 No vehicle is to be left idling unattended unless in “park” or in neutral with emergency 
brakes or air brakes engaged if vehicle does not have a “park” position. 

 All vehicles must be equipped with the proper fire extinguishers. 

 Each driver is responsible for reporting all accidents, incidents and vehicle damage to their 
immediate supervisor and the Business Office. 

 Each driver is responsible for reporting all malfunctions to their immediate supervisor. 
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 Drivers must maintain the posted speed limits at all times and observe all other vehicle 
operation regulations. In pathways and parks, vehicles shall not exceed 5 mph and drivers 
should be alert if conditions warrant a slower speed.  

 When operating a vehicle in a park, the existing paved access road should be used. Vehicles 
are not allowed on the grass unless it is required for completion of the work projects. 

 Vehicles should not drive within tree drip-lines.  

 Employees should not drive impaired or distracted. 

 Employees are expected to be courteous to other drivers and to pedestrians. 

 Employees are responsible for the condition and appearance of the vehicle they are 
assigned to drive. 

 Employees are responsible for any motor vehicle violations they may incur. 

 Employees who drive a vehicle on District business must follow all laws, District rules, drive 
safely, and maintain the security of the vehicle and its contents.  

 
 

Reporting Vehicle Accidents 
An Auto Accident Report will be filled out following any/all accidents involving District 
vehicles. Employees will follow the same procedure for submitting the report as that stated in 
the accident reporting process. 

 Call police immediately for any vehicle accident, no matter how slight with the exception of 
District vehicle damaging District property. Then notify your immediate supervisor. 

 In damage to District property or if an accident causes bodily injury, the immediate supervi-
sor and Business Manager should be notified immediately. 

 Procedures for what to do in case of an accident will be available in each District vehicle.  
 

Safety Inspections and Meetings 
The Lake House, Anita Purves Nature Center, Cottage, Phillips Recreation Center, and 
Planning/Operations facilities are to be inspected by the custodial staff member assigned to 
each individual facility. The staff members will use the Facility Safety Inspection Form to guide 
them in their inspection. Completed forms are then sent to the Facility Maintenance 
Supervisor, appropriate staff will then be assigned to make repairs as needed. The completed 
Facility Safety Inspection Forms are then filed in the Preventative Maintenance Manual that is 
located in the Facility Maintenance Supervisor’s office. The Facility Maintenance Supervisor will 
send the completed forms to Safety Committee members for their evaluations as requested. 
These inspections shall take place once a month at each facility that has been listed above.  
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APPENDIX A - BLOODBORNE PATHOGENS AND INFECTIOUS DISEASES GUIDELINES 

 
These guidelines are based on an extensive review of currently available data, including 
recommendations from and guidelines published by the Centers for Disease Control, the 
American Academy of Pediatrics, the U.S. Public Health Service and the office of the Surgeon 
General, as well as regulations as adopted by the Illinois Department of Labor ("IDOL") with 
respect to bloodborne pathogens.  These guidelines may be revised as deemed appropriate, as 
additional information becomes available. 

Communicable diseases are a hazard to which all humans are constantly exposed.  The 
existence, transmission, infection and severity of associated illness varies according to the type 
of disease.  In recent years concern has been demonstrated over the "bloodborne pathogens."  
The Hepatitis B Virus ("HBV") has been a concern for many years; however, more recently, the 
Human Immunodeficiency Virus ("HIV"), which can also cause Acquired Immunodeficiency 
Syndrome ("AIDS"), has emerged as one of the most serious bloodborne pathogens. 

The District recognizes that the AIDS epidemic is a genuine health crisis.  It is the District's 
desire to exercise appropriate measures to assist in the prevention of the spread of the disease 
and to minimize workplace exposure to the disease.  The existence of the crisis, however, does 
not warrant panic, hysteria or unreasonable measures which could have the effect of 
unnecessarily diminishing the quality of the services provided by the District to the public or the 
dignity of the people it serves.  The District acknowledges its desire and obligation to respond 
effectively to the genuine concerns of the public consistent with its obligation to discharge its 
duties in accordance with applicable laws. 

While serving the public, park and recreation agencies and their employees are subject to 
situations where communicable disease exposure and transmission is possible.  The points of 
exposure involve staff and members of the public alike. 

The District further recognizes that employees with life-threatening illness, or infectious 
diseases including but not limited to AIDS and Hepatitis B, may wish to continue to engage in as 
many of their normal pursuits as their condition allows, including work.  As long as these 
employees are able to meet acceptable performance standards, and medical evidence indicates 
that their condition is not a health threat to others, the District believes it should take 
affirmative steps to reasonably ensure that they are treated consistently with other employees. 

The following guidelines are intended to assist the District in achieving a reasonable balance 
between individual and societal concerns relating to AIDS, Hepatitis B, and other communicable 
diseases as they pertain to the operations of the District.  They are not intended to create, and 
shall not be construed as creating contractual or other obligations on the part of the District or 
rights on the part of employees, program participants or park users, which are not already (and 
independent of the promulgation of these guidelines) imposed by law. 
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I.   COMMUNICABLE DISEASES 

Bloodborne pathogen disease and infectious diseases which can pose a threat to children and 
adults include the following: 

  
Disease Transmission 
Bloodborne Pathogen Diseases  
Human Immunodeficiency Virus (HIV) and AIDS 
Hepatitis B Virus (HBV) 
 
Other Infectious Diseases 
Chicken Pox (Varicella) 

Infected Bodily Fluids 
Infected Bodily Fluids 
 
 
Respiratory Secretions & Lesion Secretions  

Meningitis Respiratory Secretions 
Mumps Respiratory Secretions 
Measles (Rubeola) Respiratory Secretions 
Pneumonia Respiratory Secretions 
Salmonellosis Food Handling 
Tuberculosis Airborne Droplets 
Whooping Cough (Pertussis) Respiratory Secretions 
  
Human Immunodeficiency Virus (HIV/AIDS) and Hepatitis B Virus (HBV) are bloodborne 
pathogen diseases. Although the other listed diseases are not regarded as bloodborne 
pathogen diseases, they can become serious if unrecognized and untreated.  Many are 
common to children and exhibit signs and symptoms that are identifiable (e.g., measles result in 
spots).  Sound hygienic practices are necessary to prevent the spread of these diseases. 

 

II. PARTICIPATION IN DISTRICT PROGRAMS BY PERSONS INFECTED WITH THE HIV AND HBV 
VIRUSES, AND AIDS  

A. General 

1. Persons shall not be asked whether they are infected with the HIV or HBV viruses or AIDS in 
registering for any program.  In view of current evidence regarding HIV, AIDS or HBV 
transmission, infected persons should not be routinely excluded from or restricted with respect 
to any program.  Decisions regarding participation shall be considered on a case-by-case basis 
and be individualized to the person and setting as would be done with any participant with a 
special health problem.  In making such determination, the following factors should be 
considered: 

a. The nature of the risk (how the diseases are transmitted); 

b. The duration of the risk (how long is the carrier infectious); 
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c. The severity of the risk (what is the potential harm to third parties); what is the affected 
person's physical condition, behavior and ability to control the means by which the disease may 
be transmitted; 

d. The probabilities that the disease(s) will be transmitted and will cause varying degrees of harm; 

e. The possibility of increased risk to the infected participant of contraction of opportunistic 
diseases as the result of a compromised immune system or the possibility of other health or 
safety risks to such person by virtue of diminished physical or mental capacity attributable 
directly or indirectly to such infection(s). 

2. Decisions regarding participation shall, to the extent practicable, be made using the team 
approach including the infected person (unless a minor), the person's physician, public health 
personnel, appropriate District personnel designated by the Director, and, in the case of a 
minor, the minor's parent(s) or legal guardian(s), District legal counsel and, if requested by the 
infected person (or if same be a minor, by the infected person's parent or legal guardian) the 
infected person's legal counsel (the "review team").  In each case the stage of infection and 
condition of the infected person will be assessed and the risks and benefits to both the infected 
person and to others participating in the particular program should be weighed.  The Director 
will make the final decision after consideration of the review team's recommendations. 

3. Restrictions on or temporary exclusions from participation may be advisable or become 
necessary in the event the infected person has a condition which increases the risk of discharge 
of bodily fluids, including blood, or has open or discharging skin wounds or rash that cannot be 
covered, or is incapable of controlling body functions, or exhibits any other conditions or 
behaviors which the review team determines may materially increase the health or safety risks 
for other participants or the infected person. 

4. If the Director determines that no change is warranted in the person's participation, he may 
continue in that program.  The review team may recommend that the person's condition 
and/or behavior be monitored.  The review team may re-evaluate the person's participation at 
any time and confirm or modify its recommendations to the Board. 

5. If the Director determines that it is inadvisable for the person to continue participation, he will 
be removed from the program and return of the program fees handled in compliance with the 
District's current refund policy and procedure. 

III. PRIVACY CONSIDERATIONS 

A. The infected person's right to privacy shall be respected including maintaining confidential 
records.  These records are not subject to disclosure under the Freedom of Information Act.  
The number of persons affiliated with the District who know the identity of the infected person 
will be kept to a minimum.  Only the members of the review team and those personnel who the 
review team determines have a need to know of the infected person's condition to assure 
proper care and precaution should be told the identity of the person.  Personnel should be 
reminded that no information regarding the identity or condition of the person is to be 
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discussed with anyone including, without limitation, their spouses, other family members, or 
District personnel other than personnel specifically designated by the Director.  The legal 
ramifications to both the employee involved and the District of a breach of confidentiality 
should be clearly explained to employees. 

B. Unless the infected participant (or parent or legal guardian if the infected person is a minor) or 
District employee gives written permission, the District will not advise the public or program 
participants or their parents of the participation in its programs or the employment by the 
District of a person infected with the HIV or HBV virus, or AIDS.  However, if the above noted 
permission is given and depending on the circumstances, the District may consider advising the 
public in whatever means it deems appropriate of the participation in its program or the 
employment of a person (no name or sex identification) infected with the HIV or HBV virus, or 
AIDS.  The message should communicate current evidence concerning both the transmission of 
HIV or HBV and invite questions or comments.  Depending on the circumstances the District 
may determine to hold one or more special meetings to address public concerns.  The decision 
to inform the public or program participants or their parents should be made only after 
consultation with District legal counsel. 

C. Apart from a public meeting, all inquiries from the public concerning the participation of 
persons with HIV, HBV or AIDS in District programs should be directed to a single District 
spokesperson - the Director.  No other person associated with the District should divulge any 
information concerning the participation in its programs of persons infected with the HIV or 
HBV virus, or AIDS, other than to point out that the District believes confidentiality for the 
person, family and staff directly involved is absolutely essential and that the District has 
received and is receiving expert medical and legal advice. 

IV. EDUCATION AND TRAINING 

A. In order to minimize workplace exposure to, and prevent the spread of, infectious diseases 
while avoiding unnecessary panic, discrimination, or inappropriate reaction to the District's 
implementation of preventative measures, the District believes education and training of 
District personnel is essential.  Training sessions and materials shall be made available to all 
employees periodically or at an employee’s request, at no cost.  The educational sessions and 
materials should include current information about what the HIV virus, the HBV virus and AIDS 
are, how they are spread, how to avoid contact with these viruses, and what to do when a 
possible contact occurs.  The materials should also explain and stress the need for 
confidentiality.  

In particular, the District's training program may include: 

1. An accessible copy of the text of IDOL's regulations relating to bloodborne pathogens, and an 
explanation of their contents; 

2. .A general explanation of the spread, prevention and symptoms of bloodborne diseases; 



 Safety Manual: Accepted 12-7-2011 Page 47 
                               Revised: 12-11-2012 
                                                   Revised by Director: 9-30-2013 

3. An explanation of the modes of transmission of bloodborne pathogens; 

4. An explanation of the District's Exposure Control Plan relating to bloodborne pathogens, and 
the means by which employees can obtain a copy of the plan; 

5. An explanation of the appropriate methods of recognizing the tasks and other activities that 
may involve employee contact with blood or other potentially infectious materials; 

6. An explanation of the use and limitations of methods by the District that will prevent or reduce 
exposure, including work practices and personal protective equipment; 

7. Information on the types, proper use, location, removal, handling, decontamination and 
disposal of personal protective equipment; 

8. An explanation of the basis for the selection of personal protective equipment; 

9. Information on the hepatitis B vaccine, including information on its efficacy, safety, method of 
administration, the benefits of being vaccinated, and that the vaccine and vaccination will be 
offered by the District to its employees who have been exposed to blood or other potentially 
infectious materials while performing their District job duties free of charge; 

10. Information on the appropriate actions to take and persons to contact in an emergency 
involving blood or other potentially infectious materials; 

11. An explanation of the procedure to follow if any employee comes into contact with blood or 
other potentially infectious materials, including the method of reporting the incident and the 
medical follow-up that will be made available; 

12. Information on the post-exposure evaluation and follow-up that the District will provide for the 
employee if he comes into contact with blood or other possibly infectious materials; and 

13. An opportunity for interactive questions and answers with the person conducting the training 
session. 

B. The precautionary procedures set forth in Section VII below and their rationale should be 
explained to employees.  Employees should be encouraged to seek further information as 
desired and be provided with a list of other available sources of information and assistance.  
The District will maintain a record of all training sessions, including the names of the employees 
attending.  All staff and volunteers should be provided written copy (by posting or otherwise) 
and service training with respect to the following precautionary procedures and advised that 
failure to comply with these procedures may subject an employee/volunteer to disciplinary 
action, including termination of employment/volunteer services.  All staff/volunteers should be 
required to sign the compliance statement included with this policy indicating their 
understanding of the procedures and agreement to comply with them. 



 Safety Manual: Accepted 12-7-2011 Page 48 
                               Revised: 12-11-2012 
                                                   Revised by Director: 9-30-2013 

C. The District recognizes that the use of personal protective equipment ("PPE") helps prevent or 
reduce occupational exposure to infectious materials.  PPE will be considered appropriate only 
if it does not permit blood or other potentially infectious materials to pass through or reach 
employees' work clothes, street clothes, undergarments, skin, eyes, mouth, or other mucous 
membranes under normal conditions or use and for the duration of time which the PPE will be 
used. 

D. The District will provide training on, make accessible, and require the use of PPE at no cost to its 
employees. 

E. The District has identified the following employees/positions which may have a need for PPE: 

1. Good Samaritan First Aiders 
2. Park Police/Rangers 
3. Health Club Supervisors 
4. Lifeguards 
5. Recreation Specialists (SRA) 
6. Day Care Workers 
7. Day Camp Program Leaders 
8. Custodians 
9. Coaches for Contact Sports 

F. Personnel Protective Equipment which will be made available and kept in first aid kits include: 

1. Disposable Latex Gloves 

a. Gloves should be worn in any situation in which there is potential hand contact with blood. 

b. Gloves should be checked for holes, tears, or punctures before wearing. 

c. Hands should be washed immediately after removing gloves. 

d. Disposable gloves should never be washed or decontaminated for reuse. 

e. Hypoallergenic gloves will be made available where needed. 

f. Utility gloves may be decontaminated and used again.  They should not be reused if they are 
cracked, torn, peeling, or punctured. 

2. Goggles, glasses, or protective shields 

3. CPR Micro shields/Respirators 

G. Other PPE such as smocks, coveralls, material removal apparatus, etc. will be purchased for the 
employee should the need arise (i.e., job description change). 
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V. HOUSEKEEPING 

The District shall use its reasonable best efforts to ensure that each worksite is maintained in a 
clean and sanitary condition and shall develop and implement an appropriate written schedule 
for cleaning and methods of decontamination based upon the location of the worksite, the type 
of surface to be cleaned, the type of soil present, and the tasks or procedures being performed 
in the area.  In particular, all equipment and working surfaces must be cleaned and 
decontaminated after contact with blood or other potentially infectious materials.  An 
appropriate disinfectant shall be used to decontaminate any work surface immediately or as 
soon as feasible after any known spill of blood, and at the end of the work shift if the surface 
may have become contaminated since the last cleaning. 

VI. PRECAUTIONS 

Because other infections in addition to the HIV virus, the Hepatitis B virus and AIDS can be 
present in blood or non-intact skin or exposed body tissue, excrement or other body fluids, the 
following routine procedures are required when handling blood (e.g., cleansing of and applying 
first aid to open wounds, stopping a nose bleed), excrement or urine (cleaning up "potty 
accidents" of young children), or other body fluids.  It is to be emphasized that these 
procedures are required for all persons, not just those who may be infected with the AIDS virus 
or other infectious diseases.  Precautionary procedures for handling blood and body fluids 
should be predicated on the assumption that all blood/body fluids are infectious.  These 
procedures should be followed and enforced routinely. 

A. General Procedures 

1. Hand washing is one of the most important techniques for preventing the spread of disease.  
Hand washing should be done frequently by staff, volunteers, and participants and is required 
before and after food preparation, after toileting, after contact with any body fluids, etc.  The 
District will provide single-use towels or hot air drying machines for such hand washing.  Where 
soap and water is not available, antiseptic wipes may be used, followed as soon as possible by 
washing with soap and water. 

2. Non-sterile gloves which are puncture-resistant and impervious to blood must be worn.  Such 
gloves should be immediately available for use in areas where need is most predictable (first aid 
kits, near changing tables in day-care facilities, etc.).  Care should be taken to avoid any bodily 
contact with blood or other bodily fluids of other persons.  In particular, exposure of open skin 
lesions or weeping dermatitis or mucous membranes to blood or body fluids should be avoided.  
Even though gloves are used, hands must be washed with soap and water immediately and 
thoroughly after the gloves are removed. 

3. Soiled surfaces and recreational materials of any kind (including e.g., van/bus seats, exercise 
mats, changing tables, etc.) should be promptly cleaned with disinfectants such as household 
bleach (diluted 1 part bleach to 10 parts water).  Bleach should not be placed directly on large 
amounts of protein matter (urine, stool, blood, sputum, etc.) in order to protect the employee 
from noxious fumes.  Therefore, large quantities of bodily waste or fluids should be cleaned up 
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prior to disinfecting.  If a mop is used, it should be rinsed in the disinfectant.  These surfaces 
should be routinely cleaned and disinfected at the end of each work shift. 

4. Disposable towels or tissues should be used whenever possible.  After use they should be 
saturated with the disinfectant and disposed of in plastic bags rather than unlined containers. 

5. When wiping up, emptying regular trash or washroom waste or sanitary napkin containers or 
cleaning up sharp objects (e.g., broken glass), employees must wear non-sterile, puncture-
resistant gloves. 

6. Employees should avoid placing their hands in trash or waste containers in order to "pack 
down" the trash and should otherwise handle trash with care.  Puncture-proof or puncture-
resistant gloves should be worn when emptying trash or garbage receptacles. 

7. All cuts and open wounds should be covered following basic first aid procedures.  Protective 
coverings, band-aids, bandage, etc. should be worn by all staff, volunteers or participants and 
provided by the District.  Staff and volunteers are responsible for providing protective coverings 
to participants who have open lesions. 

8. Sharing of personal items, such as combs, brushes, toothbrushes, lipstick, etc., should be 
avoided.  Whenever possible, disposable items (e.g., cups and utensils) should be provided and 
not be shared by others. 

9. Disinfectant should be stored in a safe area that is inaccessible to participants.  (Note: Material 
Safety Data Sheets should be maintained for each disinfectant.) 

10. Documentation of incidences of contact with blood or other body fluids should be made 
whether or not a participant or employee is known to have a communicable disease. 

11. Hand soap and disposable towels or tissues and gloves should be available at all facilities. 

B. Procedures for Cleaning Up Blood or Other Body Fluid Spills 

1. Wear disposable gloves which should be discarded following cleanup.  When disposable gloves 
are not available or unanticipated contact occurs, wash hands and other affected areas with 
soap and water immediately after contact. 

2. Clean and disinfect soiled area immediately using paper towels, soap and water. 

3. Disinfect area with 70%-90% isopropyl alcohol solution, or 1 to 10 chlorine bleach solution, or 
quest. 

4. Rinse clothing soaked with body fluids and place in a plastic bag to be sent home. 

5. Place soiled sanitary napkins in plastic bags, secure and dispose. 
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6. Place paper towels and disposable gloves in plastic bags and dispose of same. 

7. Wash hands and other skin that may have come in contact with bodily fluids thoroughly with 
soap and water or other antiseptic hand cleanser or flush eyes or other mucous membranes 
with water, immediately or as soon as feasible following contact of such body areas with blood, 
body fluids or other potentially infectious materials. 

8. In situation where bleeding due to lacerations, cuts, etc. must be immediately controlled, 
persons administering first aid should provide patients with compress material and encourage 
them to administer self-help through direct pressure on their wound(s). 

C. Procedures for the Use of CPR Mouthpieces 

The CPR Mouthpiece is designed to prevent direct physical contact between the user and 
victim.  Mouthpieces will be provided by the District under conditions where staff/volunteers 
may be required to administer CPR. 

1. Follow instructions for use that are provided with the mouthpiece. 

2. If using a disposable mouthpiece, discard after use in an appropriate receptacle. 

3. If using a reusable mouthpiece, clean in disinfectant solution of 70%-90% isopropyl alcohol, 
then rinse with water. 

4. Wash hands immediately or as soon as feasible after removal and disposal of mouthpiece. 

D. Food Handling 

1. Maintain a clean area in the kitchen for serving food. 

2. Utensils should be washed, rinsed and sanitized prior to food preparation. 

3. Maintain a separate area of the kitchen for cleanups. 

4. All leftover food, dishes, and utensils should be treated as if they were contaminated. 

5. Pour liquid into sink drains. 

6. Place disposable dishes in plastic-lined, covered receptacles. 

7. Rinse dishes and utensils with warm water before placing them into dishwashers. 

8. Rinse recyclable materials (e.g., cans, bottles) prior to placing them in recycle bins. 

9. Clean sinks, counter tops, tables, chairs, trays, and other areas; follow up by applying an 
approved disinfectant. 

10. Wash hands prior to removing clean dishes from the dishwasher or from cabinets. 
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E. Hepatitis B Virus Vaccination and Post Exposure Evaluation and Follow-up 

The District will make available, prior to exposure to blood or other potentially infectious 
material, the Hepatitis B vaccine and vaccination series to all employees who have reasonably 
anticipated skin, eye, mucous membrane, or parenteral contact with blood or other potentially 
infectious material that may result from the performance of their job duties, at no cost to the 
employees.  Pursuant to an opinion letter issued by the IDOL and guidance from the federal 
Occupational Safety and Health Administration National Office, the District has identified no 
employees as having reasonably anticipated occupational exposure for purposes of being 
offered the hepatitis-B vaccine and vaccination series prior to actual exposure to blood or other 
potentially infectious materials resulting from the performance of their job duties.  The District 
will notify affected employees if the IDOL hereafter determines that it is required to offer the 
Hepatitis B vaccine and vaccination series to any classification of employees prior to exposure 
to blood or other potentially infectious materials and/or the District determines that it should 
offer the hepatitis-B vaccine and vaccination series to certain classification(s) of employees 
prior to such actual exposure.  If the District so offers such employees the Hepatitis B vaccine 
and vaccination series and an employee declines to be vaccinated, he must sign the attached 
declination form, which the District will retain as part of that employee's record.  In addition, if 
any employee actually comes into contact with blood or other potentially infectious materials, 
the District will provide a confidential medical evaluation and follow-up, again at no cost to the 
employee.  Hepatitis B vaccinations and post-exposure evaluation and follow-up will be 
provided at a reasonable time and place, by or under the supervision of a licensed physician, 
and utilizing an accredited laboratory.  Evaluation and follow-up will include at least the 
following elements: 

1. Documentation of the route(s) of exposure, and the circumstances under which the exposure 
occurred; 

2. Identification and documentation of the individual who was the source of the blood or other 
potentially infectious material with which the employee came into contact; 

3. Prompt testing of the source individual's blood, with his consent, to determine whether he or 
she is infected with the HIV or HBV virus, with the results being communicated in confidence to 
the exposed employee; 

4. Collection and testing of the exposed employee's blood with his consent, for HIV and HBV; 

5. Post-exposure preventive measures, when medically indicated, as recommended by the U.S. 
Public Health Service, counseling, and evaluation of reported illnesses. 

The Director will provide the health care professional who is responsible for an employee's 
Hepatitis B vaccination, or for an exposed employee's post-exposure evaluation, with a copy of 
the IDOL regulations.  The Director will also provide the health care professional who is 
responsible for an exposed employee's post-exposure evaluation with: 

1. A description of the employee's duties as they relate to the exposure incident; 
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2. Documentation of the route(s) of exposure and the circumstances under which exposure 
occurred; 

3. Results of the source individual's blood testing, if available; and, 

4. All medical records relevant to the appropriate treatment of the employee, including his or her 
HBV vaccination status, which are the District's responsibility to maintain. 

The Director will obtain and provide to the employee a copy of the written opinion of the 
health care professional who performs a post-exposure evaluation within 15 days of its 
completion. 

VII. INCIDENT RECORDS 

To the extent practicable, the District will keep records noting incidents of employee contact 
with blood or other potentially infectious materials, and of non-compliance with these 
guidelines by employees observed during routine monitoring of the workplace.  To the extent 
monitoring reveals a failure to follow recommended precautions, further education of the 
employee involved should be provided, and if such non-compliance is of a nature that poses a 
threat to the health or safety of other employees or the public, disciplinary action up to and 
including dismissal may be taken. 

In particular the District will maintain two categories of records: 

1. Medical records.  The Director will establish and maintain or cause to be established and 
maintained an accurate record concerning each employee who may come into contact with 
blood or other possibly infectious materials, including the employee's name and Social Security 
number, his or her Hepatitis B vaccination record, including any declination form signed by the 
employee, and a copy of the results of all examinations, medical testing and follow-up 
procedures following an actual contact with blood or other possibly infectious materials.  These 
records shall be maintained during the duration of an employee's employment, plus an 
additional 30 years, and shall be kept confidential, except with the express written consent of 
the employee or as may be required by law. 

2. Training Records.  The Director will maintain or cause to be maintained a record of the dates of 
all employee training sessions, the contents or a summary of these sessions, the names and 
qualifications of the persons conducting the sessions and the names and job titles of all persons 
attending the sessions.  These records shall be maintained for a period of three years after the 
training occurs. 
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VIII. STATE REGULATIONS 

The Illinois Department of Labor (IDOL) has adopted regulations to protect employees from 
exposure to bloodborne pathogens, including the Human Immunodeficiency Virus (HIV) and the 
Hepatitis B Virus (HBV).  To the extent that these regulations differ from the foregoing 
procedures, the District will comply with whatever standard is most strict. 
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Appendix B – Vehicle Accident Report Instructions 
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Appendix C – Vehicle Accident Report
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Appendix D – Major Accident Report Instructions 
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Appendix E – Major Accident Report 
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Appendix F – Minor Accident Report 
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Appendix G – Incident Report 
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Appendix H – Property Loss/Damage Instructions 
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Appendix I – Property Loss/Damage Report 
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URBANA PARK DISTRICT 
SAFETY MANUAL REVIEW PROCEDURE 
 
The Urbana Park District acknowledges the obligation to provide safe working conditions for 

employees and a safe leisure environment for the public using our programs, facilities, and 

parks. 

 

All new employees, both regular benefit eligible full-time and part-time employees and non-

benefit eligible intermittent and seasonal employees are required to review the Safety Manual 

of the Urbana Park District.  This review should take place during the time of employee 

orientation.  It is the responsibility of the new employee’s Supervisor to review the Safety 

Manual with the employee and ensure they have an understanding of all the policies and 

procedures within the Manual. 

 

Employees need to sign the Acknowledgement and Receipt Form acknowledging that it is their 

responsibility to read the Safety Manual and that they agree to comply with the policies and 

procedures contained in the Safety Manual and any revisions made to it. 

 

New regular benefit eligible employees also receive an electronic CD version of the most 

current Safety Manual available at the time of hire. 

 

Employees have access to a paper copy of the Safety Manual at the front-desk area of all 

Urbana Park District facilities that are open year-round including:  Administration Building in 

Leal Park, Anita Purves Nature Center, Brookens Gymnasium, Phillips Recreation Center, 

Planning and Operations Building, and the Urbana Indoor Aquatic Center.  Employees also have 

access to the Safety Manual on the Urbana Park District’s internal website. 

 

Any time modifications or additions are made to the Safety Manual, employees are informed by 

memos and postings.  The changes are also reviewed at the next all staff meeting.  The revised 

Safety Manual will then be available at the front-desk area of all facilities that the Urbana Park 

District has opened year-round and also on the internal website. 

 

Every February, an annual review of the Safety and Personnel Policy Manual will take place for 

all benefit eligible full-time and part-time employees. 

 

Employees are always encouraged to provide feedback to the Safety Committee on ways to 

improve the Safety Manual to ensure the safety of ourselves, co-workers, and the public. 
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URBANA PARK DISTRICT 
RISK MANAGEMENT ACCIDENT AND INCIDENT PROCEDURE 
 
Coordinators, Office Specialists, Non - Supervisory staff and all part – time staff: 

 
In case of an accident/incident you are to use the new reports provided by our Risk 
Management Committee and follow the process of giving the completed forms and supporting 
documents (photos, emergency personnel reports) to your supervisor.  It is important that 
these forms are filled out completely and that your supervisor receives these reports as soon as 
possible. 
 
Administrative staff, Recreation Managers and Planning and Operations Supervisors: 
 
In case of an accident/incident your staff will turn in a report giving you the facts of the 
situation as it occurred.  The employee reporting the accident/incident will provide all forms 
and information such as photos, Emergency personnel reports, and estimates to you.  Once you 
gather all the information it will then be your responsibility to get the information to our 
Business Manager.  The Business Manager will then make sure the Risk Management team 
receives a copy for review. The Risk Management team will also then investigate the cause and 
work towards implementing a plan to prevent this from occurring again. 
 
In case of an injured staff person the supervisor will need to fill out a separate form called the 
Supervisor’s Report.  In order to fill out this form you will need to do an Accident Interview with 
the injured personnel.  The supervisors report should be completed by using all the information 
you have from our accident reports and the accident interview.  This report should be a 
synopsis of what you think happened from the facts that staff and you have gathered.  Once 
you have completed this process, which should be within 48 hours of the accident or as soon as 
the employee is available for an interview, you will then need to turn it in to the Business 
Manager. 
 
The Business Manager will then copy the Risk Management Team on all incidents, so that they 
can review and take action if required.  
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URBANA PARK DISTRICT 
SAFETY INSPECTIONS AND MEETINGS PROCEDURE 
 

The Lake House, Anita Purves Nature Center, Cottage, Phillips Recreation Center, and 
Planning/Operations facilities are to be inspected by the custodial staff member assigned to 
each individual facility. The staff members will use the Facility Safety Inspection Form to guide 
them in their inspection. Completed forms are then sent to the Facility Maintenance 
Supervisor, appropriate staff will then be assigned to make repairs as needed. The completed 
Facility Safety Inspection Forms are then filed in the Preventative Maintenance Manual that is 
located in the Facility Maintenance Supervisor’s office. The Facility Maintenance Supervisor will 
send the completed forms to Safety Committee members for their evaluations as requested. 

These inspections shall take place once a month at each facility that has been listed above.  
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URBANA PARK DISTRICT 
ACCIDENT INVESTIGATION PROCEDURE 
 

Vehicle Accident Report 

A Vehicle Accident Report should be filled out in the event of bodily injury/damage to another’s 

property or damage to a District vehicle.  A blank example form of a Vehicle Accident Report can be 

found in Appendix C of the Safety Manual.  Instructions on how to fill out a Vehicle Accident Report can 

be found in Appendix B of the Safety Manual.  An example of a situation in which you would use a 

Vehicle Accident Report:  An employee using a district vehicle gets rear ended from a car behind them 

on the road. 

 

Major Accident Report 

A Major Accident Report should be filled out in the event of paramedics or a hospital was needed.  A 

blank example form of a Major Accident Report can be found in Appendix E of the Safety Manual.  

Instructions on how to fill out a Major Accident Report can be found in Appendix D of the Safety Manual.  

An example of a situation in which you would use a Major Accident Report:  A park user dived into the 

shallow part of the pool, hurt their neck, and the ambulance needed to be called. 

 

Minor Accident Report 

A Minor Accident Report is a general report that should be filled out in the event if paramedics were not 

needed.  A blank example form of a Minor Accident Report can be found in Appendix F of the Safety 

Manual.  An example of a situation in which you would use a Minor Accident Report:  A program 

participant cuts his toe open on the side of the wall getting out of the pool. 

 

Incident Report 

A Incident Report is a general report that should be filled out in the event of a circumstance that needs 

to be documented, but no injuries or damages has occurred.  A blank example form of an Incident 

Report can be found in Appendix G of the Safety Manual.  A few examples of situations in which you 

would use an Incident Report:  employee disciplinary action or personnel matter documentation, police 

were contacted for a domestic dispute in the park, an employee or park user reports a “near-miss” 

situation. 

 

Property Loss/Damage Report 

A Property Loss/Damage Report should be filled out in the event of damage to District property.  A blank 

example form of a Property Loss/Damage Report can be found in Appendix I of the Safety Manual.  

Instructions on how to fill out a Property Loss/Damage Report can be found in Appendix H of the Safety 

Manual.  A couple examples of situations in which you would use a Property Loss/Damage Report:  

Vandalism on a sign in a park, a delivery truck backs into the Planning and Operations Building garage 

door. 
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URBANA PARK DISTRICT 
INCLEMENT WEATHER PROCEDURE 
 
as written in the Safety Manual is the Crisis Communication/Emergency Plan “Responses to Specific 
Emergency Situations” 
 
Hot Environments  
The U.S Department of Health and Human Services reports that the frequency of accidents is higher in 
hot environments because of the heats’ effect on the mental alertness and physical performance of an 
individual. Excessive exposure to a hot work environment can bring about a variety of heat-induced 
disorders, such as:  
1. Heat Stroke  
2. Heat Exhaustion  
3. Heat Cramps  
4. Fainting  
5. Heat Rash  
6. Transient Heat Fatigue  
 
Extreme or unusually high heat affects everyone differently; know your limits in high heat environments.  
 
Follow the general guidelines below to minimize risk of heat-related disorder:  
1. Know signs & symptoms of heat-related illness.  
2. Monitor yourself and coworkers.  
3. Block out direct sun or other heat sources.  
4. Drink plenty of water.  
5. Avoid beverages which contribute to dehydration such as coffee and tea.  
6. Take frequent breaks during the first 5 to 7 days of exposure to the hot environment, until acclimated 
to the increased temperatures.  
7. Wear lightweight, loose-fitting, light-colored clothing. Remove saturated clothing.  
8. Get plenty of rest. Sufficient sleep and good nutrition are important for maintaining a high level of 
heat tolerance.  
 
If an employee or patron is observed to be ill from the heat, you should:  
1. Call a supervisor for help. If a supervisor is not available, call 911.  
2. Have someone stay with the worker until help arrives.  
3. Move the worker to a cooler/shaded area.  
4. Remove outer clothing.  
5. Fan and mist the worker with water; apply ice (ice packs or towels).  
6. Provide cool drinking water, if able to drink.  
 
If the worker is not alert or seems confused, this may be a heat stroke. Call 911 immediately and apply 
ice as soon as possible. 
 
Excessive Heat Cancellation & Rescheduling Procedure 
The Executive Director and Superintendents will evaluate weather conditions with regard to program 
cancellations.  
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Youth Sports  
All games are cancelled or rescheduled by the Athletics staff no later than 4:30 pm. If games have not 
been called by 4:30 pm, it is the official’s job to determine safe playing conditions. If the heat index is 
105oF or warmer by 4:30, the Athletics staff will cancel or postpone youth sports games and practices.  
 
Adult Sports  
Adult sports games will not be cancelled by the athletic staff due to heat. Adult sports teams and players 
are advised to take caution and follow heat safety guidelines when playing.  
Outdoor Music and Special Events in the Parks  
Outdoor evening events will be cancelled or rescheduled when the heat index reaches 110oF at any 
point during the event. The Program Managers may reschedule an evening event by 4:30 pm, if the 
daytime heat index has exceeded 110oF.  
 
Other Youth Outdoor Programs and Activities  
If the heat index reaches or exceeds 105oF, programs should move into air conditioned space. If no air 
conditioned space is available, the program will be cancelled or postponed. Outdoor programs taking 
place in temperatures over 95oF will restrict outdoor exposure to less than one continuous hour, and 
limit physical exertion.  
 
Cold Environments 
When the body is unable to warm itself, serious cold-related illnesses and injuries may occur, and 
permanent tissue damage and death may result.  
Individual thresholds to cold environments are different; know your limits and follow these guidelines to 
minimize your chance of developing a cold environment-related disorder:  
1. Know the signs & symptoms of cold-induced illnesses.  
2. Keep clothing clean. This helps maintain the proper insulation ability of the garment.  
3. Avoid overheating. Use zippers, hats and gloves to regulate body temperature.  
4. Wear clothes loose and in layers. Tight layers will not trap heat.  
5. Keep clothes dry. Remove saturated clothing, especially cotton garments. Cotton does not pull 
moisture away from the skin. When cotton is wet it will make the body cooler.  
6. Avoid dehydration. Consume warm sweet drinks and soups to increase caloric intake and fluid 
volume. The intake of coffee should be limited because of the diuretic and circulatory effects.  
7. Avoid exhaustion or fatigue because energy is needed to keep muscles warm.  
8. Work in pairs, do not work independently.  
 
Hypothermia  
Hypothermia may occur when land temperatures are above freezing or water temperatures are below 
98.6°F/37°C. Cold related illnesses can slowly overcome a person who has been chilled by low 
temperatures, brisk winds, or wet clothing.  
 
Hypothermia happens when the normal body temperature (98.6°F/37°C) drops to or below 95°F (35°C). 
  
Symptoms of hypothermia include:  
1. Fatigue or drowsiness.  
2. Uncontrolled shivering.  
3. Cool bluish skin.  
4. Slurred speech.  
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5. Clumsy movements.  
6. Irritable, irrational or confused behavior.  
 
What should be done: (land temperatures)  
1. Call 911 for emergency help.  
2. Move the person to a warm, dry area. Do not leave the person alone. Remove any wet clothing and 
replace with warm, dry clothing or wrap the person in blankets.  
3. Have the person drink warm, sweet drinks (sugar water or sports-type drinks) if they are alert. Avoid 
drinks with caffeine (coffee, tea, or hot chocolate) or alcohol.  
4. Have the person move their arms and legs to create muscle heat. If they are unable to do this, place 
warm bottles or hot packs in the arm pits, groin, neck, and head areas. Do not rub the person’s body or 
place them in warm water bath. Rapidly warming the body may stop their heart.  
 
Frost Bite 
When frost bite occurs the body experiences a freezing in deep layers of skin and tissue. The appearance 
of skin is pale, waxy-white in color and the skin becomes hard and numb. Frost bite usually affects the 
fingers, hands, toes, feet, ears, and nose.  
 
What should be done: (land temperatures)  
1. Move the person to warm, dry area. Do not leave the person alone.  
2. Remove any wet or tight clothing that may cut off blood flow to the affected area.  
3. Do not rub the affected area, because rubbing causes damage to the skin and tissue.  
 
Seek medical attention as soon as possible.  
 
Adverse Weather Plan  
PURPOSE:  
To establish procedures to guide employees in reporting to work during adverse weather conditions. To 
clarify compensation policy for employees who are unable to work during adverse weather.  
 
DEFINITIONS:  
Adverse Weather: Includes conditions such as snow, sleet, flooding, freezing temperatures, heavy winds.  
Adverse Weather – Non Emergency State: Poor weather conditions exist but an emergency state has not 
been declared by the Executive Director; normal Park District activities continue as usual.  
Adverse Weather – Declared Emergency State: The Executive Director has declared that an emergency 
state is officially in effect due to adverse weather conditions, thus curtailing normal, non-critical Park 
District operations.  
Critical Positions: Are defined as those positions identified by each Department Head as critical to 
service delivery during adverse weather conditions.  
 
PROCEDURE:  
A. Non-Emergency State  
1. If adverse weather conditions prevail, all employees shall report to work as scheduled. Employees 
unable to perform normal job duties because of weather conditions will be assigned other work by their 
supervisors.  
2. If hazardous conditions develop before normal reporting time, employees should report to work or 
contact their supervisors immediately. Employees unable to report to work due to weather conditions 
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may ask that an approved absence be charged to paid leave, compensatory leave (where applicable), or 
excused leave without pay. Failure to contact their supervisor in a timely manner or as soon as 
practically possible will result in unexcused leave and subject employees to disciplinary action for 
unsatisfactory job performance. Whenever possible, and in accordance with departmental policies and 
practices, the employee may be allowed to make up this time within the same work week rather than 
charge it to leave.  
3. If hazardous conditions develop during the day, employees not designated as being in “critical 
positions” may be authorized by their Department Head to leave work if special transportation or other 
problems are anticipated. This absence shall be charged to paid leave or compensatory leave (where 
applicable). Whenever possible, employees may be allowed to make up this time within the same work 
week rather than charge it to leave.  
4. Under no circumstances, unless otherwise approved by the Executive Director and or Superintendent 
of Planning & Operations, are maintenance vehicles or maintenance personnel to be used for 
transporting “non-critical” District employees to work in a state of adverse weather. Other District 
vehicles and personnel are to be used according to departmental policies and procedures.  
B. Declared Emergency State  

1. When an emergency state has been declared by the Executive Director, non-critical operations may 
be curtailed and employees may take approved leave as outlined in the Personnel Manual.  
2. Employees in critical positions shall be required to continue working as needed to ensure adequate 
delivery of necessary services.  
3. A list of critical positions shall be identified by each Department Head, distributed to affected 
employees and posted periodically in work sites. New employees who are in critical positions shall be 
notified of this status when they are hired. Employees in critical positions are responsible for making 
arrangements to get to work. Supervisors will work with employees to ensure that reasonable plans 
have been made for this eventuality.  
4. Employees in critical positions may be transported to the work site by District vehicles as 
circumstances allow and as authorized by Department Heads, Employees in critical positions may be 
transported to the work site by District vehicles as circumstances allow under the direction of the 
Superintendent of Planning & Operations and the Superintendent of Recreation. Under no 
circumstances shall non-critical employees be transported to work by District maintenance.  
 
Critical Positions:  
The Executive Director, Business Manager, Superintendent of Planning and Operations, and 
Superintendent of Recreation will determine the critical positions for each emergency for their 
department. 
A. Administration: Executive Director, Business Manager, Superintendent of Planning & Operations, 
Superintendent of Recreation, Accounting Assistant, and the Public Information Marketing Manager (as 
determined by each emergency)  
B. Planning & Operations: Superintendent of Planning and Operations, Facilities Maintenance 
Supervisor, Grounds Maintenance Supervisor, Construction Maintenance Supervisor, Aquatic Facilities 
Maintenance Supervisor, Office Manager, Facilities Maintenance Technicians, Grounds Maintenance 
Technicians, Equipment Technician, Park Beautification Technician, and Custodian  
C. Recreation: Environmental Program Manager, Community Program Manager, Aquatics Supervisor, 
Athletics Supervisor, Recreation Services Supervisor  
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Adverse Weather Cancellation & Rescheduling Procedure  
The Executive Director and Superintendents will evaluate weather conditions with regard to program 
cancellations.  
 
PURPOSE:  
To establish procedures to guide staff in canceling programs and special events due to adverse weather 
conditions.  
 
DEFINITIONS:  
Adverse Weather – includes conditions such as snow, sleet, flooding, freezing temperatures, extreme 
heat and heavy winds.  
Program Facility – includes those facilities that offer instructional and recreational programs such as the 
Phillips Recreation Center, Brookens Gym, Anita Purves Nature Center, Lake House, Urbana Indoor 
Aquatic Center, and the Crystal Lake Park Family Aquatic Center.  
Rental Facility – includes those facilities that reserve space to outside groups for meetings, rehearsals, 
parties, etc, such as the Phillips Recreation Center, Brookens Gym, Anita Purves Nature Center, Lake 
House, Urbana Indoor Aquatic Center, and the Crystal Lake Park Family Aquatic Center.  
Schools – includes schools that the park district offers instructional and recreational programs.  
 
PROCEDURE:  
1. All regular employees are to report for work on all scheduled workdays.  
2. The Executive Director, Superintendent of Recreation and Superintendent of Planning & Operations 
or their designee will make a decision as to whether facilities shall open and programs conducted based 
upon the following:  
a. Conditions of roads and streets in Urbana.  
b. Safe access into facilities (parking lots, sidewalks, and steps).  
c. Changing/deteriorating weather conditions. (i.e. anticipated overnight icing, rain changing to snow, 
etc.)  
3. Program Facilities: to cancel or delay facility openings or conduct programs the following procedure 
shall be used:  
 
Prior to reporting to Work: All department heads will contact their Superintendent or their designee to 
determine cancellation of programs and/or delays in opening facilities. Upon the decision the 
department head will contact their respective facility/program supervisors and advise them of the 
decision. Public notification should be made according to the following schedule:  
- 5:00 a.m. for classes/programs beginning prior to noon  

- 10:00 a.m. for classes/programs beginning between noon and 5 p.m.  

- 3:30 p.m. for classes/programs beginning after 5 p.m.  
 
Program facilities may be required to open to conduct park district business even if programs are 
cancelled. The program managers will put a recording on the public line announcing the closing and/or 
delayed opening time of the facility, will contact the appropriate temporary staff and program 
instructors, and will notify the administrative office upon arrival at the facility.  
 
The Public Information and Marketing Manager will be responsible for updating the Urbana Park District 
website. 
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All programs with hotlines will put an announcement on the 24-hour cancellation line.  
After reporting to Work: If weather conditions deteriorate after staff has reported to work the 
department heads will determine cancellation of programs or facility closing. Every effort will be made 
to meet the established time line above. However, in the best interest of the program participants and 
staff, adjustments may be made to the cancellation schedule.  
 
All program facilities shall adhere to the delayed opening, cancellation and/or early closing schedule with 
exception of rental facilities.  
 
4. Rental Facilities: Rental cancellations due to the adverse weather conditions will be handled on a case 
by case basis, Supervisors of all rental facilities shall:  
a. Contact department head prior to calling rental party to determine if the facility is safe to use and 
staff can get to the facility.  

b. If the facility is unsafe, inform rental parties of the cancellation and give them the option of 
rescheduling or receiving a refund.  
5. Athletic Program Cancellations: Athletic Programs cancelled due to unplayable and unsafe 
field/facility conditions will adhere to the following procedure:  
a. A decision regarding cancellation will be made by 4:30 p.m. Monday through Friday, 7 a.m. on 
Saturday, and noon on Sunday.  
b. After the times listed above, the decision to cancel games will be made at the field.  
c. The Athletic Supervisor or a designee will be responsible for updating the 24-hour Athletics Hotline.  
 
Once games are cancelled due to unsafe field conditions, teams are not allowed to use the field/facility 
for practice.  
 
Tornadoes  
Tornadoes are a local storm of short duration formed by high speed rotating winds. It is impossible to 
predict exactly when and where a tornado will occur. If severe weather is imminent, listen to local 
weather forecasts for frequent updates. During the weather forecasts, listen for these terms and do the 
following:  
1. Tornado Watch – Conditions exist that may produce a tornado. Continue with daily activities, paying 
close attention to weather reports and changes in the weather around you.  
2. Tornado Warning – a tornado has been spotted or its presence has been detected by radar. Seek 
shelter immediately.  
 
If you are in a building or structure, you should:  
1. Go to a pre-designated shelter area such as a basement or the lowest building level.  
2. If there is no basement, go to the center of an interior room on the lowest level (closet, interior 
hallway).  
3. Stay away from corners, windows, doors, and outside walls.  
4. Put as many walls as possible between you and the outside.  
5. Get under or next to sturdy furniture and use your arms to protect your head and neck.  
6. Do not open windows.  
 
If you are in a vehicle, trailer, or mobile home, you should:  
1. Get out immediately and go to the lowest floor of a sturdy, nearby building or a storm shelter.  
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If you are outside with no shelter, you should:  
1. Lie flat in a nearby ditch or depression and cover your head with your hands. Be aware of the 
potential for flooding.  
2. Do not get under an overpass or bridge. You are safer in a low, flat location.  
3. Never try to outrun a tornado in urban or congested areas in a car or truck. Instead, leave the vehicle 
immediately for safe shelter.  
4. Watch out for flying debris. Flying debris from tornadoes causes most fatalities and injuries.  
 
Stay in the shelter area until the tornado warning is terminated.  
 
TORNADO PLAN 
Facilities Procedure: 
Watch—Tornado and Thunderstorm  
Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM.  
Inform everyone in facility of watch.  
Check park areas and inform everyone of watch.  
Continue programs as scheduled and appropriate for the weather conditions.  
 
Warning—Tornado and Severe Thunderstorm  
When the emergency response sirens sound:  
Turn television to Weatherscan channel 22  
Turn radio to emergency radio station News Talk 1400 or 97.5 FM.  
Inform everyone in the facility of the warning and direct them to the cover area.  
Take cover away from “outside” glass and in small rooms in the interior of the building.  
 
Facility  Location of Storm Shelter  
Leal Cottage  Basement  
APNC  Basement  
PRC  Restrooms  
UIAC  Locker rooms  
901  Break room  
Lake House  Bathrooms  
Brookens  Locker rooms  
Meadowbrook Barn  Garden Pavilion Restrooms  
Sports Fields (outdoors)  Nearest building interior  
1011 E Kerr St.  Restrooms / any interior room  
 
Lightning  
Lightning is a violent act of nature that can cause serious injury and death. In most instances, people 
injured by lightning are not directly hit. These non-direct hit injuries are caused by transients, currents 
that flow through people in the vicinity of lightning strikes to the ground. Lightning strikes occur most 
frequently during the spring and summer months when thunder storms are prevalent. It is the policy of 
the Park District that all persons supervising outdoor activities be aware that when lightning or thunder 
is observed or heard, outdoor programs should be suspended and everyone should seek appropriate 
shelter. The same holds true for any employee working outside, if lightning or thunder is observed or 
heard, employees should stop what they are doing and seek appropriate shelter. Employees should 
adhere to the following procedures and guidelines:  
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If outdoors, you should:  
1. Avoid water and all metal objects.  
2. Avoid high ground and open spaces.  
3. Avoid standing near tall or metal objects such as fences, light poles, or power lines.  
4. Seek shelter in a building or in a fully enclosed metal vehicle such as a car, truck or van with the 
windows completely shut. The employee should return to their operations base if possible.  
5. Remain in the shelter area for 30 minutes after the last sign of lightning or sound of thunder.  
6. If you feel your skin tingle or your hair stand on end, squat low to the ground on the balls of your feet. 
Place your hands on your knees with your head between them. Make yourself as small a target as 
possible and minimize your contact with the ground.  
 
 
If indoors, you should:  
1. Stand clear from doors and windows.  
2. Avoid contact with sinks, faucets, and related piping.  
3. If possible, turn off and stay away from electrically powered items.  
4. Do not attempt to unplug electrical cords.  
5. Use telephones for emergency use only.  
6. Remain inside until the storm has passed.  
 
Outdoor Program  
Instructors and supervisors should listen to current weather forecasts the morning of any outdoor 
planned activities so that employees can be alert to changing weather conditions. Instructors should 
also follow the following steps whenever possible.  
1. Monitor weather conditions as they appear on the horizon.  
2. Monitor weather radios when possible.  
3. Designate buildings that can be used when severe weather occurs.  
4. Plan alternative indoor activities for camps and related programs.  
 
In the event lightning is spotted, thunder is heard, or a lightning warning system is sounded, all activity 
must be stopped and the following must be followed: 
1. Whenever lightning is observed or thunder is heard, outdoor activity should be suspended for a 
minimum of 30 minutes after the last sign of lightning or thunder is noted.  
2. If a lightning warning system is present, follow the procedure specific to that system and location.  
3. Do not resume activity until 30 minutes following the last sight of lightning or sound of thunder.  
4. Follow IHSA Severe Weather Safety Guidelines when applicable.  
5. Pools and deck areas need to be evacuated at the Crystal Lake Park Family Aquatic Center.  
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URBANA PARK DISTRICT 
ALCOHOL AND DRUGS PROCEDURE 
 
as written in the Safety Manual under Appendix A 

 

APPENDIX A - BLOODBORNE PATHOGENS AND INFECTIOUS DISEASES GUIDELINES  
 
These guidelines are based on an extensive review of currently available data, including 
recommendations from and guidelines published by the Centers for Disease Control, the American 
Academy of Pediatrics, the U.S. Public Health Service and the office of the Surgeon General, as well 
as regulations as adopted by the Illinois Department of Labor ("IDOL") with respect to bloodborne 
pathogens. These guidelines may be revised as deemed appropriate, as additional information 
becomes available.  
 
Communicable diseases are a hazard to which all humans are constantly exposed. The existence, 
transmission, infection and severity of associated illness varies according to the type of disease. In 
recent years concern has been demonstrated over the "bloodborne pathogens." The Hepatitis B 
Virus ("HBV") has been a concern for many years; however, more recently, the Human 
Immunodeficiency Virus ("HIV"), which can also cause Acquired Immunodeficiency Syndrome 
("AIDS"), has emerged as one of the most serious bloodborne pathogens.  
The District recognizes that the AIDS epidemic is a genuine health crisis. It is the District's desire to 
exercise appropriate measures to assist in the prevention of the spread of the disease and to 
minimize workplace exposure to the disease. The existence of the crisis, however, does not warrant 
panic, hysteria or unreasonable measures which could have the effect of unnecessarily diminishing 
the quality of the services provided by the District to the public or the dignity of the people it 
serves. The District acknowledges its desire and obligation to respond effectively to the genuine 
concerns of the public consistent with its obligation to discharge its duties in accordance with 
applicable laws.  
 
While serving the public, park and recreation agencies and their employees are subject to situations 
where communicable disease exposure and transmission is possible. The points of exposure involve 
staff and members of the public alike.  
 
The District further recognizes that employees with life-threatening illness, or infectious diseases 
including but not limited to AIDS and Hepatitis B, may wish to continue to engage in as many of 
their normal pursuits as their condition allows, including work. As long as these employees are able 
to meet acceptable performance standards, and medical evidence indicates that their condition is 
not a health threat to others, the District believes it should take affirmative steps to reasonably 
ensure that they are treated consistently with other employees.  
 
The following guidelines are intended to assist the District in achieving a reasonable balance 
between individual and societal concerns relating to AIDS, Hepatitis B, and other communicable 
diseases as they pertain to the operations of the District. They are not intended to create, and shall 
not be construed as creating contractual or other obligations on the part of the District or rights on 
the part of employees, program participants or park users, which are not already (and independent 
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of the promulgation of these guidelines) imposed by law. 
 
I. COMMUNICABLE DISEASES  
 
Bloodborne pathogen disease and infectious diseases which can pose a threat to children and 
adults include the following: 
 
Disease           Transmission 
  
Bloodborne Pathogen Diseases  
Human Immunodeficiency Virus (HIV) and AIDS  
Hepatitis B Virus (HBV)  
 
Other Infectious Diseases  
Chicken Pox (Varicella)  

Infected Bodily Fluids  
Infected Bodily Fluids  
Respiratory Secretions & Lesion Secretions  

Meningitis  Respiratory Secretions  
Mumps  Respiratory Secretions  
Measles (Rubeola)  Respiratory Secretions  
Pneumonia  Respiratory Secretions  
Salmonellosis  Food Handling  
Tuberculosis  Airborne Droplets  
Whooping Cough (Pertussis)  Respiratory Secretions  

 

Human Immunodeficiency Virus (HIV/AIDS) and Hepatitis B Virus (HBV) are bloodborne pathogen 
diseases. Although the other listed diseases are not regarded as bloodborne pathogen diseases, 
they can become serious if unrecognized and untreated. Many are common to children and exhibit 
signs and symptoms that are identifiable (e.g., measles result in spots). Sound hygienic practices are 
necessary to prevent the spread of these diseases.  
 
II. PARTICIPATION IN DISTRICT PROGRAMS BY PERSONS INFECTED WITH THE HIV AND HBV 
VIRUSES, AND AIDS  
 
A. General  
1. Persons shall not be asked whether they are infected with the HIV or HBV viruses or AIDS in 
registering for any program. In view of current evidence regarding HIV, AIDS or HBV transmission, 
infected persons should not be routinely excluded from or restricted with respect to any program. 
Decisions regarding participation shall be considered on a case-by-case basis and be individualized 
to the person and setting as would be done with any participant with a special health problem. In 
making such determination, the following factors should be considered:  
a. The nature of the risk (how the diseases are transmitted);  
b. The duration of the risk (how long is the carrier infectious); 

c. The severity of the risk (what is the potential harm to third parties); what is the affected person's 
physical condition, behavior and ability to control the means by which the disease may be 
transmitted;  
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d. The probabilities that the disease(s) will be transmitted and will cause varying degrees of harm;  
e. The possibility of increased risk to the infected participant of contraction of opportunistic 
diseases as the result of a compromised immune system or the possibility of other health or safety 
risks to such person by virtue of diminished physical or mental capacity attributable directly or 
indirectly to such infection(s).  
2. Decisions regarding participation shall, to the extent practicable, be made using the team 
approach including the infected person (unless a minor), the person's physician, public health 
personnel, appropriate District personnel designated by the Director, and, in the case of a minor, 
the minor's parent(s) or legal guardian(s), District legal counsel and, if requested by the infected 
person (or if same be a minor, by the infected person's parent or legal guardian) the infected 
person's legal counsel (the "review team"). In each case the stage of infection and condition of the 
infected person will be assessed and the risks and benefits to both the infected person and to 
others participating in the particular program should be weighed. The Director will make the final 
decision after consideration of the review team's recommendations.  
3. Restrictions on or temporary exclusions from participation may be advisable or become 
necessary in the event the infected person has a condition which increases the risk of discharge of 
bodily fluids, including blood, or has open or discharging skin wounds or rash that cannot be 
covered, or is incapable of controlling body functions, or exhibits any other conditions or behaviors 
which the review team determines may materially increase the health or safety risks for other 
participants or the infected person.  
4. If the Director determines that no change is warranted in the person's participation, he may 
continue in that program. The review team may recommend that the person's condition and/or 
behavior be monitored. The review team may re-evaluate the person's participation at any time 
and confirm or modify its recommendations to the Board.  
5. If the Director determines that it is inadvisable for the person to continue participation, he will be 
removed from the program and return of the program fees handled in compliance with the 
District's current refund policy and procedure.  
 
III. PRIVACY CONSIDERATIONS  
 
A. The infected person's right to privacy shall be respected including maintaining confidential 
records. These records are not subject to disclosure under the Freedom of Information Act. The 
number of persons affiliated with the District who know the identity of the infected person will be 
kept to a minimum. Only the members of the review team and those personnel who the review 
team determines have a need to know of the infected person's condition to assure proper care and 
precaution should be told the identity of the person. Personnel should be reminded that no 
information regarding the identity or condition of the person is to be discussed with anyone 
including, without limitation, their spouses, other family members, or District personnel other than 
personnel specifically designated by the Director. The legal ramifications to both the employee 
involved and the District of a breach of confidentiality should be clearly explained to employees.  
B. Unless the infected participant (or parent or legal guardian if the infected person is a minor) or 
District employee gives written permission, the District will not advise the public or program 
participants or their parents of the participation in its programs or the employment by the District 
of a person infected with the HIV or HBV virus, or AIDS. However, if the above noted permission is 
given and depending on the circumstances, the District may consider advising the public in 



Administrative Procedure Manual 
12-11-12 
Director Approved, 9-27-2013  

whatever means it deems appropriate of the participation in its program or the employment of a 
person (no name or sex identification) infected with the HIV or HBV virus, or AIDS. The message 
should communicate current evidence concerning both the transmission of HIV or HBV and invite 
questions or comments. Depending on the circumstances the District may determine to hold one or 
more special meetings to address public concerns. The decision to inform the public or program 
participants or their parents should be made only after consultation with District legal counsel.  
C. Apart from a public meeting, all inquiries from the public concerning the participation of persons 
with HIV, HBV or AIDS in District programs should be directed to a single District spokesperson - the 
Director. No other person associated with the District should divulge any information concerning 
the participation in its programs of persons infected with the HIV or HBV virus, or AIDS, other than 
to point out that the District believes confidentiality for the person, family and staff directly 
involved is absolutely essential and that the District has received and is receiving expert medical 
and legal advice.  
 
IV. EDUCATION AND TRAINING  
 
A. In order to minimize workplace exposure to, and prevent the spread of, infectious diseases while 
avoiding unnecessary panic, discrimination, or inappropriate reaction to the District's 
implementation of preventative measures, the District believes education and training of District 
personnel is essential. Training sessions and materials shall be made available to all employees 
periodically or at an employee’s request, at no cost. The educational sessions and materials should 
include current information about what the HIV virus, the HBV virus and AIDS are, how they are 
spread, how to avoid contact with these viruses, and what to do when a possible contact occurs. 
The materials should also explain and stress the need for confidentiality.  
In particular, the District's training program may include:  
1. An accessible copy of the text of IDOL's regulations relating to bloodborne pathogens, and an 
explanation of their contents;  
2. A general explanation of the spread, prevention and symptoms of bloodborne diseases; 
3. An explanation of the modes of transmission of bloodborne pathogens;  
4. An explanation of the District's Exposure Control Plan relating to bloodborne pathogens, and the 
means by which employees can obtain a copy of the plan;  
5. An explanation of the appropriate methods of recognizing the tasks and other activities that may 
involve employee contact with blood or other potentially infectious materials;  
6. An explanation of the use and limitations of methods by the District that will prevent or reduce 
exposure, including work practices and personal protective equipment;  
7. Information on the types, proper use, location, removal, handling, decontamination and disposal 
of personal protective equipment;  
8. An explanation of the basis for the selection of personal protective equipment;  
9. Information on the hepatitis B vaccine, including information on its efficacy, safety, method of 
administration, the benefits of being vaccinated, and that the vaccine and vaccination will be 
offered by the District to its employees who have been exposed to blood or other potentially 
infectious materials while performing their District job duties free of charge;  
10. Information on the appropriate actions to take and persons to contact in an emergency 
involving blood or other potentially infectious materials;  
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11. An explanation of the procedure to follow if any employee comes into contact with blood or 
other potentially infectious materials, including the method of reporting the incident and the 
medical follow-up that will be made available;  
12. Information on the post-exposure evaluation and follow-up that the District will provide for the 
employee if he comes into contact with blood or other possibly infectious materials; and  
13. An opportunity for interactive questions and answers with the person conducting the training 
session.  
B. The precautionary procedures set forth in Section VII below and their rationale should be 
explained to employees. Employees should be encouraged to seek further information as desired 
and be provided with a list of other available sources of information and assistance. The District will 
maintain a record of all training sessions, including the names of the employees attending. All staff 
and volunteers should be provided written copy (by posting or otherwise) and service training with 
respect to the following precautionary procedures and advised that failure to comply with these 
procedures may subject an employee/volunteer to disciplinary action, including termination of 
employment/volunteer services. All staff/volunteers should be required to sign the compliance 
statement included with this policy indicating their understanding of the procedures and agreement 
to comply with them. 
C. The District recognizes that the use of personal protective equipment ("PPE") helps prevent or 
reduce occupational exposure to infectious materials. PPE will be considered appropriate only if it 
does not permit blood or other potentially infectious materials to pass through or reach employees' 
work clothes, street clothes, undergarments, skin, eyes, mouth, or other mucous membranes under 
normal conditions or use and for the duration of time which the PPE will be used.  
D. The District will provide training on, make accessible, and require the use of PPE at no cost to its 
employees.  
E. The District has identified the following employees/positions which may have a need for PPE:  
1. Good Samaritan First Aiders  
2. Park Police/Rangers  
3. Health Club Supervisors  
4. Lifeguards  
5. Recreation Specialists (SRA)  
6. Day Care Workers  
7. Day Camp Program Leaders  
8. Custodians  
9. Coaches for Contact Sports  
F. Personnel Protective Equipment which will be made available and kept in first aid kits include:  
1. Disposable Latex Gloves  
a. Gloves should be worn in any situation in which there is potential hand contact with blood.  
b. Gloves should be checked for holes, tears, or punctures before wearing.  
c. Hands should be washed immediately after removing gloves.  
d. Disposable gloves should never be washed or decontaminated for reuse.  
e. Hypoallergenic gloves will be made available where needed.  
f. Utility gloves may be decontaminated and used again. They should not be reused if they are 
cracked, torn, peeling, or punctured.  
2. Goggles, glasses, or protective shields  
3. CPR Micro shields/Respirators  
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G. Other PPE such as smocks, coveralls, material removal apparatus, etc. will be purchased for the 
employee should the need arise (i.e., job description change). 
 
V. HOUSEKEEPING  
 
The District shall use its reasonable best efforts to ensure that each worksite is maintained in a 
clean and sanitary condition and shall develop and implement an appropriate written schedule for 
cleaning and methods of decontamination based upon the location of the worksite, the type of 
surface to be cleaned, the type of soil present, and the tasks or procedures being performed in the 
area. In particular, all equipment and working surfaces must be cleaned and decontaminated after 
contact with blood or other potentially infectious materials. An appropriate disinfectant shall be 
used to decontaminate any work surface immediately or as soon as feasible after any known spill of 
blood, and at the end of the work shift if the surface may have become contaminated since the last 
cleaning.  
 
VI. PRECAUTIONS  
 
Because other infections in addition to the HIV virus, the Hepatitis B virus and AIDS can be present 
in blood or non-intact skin or exposed body tissue, excrement or other body fluids, the following 
routine procedures are required when handling blood (e.g., cleansing of and applying first aid to 
open wounds, stopping a nose bleed), excrement or urine (cleaning up "potty accidents" of young 
children), or other body fluids. It is to be emphasized that these procedures are required for all 
persons, not just those who may be infected with the AIDS virus or other infectious diseases. 
Precautionary procedures for handling blood and body fluids should be predicated on the 
assumption that all blood/body fluids are infectious. These procedures should be followed and 
enforced routinely.  
 
A. General Procedures  
1. Hand washing is one of the most important techniques for preventing the spread of disease. 
Hand washing should be done frequently by staff, volunteers, and participants and is required 
before and after food preparation, after toileting, after contact with any body fluids, etc. The 
District will provide single-use towels or hot air drying machines for such hand washing. Where soap 
and water is not available, antiseptic wipes may be used, followed as soon as possible by washing 
with soap and water.  
2. Non-sterile gloves which are puncture-resistant and impervious to blood must be worn. Such 
gloves should be immediately available for use in areas where need is most predictable (first aid 
kits, near changing tables in day-care facilities, etc.). Care should be taken to avoid any bodily 
contact with blood or other bodily fluids of other persons. In particular, exposure of open skin 
lesions or weeping dermatitis or mucous membranes to blood or body fluids should be avoided. 
Even though gloves are used, hands must be washed with soap and water immediately and 
thoroughly after the gloves are removed.  
3. Soiled surfaces and recreational materials of any kind (including e.g., van/bus seats, exercise 
mats, changing tables, etc.) should be promptly cleaned with disinfectants such as household 
bleach (diluted 1 part bleach to 10 parts water). Bleach should not be placed directly on large 
amounts of protein matter (urine, stool, blood, sputum, etc.) in order to protect the employee from 
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noxious fumes. Therefore, large quantities of bodily waste or fluids should be cleaned up prior to 
disinfecting. If a mop is used, it should be rinsed in the disinfectant. These surfaces should be 
routinely cleaned and disinfected at the end of each work shift.  
4. Disposable towels or tissues should be used whenever possible. After use they should be 
saturated with the disinfectant and disposed of in plastic bags rather than unlined containers.  
5. When wiping up, emptying regular trash or washroom waste or sanitary napkin containers or 
cleaning up sharp objects (e.g., broken glass), employees must wear non-sterile, puncture-resistant 
gloves.  
6. Employees should avoid placing their hands in trash or waste containers in order to "pack down" 
the trash and should otherwise handle trash with care. Puncture-proof or puncture-resistant gloves 
should be worn when emptying trash or garbage receptacles.  
7. All cuts and open wounds should be covered following basic first aid procedures. Protective 
coverings, band-aids, bandage, etc. should be worn by all staff, volunteers or participants and 
provided by the District. Staff and volunteers are responsible for providing protective coverings to 
participants who have open lesions.  
8. Sharing of personal items, such as combs, brushes, toothbrushes, lipstick, etc., should be avoided. 
Whenever possible, disposable items (e.g., cups and utensils) should be provided and not be shared 
by others.  
9. Disinfectant should be stored in a safe area that is inaccessible to participants. (Note: Material 
Safety Data Sheets should be maintained for each disinfectant.)  
10. Documentation of incidences of contact with blood or other body fluids should be made 
whether or not a participant or employee is known to have a communicable disease.  
11. Hand soap and disposable towels or tissues and gloves should be available at all facilities.  
 
B. Procedures for Cleaning Up Blood or Other Body Fluid Spills  
1. Wear disposable gloves which should be discarded following cleanup. When disposable gloves 
are not available or unanticipated contact occurs, wash hands and other affected areas with soap 
and water immediately after contact.  
2. Clean and disinfect soiled area immediately using paper towels, soap and water.  
3. Disinfect area with 70%-90% isopropyl alcohol solution, or 1 to 10 chlorine bleach solution, or 
quest.  
4. Rinse clothing soaked with body fluids and place in a plastic bag to be sent home.  
5. Place soiled sanitary napkins in plastic bags, secure and dispose. 
6. Place paper towels and disposable gloves in plastic bags and dispose of same.  
7. Wash hands and other skin that may have come in contact with bodily fluids thoroughly with 
soap and water or other antiseptic hand cleanser or flush eyes or other mucous membranes with 
water, immediately or as soon as feasible following contact of such body areas with blood, body 
fluids or other potentially infectious materials.  
8. In situation where bleeding due to lacerations, cuts, etc. must be immediately controlled, persons 
administering first aid should provide patients with compress material and encourage them to 
administer self-help through direct pressure on their wound(s).  
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C. Procedures for the Use of CPR Mouthpieces  
The CPR Mouthpiece is designed to prevent direct physical contact between the user and victim. 
Mouthpieces will be provided by the District under conditions where staff/volunteers may be 
required to administer CPR.  
1. Follow instructions for use that are provided with the mouthpiece.  
2. If using a disposable mouthpiece, discard after use in an appropriate receptacle.  
3. If using a reusable mouthpiece, clean in disinfectant solution of 70%-90% isopropyl alcohol, then 
rinse with water.  
4. Wash hands immediately or as soon as feasible after removal and disposal of mouthpiece.  
 
D. Food Handling  
1. Maintain a clean area in the kitchen for serving food.  
2. Utensils should be washed, rinsed and sanitized prior to food preparation.  
3. Maintain a separate area of the kitchen for cleanups.  
4. All leftover food, dishes, and utensils should be treated as if they were contaminated.  
5. Pour liquid into sink drains.  
6. Place disposable dishes in plastic-lined, covered receptacles.  
7. Rinse dishes and utensils with warm water before placing them into dishwashers.  
8. Rinse recyclable materials (e.g., cans, bottles) prior to placing them in recycle bins.  
9. Clean sinks, counter tops, tables, chairs, trays, and other areas; follow up by applying an 
approved disinfectant. 
10. Wash hands prior to removing clean dishes from the dishwasher or from cabinets.  
 
E. Hepatitis B Virus Vaccination and Post Exposure Evaluation and Follow-up  
The District will make available, prior to exposure to blood or other potentially infectious material, 
the Hepatitis B vaccine and vaccination series to all employees who have reasonably anticipated 
skin, eye, mucous membrane, or parenteral contact with blood or other potentially infectious 
material that may result from the performance of their job duties, at no cost to the employees. 
Pursuant to an opinion letter issued by the IDOL and guidance from the federal Occupational Safety 
and Health Administration National Office, the District has identified no employees as having 
reasonably anticipated occupational exposure for purposes of being offered the hepatitis-B vaccine 
and vaccination series prior to actual exposure to blood or other potentially infectious materials 
resulting from the performance of their job duties. The District will notify affected employees if the 
IDOL hereafter determines that it is required to offer the Hepatitis B vaccine and vaccination series 
to any classification of employees prior to exposure to blood or other potentially infectious 
materials and/or the District determines that it should offer the hepatitis-B vaccine and vaccination 
series to certain classification(s) of employees prior to such actual exposure. If the District so offers 
such employees the Hepatitis B vaccine and vaccination series and an employee declines to be 
vaccinated, he must sign the attached declination form, which the District will retain as part of that 
employee's record. In addition, if any employee actually comes into contact with blood or other 
potentially infectious materials, the District will provide a confidential medical evaluation and 
follow-up, again at no cost to the employee. Hepatitis B vaccinations and post-exposure evaluation 
and follow-up will be provided at a reasonable time and place, by or under the supervision of a 
licensed physician, and utilizing an accredited laboratory. Evaluation and follow-up will include at 
least the following elements:  
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1. Documentation of the route(s) of exposure, and the circumstances under which the exposure 
occurred;  
2. Identification and documentation of the individual who was the source of the blood or other 
potentially infectious material with which the employee came into contact;  
3. Prompt testing of the source individual's blood, with his consent, to determine whether he or she 
is infected with the HIV or HBV virus, with the results being communicated in confidence to the 
exposed employee;  
4. Collection and testing of the exposed employee's blood with his consent, for HIV and HBV;  
5. Post-exposure preventive measures, when medically indicated, as recommended by the U.S. 
Public Health Service, counseling, and evaluation of reported illnesses.  
The Director will provide the health care professional who is responsible for an employee's 
Hepatitis B vaccination, or for an exposed employee's post-exposure evaluation, with a copy of the 
IDOL regulations. The Director will also provide the health care professional who is responsible for 
an exposed employee's post-exposure evaluation with:  
1. A description of the employee's duties as they relate to the exposure incident;  
2. Documentation of the route(s) of exposure and the circumstances under which exposure 
occurred;  
3. Results of the source individual's blood testing, if available; and,  
4. All medical records relevant to the appropriate treatment of the employee, including his or her 
HBV vaccination status, which are the District's responsibility to maintain.  
The Director will obtain and provide to the employee a copy of the written opinion of the health 
care professional who performs a post-exposure evaluation within 15 days of its completion.  
 
VII. INCIDENT RECORDS  
 
To the extent practicable, the District will keep records noting incidents of employee contact with 
blood or other potentially infectious materials, and of non-compliance with these guidelines by 
employees observed during routine monitoring of the workplace. To the extent monitoring reveals 
a failure to follow recommended precautions, further education of the employee involved should 
be provided, and if such non-compliance is of a nature that poses a threat to the health or safety of 
other employees or the public, disciplinary action up to and including dismissal may be taken.  
 
In particular the District will maintain two categories of records:  
1. Medical records. The Director will establish and maintain or cause to be established and 
maintained an accurate record concerning each employee who may come into contact with blood 
or other possibly infectious materials, including the employee's name and Social Security number, 
his or her Hepatitis B vaccination record, including any declination form signed by the employee, 
and a copy of the results of all examinations, medical testing and follow-up procedures following an 
actual contact with blood or other possibly infectious materials. These records shall be maintained 
during the duration of an employee's employment, plus an additional 30 years, and shall be kept 
confidential, except with the express written consent of the employee or as may be required by 
law.  
2. Training Records. The Director will maintain or cause to be maintained a record of the dates of all 
employee training sessions, the contents or a summary of these sessions, the names and 
qualifications of the persons conducting the sessions and the names and job titles of all persons 
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attending the sessions. These records shall be maintained for a period of three years after the 
training occurs. 
 
VIII. STATE REGULATIONS  
 
The Illinois Department of Labor (IDOL) has adopted regulations to protect employees from 

exposure to bloodborne pathogens, including the Human Immunodeficiency Virus (HIV) and the 

Hepatitis B Virus (HBV). To the extent that these regulations differ from the foregoing procedures, 

the District will comply with whatever standard is most strict. 
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URBANA PARK DISTRICT 

ALCOHOL AND DRUGS PROCEDURE 

 

as written in the Personnel Policy Manual under section 8.10 Drugs and Alcohol 

 

This Policy expresses the District’s desire to satisfy the requirements of the federal and state 

Drug Free Workplace Acts (41 USCA §701 et seq. and 30 ILCS 580/1 et seq.).  

 

The District has implemented a Drug and Alcohol Abuse Policy in response to overwhelming 

evidence that drug and alcohol abuse has a detrimental effect on employees’ health, job 

performance, safety, and efficiency. Since District employees operate, supervise, and maintain 

parks, facilities, programs, and equipment for use by members of the public and perform 

services that may have a direct effect on the health and safety of members of the public and 

fellow employees, the District wishes to assure the health and safety of its patrons and 

employees.  

 

The District is committed to a workplace that is free from the influence of alcohol and illegal 

drugs. Employees are prohibited from using, possessing, selling, purchasing, providing, 

manufacturing, or being under the influence of illegal drugs. 

 

Employees may only take prescription drugs when such drugs are legally prescribed for them. 

Employees are responsible for investigating the potential side effects of any medication they 

use and taking appropriate action to ensure that the use of the medication does not present a 

danger to themselves or others in the workplace or during working hours. If the prescription 

drug has the potential of causing safety problems, the Supervisor may grant the employee sick 

leave or temporarily assign the employee to non-hazardous duties, as long as the employee is 

taking the prescription medicine and there is temporary work that needs to be completed. 

 

Employees are prohibited from consuming or being under the influence of alcohol or controlled 

substances at any time during the workday, including unpaid lunch breaks or while operating 

District equipment or a District-owned or rented vehicle or while on District property.  

 

The purpose of this policy is to inform employees of the District’s investigation, treatment, and 

disciplinary policy relating to drugs and alcohol. All employees are expected to comply with and 

abide by these policies.  
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Any employee who violates this policy will be subject to appropriate disciplinary action up to 

and including termination. 

 

The District adopts as a part of its Personnel Policy the “Drug and Alcohol Compliance Testing 

Policy and Procedures” as set forth in Appendix A of the Manual. The purpose of the 

compliance testing policy and procedures is to comply with the Federal Motor Carrier Safety 

Administration (FMCSA) regulations on drug and alcohol abuse as set forth in 49 CFR Part 40 

and Part 382.  

 

This policy does not replace any of the provisions or requirements of the District's Drug and 

Alcohol Compliance Testing Policy for positions that require a commercial driver’s license (CDL). 

District employees who operate District commercial motor vehicles and possess a commercial 

driver’s license have special responsibilities necessitated by the fact that they operate vehicles 

that require additional skill and attentiveness over that of non-commercial motor vehicles. As 

part of its continuing commitment to safety and to comply with federal law, the District has 

established a controlled substance and alcohol testing policy for District positions that require a 

commercial driver’s license ("CDL Testing Policy – See Appendix B"). The District recognizes that 

it is important to establish programs to help prevent accidents and injuries resulting from the 

misuse of alcohol or use of controlled substances by drivers of commercial motor vehicles. 

 

The CDL Testing Policy is in addition to and supplements and complements rather than 

supersedes all other District policies, rules, procedures, and practices, including without 

limitation this Drug and Alcohol Abuse Policy. However, for persons to whom the CDL Testing 

Policy applies, in the event of any conflict between any of the provisions of the CDL Testing 

Policy and the provisions of any other District policy, rule, procedure, or practice, the provisions 

of the CDL Testing Policy will control. 
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URBANA PARK DISTRICT 
DRUG AND ALCOHOL COMPLIANCE TESTING POLICY AND PROCEDURES 
 
PURPOSE 
This Policy also expresses the District's desire to satisfy the requirements of the federal and state Drug 
Free Workplace Acts (41 USCA §701 et seq. and 30 ILCS 580/1 et seq.).  In accordance with these 
statutes and concerns, the District has resolved to maintain a drug free workplace. 
 
The purpose of this Policy is to inform employees of the District's investigation, treatment, and 
disciplinary policy relating to Drugs and Alcohol.  As such, all District employees will abide by its terms.  
As with all policies in this Manual, this Policy is subject to periodic addition, modification, or deletion. 
 
This Policy does not replace any of the provisions or requirements of the District's Controlled Substance 
and Alcohol Testing Policy for positions that require a commercial driver's license (CDL).  (See Appendix 
B.) 
 
ACTS PROHIBITED  
The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance, 
including cannabis and alcohol, is prohibited on District property or while acting on behalf of the District. 
 
DEFINITIONS 
For purposes of this Policy, the following definitions apply: 
A. Alcohol means any substance containing any form of alcohol including, but not limited to:   

ethanol, methanol, propanol, and isopropanol. 
B. Cannabis is defined as provided in the Cannabis Control Act (720 ILCS 550/1 et seq.), which 

provisions are specifically incorporated in this Policy by reference. 
C. Controlled Substance means a controlled substance in schedules I through V of section 812 of Title 

21 of the United States Code, which provisions are specifically incorporated in this Policy by 
reference. 

D. Criminal Drug Statute means a criminal statute involving the manufacture, distribution, 
dispensation, possession, or use of any controlled substance or cannabis. 

E. Director is the Executive Director of Parks and Recreation of the District. 
F. District Property means any building, park, gym, pool, office, common area, open space, vehicle, 

parking lot, or other area owned, leased, managed, used, or controlled by the District.  District 
Property also includes property used by District patrons while on District sponsored events or field 
trips or property of others when presence thereon by the District employee is related to 
employment with the District. 

G. Drugs mean Legal Drugs and controlled substances, including cannabis. 
H. Legal Drugs mean prescription drugs and over-the-counter drugs which have been obtained legally 

and are being used in the manner and for the purpose for which they were prescribed or 
manufactured. 

I. Medical Facility means any physician, laboratory, clinic, hospital, or other similar entity. 
J. Policy means this Drug and Alcohol Abuse Policy of the District. 
K. Possess means to have either in or on an employee's person, personal effects, desk, files, or other 

similar area. 
L. Public Safety Responsibility means a position in which the nature of an employee's duties is such 

that impaired perception, reaction time, or judgment may place a member or members of the public 



Administrative Procedure Manual 
Director Approved, 9-27-13 

or other employees at risk of serious bodily harm or is responsible for the administration or 
enforcement of alcohol/drug policies. 

M. Under the Influence means that the employee is affected by alcohol or drugs in any determinable 
manner.  A determination of being under the influence can be established by a professional opinion, 
a scientifically-valid test, a layperson's opinion, or the statement of a witness. 

 
VOLUNTARY TREATMENT 
It is the responsibility of each employee to seek assistance before Alcohol or Drug problems lead to 
disciplinary action.  The District will not discipline an employee who voluntarily seeks treatment for a 
substance abuse problem if the employee is not in violation of the District’s Policy or other rules of 
conduct.  Seeking such assistance will not be a defense for violating the District’s Policy, nor will it 
excuse or limit the employee’s obligation to meet the District’s policies, rules of conduct, and standards 
including, but not limited to, those regarding attendance, job performance, and safe and sober behavior 
on the job.  Employees who suffer from Alcohol or Drug abuse are encouraged to consult voluntarily 
with District management and undergo appropriate medical treatment.  Participation in such treatment 
will be at the employee's expense, although some of these expenses may be covered under the 
employee's group health plan.  Employees should see Human Resources for details.  District 
management will attempt to keep such voluntary discussions and medical treatment confidential in 
accordance with this Policy. 
 
SCREENING AND TESTING 
The District may require employees whose job functions require them to operate or maintain vehicles or 
machinery, handle hazardous or toxic materials or substances of any kind, or have Public Safety 
Responsibility to be screened or tested on a random basis or may require any employee to be screened 
or tested following a workplace accident involving a possible violation of safety rules, during and after 
an employee's participation in an alcohol or drug counseling or rehabilitation program, or upon 
reasonable suspicion that the employee is under the influence of  
Alcohol or Drugs.  The screening or testing will be conducted by a Medical Facility selected by the 
District at the District's expense.  The screening or testing may require an analysis of the employee's 
breath, urine and/or blood, or such similar substance as the Medical Facility may recommend.  
Employees who undergo Alcohol or Drug screening or testing will be given the opportunity, prior to the 
collection of a specimen or other testing, to disclose the use of Legal Drugs and to explain the 
circumstance of their use.  If an initial test is positive, a second test will be conducted from the same 
sample.  A confirmed positive Drug and/or Alcohol test may result in disciplinary action up to and 
including termination.  
 
Each employee and prospective employee may be required to sign a separate consent form requested 
by the Medical Facility conducting the screening or testing.  Refusal to sign any requested consent form 
will result in non-hire or disciplinary action up to and including termination as deemed appropriate by 
the District in its sole discretion under the circumstances. 
 
TREATMENT 
If the Medical Facility recommends treatment, the District may, depending on the circumstances as 
determined in the sole discretion of the District, give the employee one (1) opportunity to undergo 
treatment offered by a clinic or trained professional mutually acceptable to the District and employee.  
 
Participation in such treatment will be at the employee's expense.  The employee must enter the 
treatment program within ten (10) days from the time of recommendation of treatment.  The District 
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may reinstate the employee provided that the employee submits a statement issued by the Medical 
Facility certifying successful completion of the treatment program, that the employee is released to 
return to work, and that the employee agrees to all conditions of reinstatement as determined by the 
District, which may include, but is not limited to, future Alcohol and/or Drug testing. 
 
USE OF LEGAL DRUGS 
Any employee who operates or maintains a vehicle or machinery, handles hazardous materials or 
substances of any kind, or has Public Safety Responsibility and who has taken a Legal Drug must report 
the use of such Legal Drug to their immediate Supervisor if the Legal Drug may cause drowsiness or if it 
may alter judgment, perception, or reaction time.  The burden is on the employee to ascertain from the 
employee's doctor or pharmacist whether or not the Legal Drug may have such a potential side effect.  
The information will be retained by the District in a confidential manner and will be disclosed only to 
persons who need to know.  The employee's immediate Supervisor, after conferring with the 
Department Head or Director, will decide whether or not the employee may safely continue to perform 
the job while using the Legal Drug.  Failure to declare the use of such Legal Drugs may be cause for 
discipline up to and including termination. 
 
NOTICE OF CONVICTIONS 
Any employee who is convicted of violating any federal or state criminal drug statute must notify the 
Director within five (5) days of such conviction.  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 or Cannabis.  Failure to notify the Director may subject 
the employee to disciplinary action up to and including termination. 
 
DISCIPLINE/PENALTIES FOR VIOLATION 
A. An employee who reports to work or is found during working hours to be or to have been Under the 

Influence of Alcohol, Controlled Substances, or Cannabis or who manufactures, possesses, uses, sells 
or dispenses Alcohol, Controlled Substances, or Cannabis while on District property or while acting 
on behalf of the District, is convicted of a drug-related crime, causes financial or physical damage to 
the District property, its employees or patrons as the result of Alcohol or Drug abuse, or fails to 
report the use of Legal Drugs in accordance with this Policy, will be subject to discipline up to and 
including termination.  The District may require the employee to successfully complete an Alcohol 
and/or Drug abuse assistance or rehabilitation program approved for such purposes by the District 
and by a federal, state, or local health law enforcement or other appropriate agency.  An employee 
who participates in a treatment program will be expected to meet job performance standards and 
comply with all rules established by the District.  Participation in a treatment program will not, in 
itself, protect the employee from disciplinary actions should job performance remain unsatisfactory. 

B. In addition to the examples of misconduct that may subject an employee to disciplinary action 
contained in this Policy and the Manual, the District will discipline an employee up to and including 
termination for the following:  
1. If the employee refuses to submit to diagnosis, testing, or screening upon request of the District;  
2. If the employee tampers in any way with the specimen given to the Medical Facility for purposes 

of Alcohol or Drug screening or testing;  
3. If the Medical Facility recommends treatment and the employee refuses to undergo such 

treatment;  
4. If, while undergoing treatment, the employee fails or refuses to follow the course of treatment;  
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5. If the employee, during the course of or following treatment, is again Under the Influence of 
Alcohol or Drugs in violation of this Policy; or,  

6. If the employee fails to notify the Director of a conviction for violating any federal or state 
criminal drug statute in accordance with the "Notice of Conviction" section of this Policy. 

 
INSPECTIONS 
In order to assure that employees comply with the prohibition on manufacturing, distributing, 
dispensing, possessing, or using Alcohol, Controlled Substances, or Cannabis, employees may be subject 
to inspection as follows: 
A. Lockers, desks, files, vehicles, equipment and other containers and property owned or leased by the 

District and which an employee is permitted to use during employment with the District are and 
remain the property of the District.  Employees are not permitted to keep Controlled Substances, 
Cannabis, or Alcohol in or on such property.  Any such property reasonably suspected of having or 
holding such substances is subject to search by the District. 

B. Any refusal to submit to such an inspection will be treated as an act of insubordination and may 
result in disciplinary action up to and including termination. 

 
RECORDS 
The District will maintain medical records relating to Alcohol or Drug abuse, diagnosis, and treatment 
confidential and in a file separate from the regular personnel files.  Access will be limited on a need-to-
know basis.  The District will not disclose these records to persons outside the District without the 
employee's consent unless disclosure of the records is necessary for legal or insurance purposes. 
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DRUG AND ALCOHOL PROCEDURES FOR CDL EMPLOYEES 
D.O.T. DRUG AND ALCOHOL PROCEDURE 
 
AFFECTED EMPLOYEES 
A. The following employees are subject to these Drug and Alcohol procedures, restrictions, and 

requirements:  All employees who have a valid commercial driver’s license (CDL) as a condition of 
employment and operate a commercial vehicle for the District.  This includes Regular Full-Time and 
Part-Time Employees. 

B. The above employees are subject to these procedures and regulations at all times while on duty 
including all overtime. 

 
EMPLOYEE REQUIREMENTS (382.201-215)   
To meet the D.O.T. regulations, the following requirements are placed upon affected employees:  
A. Affected employees will not consume any product containing Alcohol or Controlled Substances 

while on duty. 
B.  Affected employees will not report for duty while there is any Alcohol or Controlled Substance in 

their system (unless the use is pursuant to the instruction of a physician who has been informed of 
the affected employee’s job duties and has advised the affected employee that the substance does 
not adversely affect his/her ability to safely perform his/her job). 

C.  Affected employees will not possess any product containing Alcohol or Controlled Substances while 
on duty. 

D. Affected employees cannot report for duty within four (4) hours of having consumed Alcohol and 
may not perform safety-sensitive functions (this includes but is not limited to operating motor 
vehicles or equipment) within four hours (4) after using Alcohol. 

E. Affected employees must immediately report for testing when so ordered and must cooperate with 
testing personnel and procedures. 

F.  Affected employees must agree to release testing results to the District and to the substance abuse 
professional (S.A.P.) and to release the S.A.P.’s report to the District. 

G. Affected employees cannot consume Alcohol for eight (8) hours following an accident involving a 
death or an accident for which the employee received a moving violation for their operation of a 
commercial class vehicle which contributed to the accident or until the employee undergoes a post-
accident or Controlled Substance test, whichever occurs first.  The employee must remain available 
for testing for a period of eight (8) hours for an Alcohol test or seventy-two (72) hours for a 
Controlled Substance test. 

 
TESTS PERFORMED   
Detailed descriptions of the testing procedures are contained in 49 CFR Part 40 and Part 382.  A brief 
description of the testing procedure follows. 
A. Alcohol Test - 

1. Employee immediately reports to the designated testing facility, shows a photo identification 
card, and signs testing form. 

2. Employee blows into Alcohol testing device.  If employee cannot exhale sufficient quality of air 
through the machine for a complete test, a medical exam will be performed. 

3. If test results are negative, the employee returns to work.  Results will be reported to the 
Business Office. 
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4. If test results are positive, another test will be performed after a fifteen (15) minute wait but 
before twenty (20) minutes.  The employee may not eat or drink anything or belch during the 
waiting period for the retest. 

5. If retest results are negative, test is reported to the Business Office as negative. 
6. If retest results are positive, the test results are immediately reported to the Business Office. 

B. Controlled Substances Test - Testing will only be performed for the five (5) Controlled Substances 
prohibited by the D.O.T. regulations:  marijuana, cocaine, opiates, amphetamines, and 
phencyclidine. 
1. Employee immediately reports to the designated testing facility, shows a photo identification 

card, and signs the testing form. 
2. Employee provides a urine sample.  If unable to provide sufficient quantity for testing, the 

employee will be asked to drink water--up to twenty-four (24) ounces in two (2) hours--and 
attempt again. 

3. Hospital personnel will perform required testing to verify that the specimen sample has not 
been tampered with.  The employee returns to work. 

4. Sample is sent to lab where it is split in half.  A screening test is performed on a portion of one 
(1) of the sample splits.  If negative results are obtained, the testing is reported as negative to 
the medical review officer (M.R.O.), who in turn reports negative results to the Business Office. 

5. If screening tests are positive, sophisticated confirmation testing is performed on the rest of the 
split sample.  Results are reported to the M.R.O.  If negative, the M.R.O. reports a negative 
result to the Business Office. 

6. If the results are positive, confirming the presence of one (1) of the five (5) Controlled 
Substances, the M.R.O. will contact the employee to talk over the results of the test to 
determine if there is a legitimate clinical reason for the presence of the Drug and will decide if 
test results are negative or positive.  If the employee cannot be reached by the M.R.O., the 
Director will be contacted to tell the employee to contact the M.R.O.  If contact is not made in 
seventy-two (72) hours, the M.R.O. will determine the test results as positive.  The M.R.O. 
reports to the Director test results as positive or negative. 

7. If test results are positive, the employee will be removed from duties of operating or 
maintaining a commercial class vehicle.  The employee has seventy-two (72) hours in which to 
request a retest of the second split sample and can request that the split sample be tested at a 
second lab.  A negative retest of the split sample will cancel the first positive results. 

 
SIX CIRCUMSTANCES UNDER WHICH TESTING WILL BE PERFORMED 
A. Pre-employment Testing (382.301, 382.413) - 

1. Before a new employee is hired or before an existing employee may be transferred to a position 
in which operating or maintaining a commercial class vehicle is required, both Alcohol and 
Controlled Substance testing is required. 

2. If an employee has not been in a random testing pool for one (1) month, then Alcohol and 
Controlled Substance testing must be performed before the employee may operate or maintain 
a commercial class vehicle. 

3. Alcohol test results must be below 0.04 and Controlled Substances negative or the employee 
cannot be hired to the position without a substance abuse professional evaluation.  There is no 
requirement that the prospective employee be hired or that they see the M.R.O. or S.A.P., but 
an attempt must be made to inform the prospective employee of the test results and to seek an 
evaluation. 

4. In addition to submitting to testing, the prospective employee must supply the District with the 
names of all firms for which they have been employed in the previous two (2) years operating or 



Administrative Procedure Manual 
Director Approved, 9-27-13 

maintaining commercial class vehicles.  The prospective employee must cooperate fully with the 
District in obtaining from each of the previous employer’s results of any positive test, S.A.P.’s 
reports, and any refusals to test. 

B. Random Testing (382.305) - 
1. All affected employees will be placed in a pool from which random selections for testing will be 

made.  Random testing will be for both alcohol and controlled substances. 
2. The annual rate of testing for the entire pool will be as directed by the U.S. Secretary of 

Transportation, currently ten percent (10%) per year for Alcohol and fifty percent (50%) per year 
for illegal Drugs.  

3. Every employee in the selection pool has an equal chance of being selected each time a drawing 
is made. 

4. Selection for testing will be performed on a sufficiently random basis by the District. Employees 
will not know when testing is complete for the year nor when to anticipate the next selection. 

5. A surplus of names will be generated so that another selection may be made in place of an 
employee who is temporarily on leave. 

C. Reasonable Suspicion Testing (382.307) - 
1. When a Supervisor has reason to believe that an employee has Alcohol or Controlled Substances 

in their system, they contact another maintenance Supervisor (or equally trained Supervisor), 
who will also observe the employee.  If both Supervisors are in agreement, the employee will be 
driven to the designated testing facility for Alcohol or Controlled Substances testing as 
appropriate. 

2. The Supervisor’s determination must be based upon specific, describable, and current 
observations of the employee’s appearance, behavior, speech, or body odor.  Possession alone 
is not sufficient cause to require the employee to submit to testing. 

3. When a reasonable suspicion determination has been made, the employee must immediately 
stop operation or maintenance of a commercial class vehicle for twenty-four (24) hours or until 
a negative test result, whichever comes first. 

4. The employee will be informed of his or her right to consent or refuse testing and the 
consequences of refusing testing or failing an Alcohol or Drug test.  The employee will be asked 
to review and sign a Consent/Refusal Form. 

5. The Supervisor calls the designated testing facility to advise that the employee will be reporting 
for the testing. The employee under suspicion must be accompanied to the testing facility, 
preferably by a Supervisor. 

6. If an employee refuses to submit to a test, he will be required to call someone to drive him 
home.  If unable to find someone, a cab will be called.  The District will pay for the cab with 
reimbursement by the employee when he returns to work.  If the employee insists on driving 
himself, the local police department will be called and notified. 

7. Testing for Alcohol reasonable suspicion should be performed within two (2) hours but cannot 
be conducted if eight (8) hours have passed since the determination was made.  A written 
report must be submitted to the Director for the file explaining why testing was not performed 
within two (2) hours.  Controlled Substances testing should be performed as soon as possible 
but not after thirty-two (32) hours since the determination was made. 

8. The Supervisor(s) making the determination must submit a signed written description citing the 
specific observations which led to the reasonable suspicion testing.  The written description 
should be submitted before the test results have been received. 

D. Post-Accident Testing (382.303) - 
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1. A surviving driver of a commercial class vehicle involved in an accident in which a death 
occurred or for which the driver received a ticket for the operation of their commercial vehicle 
having contributed to the accident will be tested for both Alcohol and Controlled Substances. 

2. The driver will remain readily available for testing after an accident until thirty-two (32) hours 
have passed or unless a Supervisor advises that testing will not be necessary. 

3. A driver cannot consume any alcohol within eight (8) hours following an accident unless a 
Supervisor advises that no testing will be required or testing has already been performed. 

4. If a death occurs or a driving citation is issued, Alcohol testing will be performed within two (2) 
hours if possible but at least within eight (8) hours, and Controlled Substance testing will be 
performed within thirty-two (32) hours.  A written record must be submitted to the file 
explaining why Alcohol testing could not be performed within two (2) hours if such is the case.  
If no testing was performed, then a written record must be submitted to the file stating why not 
testing was done. 

E. Return-to-Duty Testing (382.309) - Alcohol and Controlled Substances testing with negative test 
results (less than 0.02 alcohol) will be required of all affected employees who either: 
1. Have been removed from duty of operating or maintaining a commercial class vehicle for 

refusing to test or testing positive for Controlled Substances or Alcohol greater than 0.04. 
Employees will be responsible for all costs associated with this classification of return-to- duty 
testing; or 

2. Have not been in a random testing pool for more than 30 days, i.e., employees who have been 
on extended leave. 

F. Follow-up Testing (382.311, 382.605) - 
1. Any affected employee who has refused to test or who has tested positive for Controlled 

Substances or greater than 0.04 Alcohol content and has been determined by an S.A.P. to 
require help in dealing with their substance abuse problem will be subject to follow up testing. 

2. The Director will order the affected employee to immediately report for surprise Alcohol or 
Controlled Substance (or both) testing at the frequency prescribed by the S.A.P.  The Director 
will advise the S.A.P. of the test results.  The duration of surprise testing will continue as long as 
required by the S.A.P. to a maximum of five (5) years. 

3. At a minimum, six (6) unannounced tests will be required within the first twelve (12) months of 
return to duty.  This minimum must be conducted regardless of whether the S.A.P. deems no 
more testing is required. 

4. Employee is responsible for all costs associated with follow-up testing. 
 

CONSEQUENCES OF FAILED OR REFUSED TESTS 
A. An employee will be immediately removed from duty upon the employee’s refusal to cooperate 

with testing procedures or upon receipt of positive test results.  Employees who refuse to submit to 
testing or fail an Alcohol or Drug test are subject to disciplinary action up to and including 
termination.  

B. The employee selects an S.A.P.  The employee is responsible for payment to the S.A.P. and 
subsequent counseling and rehabilitation.  The employee’s medical insurance may be used to help 
pay for these services.  A list of S.A.P.’s will be provided the employee; however, the employee is 
free to choose any certified S.A.P. 

C. The employee signs a release allowing the District to release the test results to the S.A.P. and signs a 
release for the S.A.P. to report back to the Director. 

D. The S.A.P. will report back to the Director that the employee: 
1. Does not require any help in dealing with a substance abuse problem, in which case the 

employee may be returned to full duty. 
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2. That the employee requires and is cooperating with continued counseling and rehabilitation and 
may return to full duty or may not yet return to full duty. 

3. That the employee requires but is not cooperating with counseling and rehabilitation and may 
not return to duty. 

E. The employee is responsible for obtaining any counseling or rehabilitation prescribed by the S.A.P. 
and must provide appropriate releases for counseling and rehabilitation professionals to report back 
to the S.A.P.  Employees are advised that the U.S. D.O.T. regulations require that the additional 
counseling and rehabilitation not be performed by any business entity in which the S.A.P. has a 
financial interest. 

F. When the S.A.P. reports to the Director that the employee may return to full duty of operating and 
maintaining commercial class vehicles, the employee must: 
1. Test negative in return-to-duty Alcohol or Controlled Substances testing (or both tests if so 

indicated by the S.A.P.). 
2. Continue with any rehabilitation therapy if so prescribed by the S.A.P. 
3. Test negative in unannounced follow up testing as prescribed by the S.A.P. or at a minimum six 

(6) tests in the first twelve (12) months of returning to duty as ordered by the Director. 
 
REQUIRED TRAINING 
A. All affected employees will be informed of the new D.O.T. regulations and these policies and 

procedures to implement the regulations.   
B. All supervisory personnel will receive training in recognizing physical signs of Alcohol misuse and 

Controlled Substance use prior to any employee being ordered to submit to reasonable suspicion 
testing by that Supervisor.  

C. All employees will sign a receipt that they attended the training.  The receipt will be kept in District 
records. 
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URBANA PARK DISTRICT DRUG AND ALCOHOL COMPLIANCE TESTING FORM 

 

I hereby voluntarily consent to submit to drug and/or alcohol screening or testing by a physician, clinic, hospital, 

laboratory or medical facility chosen by the Urbana Park District  (“District”) at the District’s expense to determine 

if I have alcohol or any controlled substance or cannabis in my system as outlined in the Drug and Alcohol 

Compliance Testing Policy (“Policy”). I hereby consent to the physician, clinic, hospital, 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, hospital, 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 District official or a designated 

representative, but to no other person without my written consent as outlined in the Policy. If the results of such 

testing indicate that I have violated the District’s Drug and Alcohol Compliance Testing Policy, I understand that I 

will be subject to disciplinary action up to and including termination. 

 

If I test positive for a drug which may be legally prescribed for prescription use, I hereby further consent to allow 

the Medical Review Officer of the medical facility which administered the test to contact my physician or 

pharmacist to verify my reported use of legally-prescribed drugs. I authorize my physician or pharmacist to provide 

the District or its agents with any current prescription bottles or physician’s letters authorizing the use of any such 

medicines, which many explain the positive test results, and I will execute any consent or authorization forms which 

may be required. I understand that the legal use of certain prescription drugs may disqualify me from certain jobs 

due to safety risks. 

 

In consideration of my employment or continued employment, I hereby release and agree to hold the District and its 

elected officials, Commissioners, officers, members and agents harmless against any, and all claims, charges or 

causes of action whatsoever I now have or may have in the future which may arise from this testing or from any 

investigation or personnel action related to or arising out of any such testing. 

 

I also acknowledge receiving, reading and understanding the District’s Drug and Alcohol Compliance Testing 

Policy and Procedures. 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 District the use of legal drugs as required by the 

policy, may result in non-hire or disciplinary action, up to and including termination. I further acknowledge that I 

have read this consent form carefully and that I am signing of my own free will. 

 

Employee Printed Name:            

 

Employee Signature:             

 

Witness Signature:            

       

Date:               /              /                  Employee Refuses to Sign (X if applicable):                               
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URBANA PARK DISTRICT 

NEW REGULAR BENEFIT ELIGIBLE FULL-TIME AND PART-TIME EMPLOYEE PROCEDURE 

 

New hire regular benefit eligible full-time and part-time employee orientation consists of three (3) 

sections. 

 

The three (3) sections are as follows: 

 Administrative 

 Supervisor 

 Area/Facility Specific 

The Administrative section consists of the completion of required documentation to work for the 

Urbana Park District.  This includes completion of employee packet paperwork and benefit paperwork.  

It also consists of receiving a copy of the signed offer letter and distribution of the Personnel Policy 

Manual and Safety Manual through CD form.  The Administration staff is responsible for completing this 

section.  This section is to be completed at the Administration Office (Cottage) in Leal Park. 

 

The Supervisor section is a guideline checklist in which Supervisor’s may follow if they choose.  This 

section of orientation pertains to all regular employees in all divisions and facilities within the park 

district.  Supervisors may choose to add to this guideline checklist for certain facilities or positions.  It is 

the Supervisor of the new employee’s responsibility to: 

- Review the Personnel Policy Manual and the Safety Manual as well as have them sign the 

Acknowledgement and Receipt forms.  The Acknowledgement and Receipt forms should be returned to 

the Administrative Office. 

-Review the employee’s Position Description and have them sign-off on it.  The employee should receive 

a copy of the Position Description and the signed copy should be returned to the Administrative Office. 

-Take the employee on a tour of all of the Urbana Park District’s facilities and parks. 

-Review the Organizational Chart educating the employee on who is who at the park district. 

-Ensure the employee gets a picture identification badge. 

-Educate the employee about the Urbana Park District’s different programs, activities, services, etc. 

-Review the Salary Worksheet with the employee and have them sign-off on it.  The salary worksheet 

should be returned to the Administration Office. 

-Go over position specific components such as but not limited to:  computer access, office/work area, 

telephone/voicemail set-up, access to keys, timesheet, dress code, work hours, parking, etc. 

-Create and coordinate a Training Schedule with the new employee.   

 

The Area/Facility Specific section is unique to the facility in which the employee is working out of. 



ADMINISTRATIVE GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

7-24-2013 alj   

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

 

Employee Name:      

Start Date:    

 Health Insurance:  Health Alliance
o Standard Plan vs. Premium Plan vs. Family Plan
o Opt-Out:  receive portion of the cost of the medical insurance premium

 Must have proof of insurance 
o Early retiree who meet certain criteria continue to participate on district’s group 

health insurance until age 65 
 Dental Insurance:  Delta Dental 

o Network Plan vs. Premier Plan 
 Retirement:  Illinois Municipal Retirement Fund (IMRF) 

o Tier I vs. Tier II 
o Disability Benefits 
o Life Insurance Policy 
o Voluntary Additional Contribution 

 Benefit Planning Consultants (BPC) 
 Deferred Compensation Plan:  Nationwide 
 AFLAC 
 Life Insurance:  Assurant (only Regular full-time employees) 
 Death Leave 
 Employee Assistance Program (EAP) 
 Urbana Municipal Credit Union 
 28 Paid Leave Days per Year 

o Employees are not eligible to use paid leave until 3 months after employment 
o Urbana Park District Holidays (7 holidays), sick days, personal business days, 

vacation days, etc. 
o Full-time Employees vs. Part-time Employees 

 Acute Illness Leave 
o Critical illness, care for eligible family member including paternity, maternity or 

adoptive child leave, etc. 
o Full-time Employees vs. Part-time Employees 
o Service credit for IMRF 

 Fee Reductions 
 Fitness and Wellness Program (only Regular full-time employees) 
 Tuition, Books, and Fee Reimbursement  

Benefits Checklist: 
Full-time and Part-time Employees 



ADMINISTRATIVE GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

6-17-13 alj   
 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

 

Employee Name:      

Start Date:    

Six (6) Month Evaluation Date:    

Increase Amount on Evaluation Date:     

 Employee Paperwork Packet
o Date of Completion/Initials/Comments:

 Benefits Paperwork 
o Date of Completion/Initials/Comments:

 Distribution of Personnel Policy Manual and Safety Manual electronic CD and 
Acknowledgement and Receipt Forms 

o Date of Completion/Initials/Comments:
 Copy of Signed Offer Letter 

o Date of Completion/Initials/Comments: 
 Salary Worksheet

o Date of Completion/Initials/Comments:

Administrative Checklist: 
Full-time and Part-time Employees 



 
ADMINISTRATIVE GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

 

Administration Office    Anita Purves Nature Center  Brookens Gymnasium      Phillips Recreation Center   Planning & Operations Urbana Indoor  
303 W. University Ave  1505 N. Broadway 1776 E. Washington  505 W. Stoughton    1011 Kerr Ave    Aquatic Center 
Urbana, IL  61801    Urbana, IL  61801    Urbana, IL  61802 Urbana, IL  61801    Urbana, IL  61802  102 E Michigan Ave 
(217) 367-1536   (217) 384-4062  (217) 255-8601 (217) 367-1544     (217) 344-9583    Urbana, IL  61801 

         (217) 384-7665 
 1/11/12 CRR & AI 
 

6-13-2013 alj   
 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 
 
 

Employee Name:      
Start Date:   
 

    Employee Record Form  
 

    Direct Deposit Authorization  OR  Chase Payroll Card    (Complete only one)  
Only one should be complete.  If Direct Deposit is chosen, they will need to have a void check or 
letter from their bank indicating proof of the account. 

 
    Form W-4 

 
    Form IL W-4   

 
    Form I-9 Employment Eligibility Verification 

Make sure both section 1 and 2 are completed correctly.  They also need to have photocopies 
made of the documents that they are using.  The documents must be unexpired or they are not 
acceptable.  This form needs to be complete within three days of hire or they are not eligible to 
work. 
 

    IMRF Enrollment Eligibility 
This form needs to be completed fully and correctly.  Make sure they indicate how many hours 
they are intending to work on the form. 
 

    Auto Insurance Information  
Any employee who will be using a Park District or personal vehicle for Park District business of any 
kind requires this form.  The Park District requires a copy of the employee’s insurance card and 
Drivers License attached to the form.   

 
    Criminal Background Check - Consent and Release 

A criminal background check and results acceptable to the Park District is a condition of 
employment.  You may not begin work until the results of the criminal background check are 
returned.  

  
    (if applicable) CCRS Medical Form and DCFS Background Check 

To be completed at the direction of your supervisor. 

Employee Packet Checklist: 
Full-time and Part-time Employees 
 



SUPERVISOR GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj   

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

 

Employee Name:      

Position:       

Start Date:    

 Personnel Policy Manual and Safety Manual Overview
o Acknowledgement and Receipt form

 Position Description Overview 
o Sign-off form 

 Salary Worksheet 
 Mission 
 Vision 
 Park District Funding 

o 85% property taxes 
o 15% fees and charges 

 Accidents 
o Personal Injures 
o Property 
o Vehicle 

 Tour of all Urbana Park District Facilities and Parks 
 Urbana Park District Programs/Activities/Services 
 Picture Identification Badge 
 Review of Organizational Chart (Who’s Who) 
 Position Specific 

o Computer Access 
 General Login 
 Email Address 
 Program Software 

 Class/ActiveNetwork 

  Applitrack 

 AS400 
 Intranet Navigation 

o Office/Work Area 
o Telephone/Voicemail Set-Up 
o Access to Keys 

 Building Security Codes 
o Timesheet 
o Dress Code/What to Wear 
o Work Hours/Overtime 
o Parking 

District-Wide Checklist: 
Full-time and Part-time Employees 



SUPERVISOR GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj   

 Personal Vehicles 
 UPD Vehicles 

o Training Schedule Set-Up with Supervisor and other District Staff 
o If applicable: 

 Order Business Cards 
 Order Name Plaque 
 Cell Phone Allowance 
 Purchase Card 
 Mileage Reimbursement 
 Purchase Order 

 
 

Supervisor Sign-Off:         Date:   



Anita Purves Nature Center GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj, ckl   

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

Employee Name:      

Employee Signature:      

Start Date:    

 Tour of Nature Center
o Reception Area
o Field Station and Observation Room
o Nature Lore Store
o Meeting /Class Rooms
o Staff Offices
o Workroom and Mailboxes
o Office Supplies and Equipment
o Restrooms and Coat Rack 
o Resource Room and Basement
o Outdoor Classroom Spaces

 Introductions of Nature Center Team and Programs 
o Office/Work Area 
o Primary Functions 
o Environmental Education Programs 
o Environmental Public Programs 
o Special Events 
o Live Animal Care 

 Emergency Procedures
o Emergency Contact List
o First-Aid Kits
o Flashlights
o Evacuation Procedures
o Fire Extinguishers
o AED
o Emergency Exits
o Weather Emergencies
o Accidents/Incidents

 Public
 Staff
 Forms

o Animal Care
 Nature Center Alarm System
 Keys
 Parking

Anita Purves Nature Center 



Anita Purves Nature Center GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj, ckl   

 Payroll/Timesheets
 UPD-Drug Free Workplace Policy
 UPD-Harassment and Discrimination Policy
 UPD-Use of Computer Policy



Supervisor Sign-Off:         Date:   







AQUATICS (URBANA INDOOR AQUATIC CENTER) GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj, lar 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

 

Employee Name:      

Employee Signature:      

Start Date:    

 Tour of UIAC
o Office/Work Area(s)
o Mailbox
o Office Supplies and Equipment
o Restrooms
o Kitchen Area
o Meeting Space

 Introductions of Recreation Team and Programs 
o Office/Work Area(s) 
o Primary Functions 
o Aquatic Programs 
o Special Events 

 Emergency Procedures
o Emergency Contact List
o First-Aid Kits
o Flashlights
o Evacuation Procedures
o Fire Extinguishers
o AED
o Weather Emergencies
o Accidents/Incidents

 Public
 Staff
 Forms

o Emergency Action Plan
o Standard Operating Procedure

 UIAC Alarm System (if applicable)
 Keys
 Parking
 Payroll/Timesheets
 UPD-Drug Free Workplace Policy
 UPD-Harassment and Discrimination Policy
 UPD-Use of Computer Policy



Supervisor Sign-Off:         Date:   

Urbana Indoor Aquatic Center 
Recreation-Aquatics 



BROOKENS GYMNASIUM GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj, ajr 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

 

Employee Name:      

Employee Signature:      

Start Date:    

 Tour of Brookens
o Office/Work Area
o Mailbox
o Office Supplies and Equipment
o Restrooms
o Gym Space & Stage
o Meeting Space

 Tour of Fields
o Prairie
o Canaday
o Ambucs
o Soccer Sites
o Lighting and Storage 

 Introductions of Staff Team and Programs 
o Office/Work Area 
o Primary Functions 
o Athletic Programs 
o Special Events 

 Emergency Procedures
o Emergency Contact List
o First-Aid Kits
o Flashlights
o Evacuation Procedures
o Fire Extinguishers
o AED
o Emergency Exits
o Weather Emergencies
o Accidents

 Public
 Staff
 Forms

 Alarm System
 Keys

Brookens Gymnasium: 
Recreation-Athletics 



BROOKENS GYMNASIUM GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj, ajr 

 Parking
 Payroll/Timesheets
 UPD-Drug Free Workplace Policy
 UPD-Harassment and Discrimination Policy
 UPD-Use of Computer Policy



Supervisor Sign-Off:         Date:   



DARIUS E. PHEBUS ADMINISTRATION OFFICE (COTTAGE) GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-06-2013 alj   

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

 

Employee Name:      

Employee Signature:      

Start Date:    

 Tour of Cottage
o Office/Work Area
o Mailbox
o Office Supplies and Equipment
o Restrooms
o Kitchen Area
o Meeting Space

 Introductions of Administration Team 
o Office/Work Area 
o Primary Functions 

 Emergency Procedures
o Emergency Contact List
o First-Aid Kits
o Flashlights
o Evacuation Procedures
o Fire Extinguishers
o Emergency Exits
o Weather Emergencies
o Accidents/Incidents

 Public
 Staff
 Forms

 Cottage Alarm System
 Keys
 Parking
 Payroll/Timesheets
 UPD-Drug Free Workplace Policy
 UPD-Harassment and Discrimination Policy
 UPD-Use of Computer Policy



Supervisor Sign-Off:         Date:   

Cottage in Leal Park: 
Administration Office 



PLANNING AND OPERATIONS GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj   

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

Employee Name:      

Employee Signature:      

Start Date:    

 Tour of Planning & Operations
o Office/Work Area
o Vehicle Storage
o Mailbox
o Office Supplies and Equipment
o Restrooms
o Kitchen Area
o Meeting Space

 Introductions of Grounds/Construction/Facilities  
o Office/Work Area 
o Shops 
o Primary Functions 

 Emergency Procedures
o Emergency Contact List
o First-Aid Kits
o Flashlights
o Evacuation Procedures
o Fire Extinguishers
o AED
o Emergency Exits
o Weather Emergencies
o Accidents/Incidents

 Public
 Staff
 Vehicle
 Forms

 Planning and Operations Alarm System
o Key Code
o Keys

 Parking
 Payroll/Time Sheets
 UPD-Drug Free Workplace Policy
 UPD-Harassment and Discrimination Policy
 UPD-Use of Computer Policy
 Vehicle/Cell Phone Reimbursement 

Planning and Operations: 
 



PLANNING AND OPERATIONS GUIDELINE 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 alj   

 Equipment Rental
 Recycling
 Vehicles

o Assigned
o Checklist

 Gas
 Shop Tools



Supervisor Sign-Off:         Date:   





PHILLIPS RECREATION CENTER 
New Regular Full-time and Part-time Employee Orientation 

9-6-2013 ajr, alj 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 

Employee Name:      

Employee Signature:      

Start Date:    

 Tour of Phillips
o Office/Work Area
o Mailbox
o Office Supplies and Equipment
o Restrooms
o Meeting Space

 Introductions of Staff Team and Programs 
o Office/Work Area 
o Primary Functions 
o Recreation Programs 
o Special Events 

 Emergency Procedures
o Emergency Contact List
o First-Aid Kits
o Flashlights
o Evacuation Procedures
o Fire Extinguishers
o AED
o Emergency Exits
o Weather Emergencies
o Accidents/Incidents

 Public
 Staff
 Forms

 PRC Alarm System
 Keys
 Parking
 Payroll/Timesheets
 UPD-Drug Free Workplace Policy
 UPD-Harassment and Discrimination Policy
 UPD-Use of Computer Policy



Supervisor Sign-Off:         Date:   

Phillips Recreation Center: 
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URBANA PARK DISTRICT 

AUTHORIZATION TO CONTACT MEDIA PROCEDURE 

 

as written in the Personnel Policy Manual under section 2.23 Public Relations 

The major goals of public relations are to increase public involvement in the planning, 
implementation, and evaluation of District services and to increase support of the District's and 
the community’s long-term needs. No employee shall make a policy or policy interpretation 
statement to a representative of the media without prior knowledge and approval of the 
Director.  
 

As personnel of the District, each employee serves as a representative of the District to any 
individual with whom they come in contact. It is expected that each employee be a credit to 
and exhibit loyalty to the District. Employees are expected to be courteous with the public and 
with all fellow employees.  
 
All employees are expected to bear in mind that the District is an agency serving the public and 
that the goodwill and support of the community is of utmost importance. Courteous 
relationships with all users of park facilities must, therefore, be a principal concern of all 
employees. Employees should notify their Supervisor of any difficulties encountered in their 
dealings with members of the public.  

 
Public complaints should be handled promptly and courteously. Complaints should be handled 
in accord with the procedures established by the Director.  
 

All requests from the media (television, radio, print, etc.) for interviews should be directed to 
the professional employee responsible for public information and marketing, who will 
determine the best employee to be interviewed with the assistance of the Director or 
Department Head.  
 



Administrative Procedure Manual 
 2-5-13 ajr 
Director Approved, 9-27-13  

URBANA PARK DISTRICT 

ABUSED AND NEGLECTED CHILD REPORTING PROCEDURE 

 

Policy: 

It is the policy of the Urbana Park District to fully comply with the State of Illinois Abused and 

Neglected Child Reporting Act codified in 325 ILCS 5/1 et seq.  Under the Act, recreational 

program and facility personnel are mandated reporters.  As such, the District will make every 

reasonable effort and precaution to prevent, detect and handle cases of suspected child abuse 

and neglect for children who participate and use District programs, areas and facilities and will 

ensure that any such cases get reported to the Illinois Department of Children and Family 

Services (DCFS) in accordance with the Act.  Employees of the District shall sign an 

acknowledgement Form stating that they are familiar with their responsibilities as mandated 

reporters under the Act.  

 

Procedure: 

An acknowledgment form must be signed by all full and part-time employees and retained on 

file by the District, indicating that they have knowledge and understanding of the Abused and 

Neglected Child Reporting Act Requirements. 

All full-time and part-time personnel must receive training and sign an acknowledgment of 

understanding of their role as a mandated reporter. 

Administrative/supervisory staff will make periodic, unannounced visits to program sites to 

observe staff interaction with children and the behavior of the individual children. 

All reports of child neglect or abuse will be reported as soon as possible to DCFS, and an 

incident report will be completed and sent to the program coordinator.  The program 

coordinator should maintain a copy and submit the report to the Superintendent of Recreation 

and the Executive Director.  Details of the report shall not be discussed with other staff or 

participants. 
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STATEMENT OF PURPOSE  
FOR COLLECTION OF SOCIAL SECURITY NUMBERS 

BY THE URBANA PARK DISTRICT 
 

The Identity Protection Act, 5 ILCS 179/1 et seq., and the Identity-Protection Policy of the Urbana Park 
District (“District”) require the District to provide an individual with a statement of the purpose or 
purposes for which the District is collecting and using the individual’s Social Security number (“SSN”) 
anytime an individual is asked to provide the District with his or her SSN or if an individual requests it. 
This Statement of Purpose is being provided to you because you have been asked by the District to 
provide your SSN or because you requested a copy of this statement. 
 

Why are we collecting your Social Security number? 

You are being asked for your SSN for one or more of the following reasons: 

 Wage and Tax Statement (Form W-2) 

 State and Federal Tax Withholding forms (W-4) 

 Request for Taxpayer Identification Number and Certification (Form W-9) 

 I-9 Identification form 

 State of Illinois New Employee Reporting requirements 

 Miscellaneous Income Form 1099-MISC 

 All Illinois Municipal Retirement Fund (IMRF) forms 

 Employee Record Form 

 Authorization for Electronic Entries to Chase Payroll Card 

 Flexible Spending Account Enrollment Form 

 Health/dental insurance enrollment and change forms 

 Childcare Resources Services (CCRS)/Department of Children and Family Services (DCFS) 
Fingerprint form 

 Contractor Prevailing Wage documents including Certified Transcript of Payroll 
 

What will we do with your Social Security number? 

We will only use your SSN for the purpose for which it was collected. 

We will not: 

 Sell, lease, loan, trade, or rent your SSN to a third party for any purpose; 

 Publicly post or publicly display your SSN; 

 Print your SSN on any card required for you to access our services; 

 Require you to transmit your SSN over the Internet, unless the connection is secure or 
your SSN is encrypted; or 

 Print your SSN on any materials that are mailed to you, unless State or Federal law 
requires that number to be on documents mailed to you. If mailed, your SSN will not be 
visible without opening the envelope in which it is contained. 

 

If you have questions or complaints about this Statement of Purpose submit them to: 
EXECUTIVE DIRECTOR: 
Urbana Park District 
303 W. University Avenue 
Urbana, IL 61801 
217-367-1536 
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URBANA PARK DISTRICT  
EMPLOYEE COMPLAINT PROCEDURE 
 
The Urbana Park District understands that employees need a formal way to express 
their concerns and complaints. Employees can arrange for a meeting with their direct 
supervisor/department head to file a formal complaint. If they complaint is about the 
individuals supervisor/department head, another staff member can lead the interview 
(HR).  
 
Employee complaints can include issues with other UPD employees, work hours, work 
conditions, assigned tasks, and any other issues that are disrupting the work 
environment.  
 
The supervisor/department head completing the interview needs to properly fill out the 
complaint form. This individual should only write what the interviewee says, not 
anything that is inferred or implied. The individual issuing the complaint must be 
notified of the action taken regarding the complaint if no action can be taken within 48 
hours. The complainant must always be called and informed of the action being taken.  
 
Complaints will be stored in the personnel file of the employee issuing the complaint.  



 

 

 

 

 

 

 

 

 

 

 

 

  □ Anita Purves Nature Center □ Lake House □ Planning and Operations Facility 

  □ Brookens Gymnasium □ Phillips Recreation Center □ Urbana Indoor Aquatic Center 

  □ Darius E. Phebus □ CLP Family Aquatic Center □ Other: (Please List) 

        Administration Building 

 

 

 

Date of Incident Incident or Barrier 

 
 
 

Please describe the particular way in which you believe you have been denied any service, program, or 
recreation activity, or have otherwise been discriminated against because of, or  related to, a disability. Please 
specify dates, times of incidents, and names or positions of district employees involved. Please provide names, 
addresses, and telephone numbers of any witnesses. Please attach additional pages if necessary.  

   

   

   

   

   

   

   

   

   

   

IF YOU NEED HELP COMPLETING THIS FORM, CONTACT THE URBANA PARK DISTRICT’S ADA COORDINATOR. PLEASE RETURN 
COMPLETED FORM TO:  ADA Coordinator, 1311 W. Church Street, Champaign, IL 61820, (217) 239-1152 

Full Name (Please Print) __________________________________________________________Date __________________  

Address _______________________________________City ____________________ State ______ Zip _____________   

Phone (______)_________-___________  Email ___________________________________________________________ 

Full Name (Please Print) __________________________________________________________Date __________________  

Address _______________________________________City ____________________ State ______ Zip _____________   

Phone (______)_________-___________  Email ___________________________________________________________ 

Alternate Contact 

 

Complainant Contact 
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URBANA PARK DISTRICT 
EMPLOYEE SERVICE ANIMALS PROCEDURE 
 
The following procedures implement this policy with regard to the use of service animals by District 
employees with disabilities. 
 
Employees may request to have a service animal as a workplace accommodation. Employees must 
contact Human Resources to address this accommodation. 
 
A service animal is defined as any dog that has been individually trained to perform tasks for the benefit 
of a person with a disability. Exceptions may be made by the District on a case-by-case basis in 
accordance with the law. Tasks may include, but are not limited to, guiding individuals with impaired 
vision, alerting individuals with impaired hearing to sounds, alerting an individual to the presence of 
allergens, pulling a wheelchair, or retrieving dropped items.  Dogs that are not trained to perform tasks 
that mitigate the effects of a disability, including dogs that are used purely for emotional support, are 
not considered service animals.  
 
The employee must be the partner/handler of the service animal.  The two (2) work as a cohesive team 
in accomplishing the tasks of daily living. 

 
The District will make accomodations to modify policies, practices, and procedures to permit the use of 
a service animal by an employee with a disability. 
 
Temporary Exclusion of an Employee’s Service Animal: 

a. In response to an immediate concern, the District’s Human Resources or Director may 
determine that a service animal must be temporarily removed from sites, Parks, or facilities. 
Human Resources or the Director will notify the employee of this decision and the action 
will be reported immediately to the District ADA Coordinator (or designee). 

b. The District ADA Coordinator will investigate all reported concerns where service animals 
have been temporarily removed from sites, Parks, and facilities. The District ADA 
Coordinator will consult with appropriate District staff and determine whether or not the 
animal should be excluded for an extended period of time or permanently. The District ADA 
Coordinator and either Human Resources or the Director will notify the employee of his or 
her decision. 

c. If it is appropriate for the animal to be excluded from sites, Parks, and facilities permanently, 
the District ADA Coordinator will ensure the employee receives appropriate 
accommodations in place of the use of a service animal. 
An employee who does not agree with the resolution may file an appeal or formal complaint 
following the District grievance process. 

 
Employees with medical issues (such as respiratory diseases) who are affected by animals should 
contact Human Resources or their immediate supervisor if they have a concern about exposure to a 
service animal. The individual making the complaint will be asked to provide medical documentation 
that identifies a disability and the need for an accommodation. The appropriate District staff will 
facilitate a process to resolve the conflict that considers the needs and conditions of all persons 
involved. 
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URBANA PARK DISTRICT 

ACTIVE EMPLOYEE IMRF ENROLLMENT ELIGIBILITY PROCEDURE 

The Urbana Park District wants to ensure that employees that work more than 1000 hours per 

year are eligible for the IMRF program. This document will assist supervisors and employees in 

determining IMRF eligibility. 

The employee and their direct supervisor will work together to complete the form; it is the 

employee’s duty to ensure the document is accurate. The employee, supervisor, and an IMRF 

Authorized agent must sign the document in order for the record to become official.  
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URBANA PARK DISTRICT  

ACTIVE EMPLOYEE UPDATE RECORD PRODECURE 

The Urbana Park District recognizes that employees may have fluid job titles and pay rates. 

There are many instances where people will hold different seasonal and part time positions at 

the same time.  In an effort to help clarify these different positions it is crucial that an active 

employee record is kept for employees. The active employee update record will assist in this 

process. 

The employee’s direct supervisor is responsible for filling out the form. It is the duty of the 

employee to make sure that all of the provided information is accurate. The employee, 

supervisor, and department head must all sign this document in order for the record to become 

official. 



Employee # _________ 

1/11/12 CRR & AI 

 
 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 
 
 
 

SECTION 1 – Supervisor completes this section 

 
First Name ___________________________________  Middle Initial ____  Last Name _____________________________  
 
 
 
 

 
For all options other than new pay rate, please complete the attached Active Employee IMRF enrollment eligibility form. 

 
Effective Date: ______/_____/_______  Department:  R   O    A      
 

Amount Rate Payment Title Program Account # 
  Hrly Class Biweekly Session    

        

        

        

        

        

        
 

Appointive  Administrative  Supervisory  Contractual  

FT Regular  FT Seasonal  
Intermittent 
Regular 

 
Intermittent 
Seasonal 

 

  

 

Exempt  Non-Exempt  Salaried  Hourly  
 

 
 

SECTION 2 – Required Signatures 

 
Employee Signature  ______________________________________________________   Date  _______________________  
 
Coordinator/Supervisor Name (Please Print) ________________________________________________________________  
 
Coordinator/Supervisor Signature ___________________________________________   Date ________________________  
 
Superintendent Signature __________________________________________________  Date  _______________________  
 

New pay rate  
Increase in 

positions or hours 
 

Decrease in 
positions or hours 

 
Periodic evaluation 
of IMRF eligibility 

 

Active Employee Update Record 
 



1/11/12 CRR & AI 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 
 

SECTION 1 To be completed by supervisor 

 
Employee’s Name:   ________________________________________________  Date ________________________  
     

 

Determine the hourly requirements of the employee’s positions (district-wide). 
 

  

_____________________________     X     _________________________     =     ____________________ 
Average number of hours per week     Number of weeks per year  Total hours per year 
 
If the total is 1000 or more hours, the position is covered by IMRF. 
 
Insert additional explanation or calculations as needed: 
 
 
 
 

 Employee should be enrolled immediately into IMRF     Position not covered by IMRF 
       

SECTION 2 To be completed by employee 
 

In order to determine cross-district employment and subsequent IMRF eligibility, please record all current District 
positions and calculate the total anticipated annual hours for those positions. 
 

 

SECTION 3 Employee and supervisor review and sign 

 
  I understand I will work less than 1000 hours in all Urbana Park District positions combined in the next twelve 

months.  I understand that I will not be a participant in the IMRF program and that no deductions for that 
program will be made from my pay. 

 
  I have been informed that the Urbana Park District anticipates that I will work more than 1000 hours for the 

UPD in the next twelve months.  I understand that I will be a participant in the IMRF program and that 
deductions for that program will be made from my pay. 

 
I acknowledge that this position is an at-will employment position, which means that the employer or I can 
end my employment at any time. 

 

Employee Signature  _____________________________________________________   Date  _______________________  
 
Coordinator/Supervisor Signature __________________________________________   Date ________________________  
 
IMRF Authorized Agent Signature __________________________________________  Date ________________________  
 
   Enrollment Completed, If Applicable Date ________________________  

  Increase in positions or hours    Decrease in positions or hours    Periodic evaluation of IMRF eligibility 

Position 
Average hours 

per week 
X 

Number of 
weeks per year 

= Total Hours 
 

    

    

    

 Combined total for all positions:  

Active Employee  
IMRF Enrollment Eligibility 
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URBANA PARK DISTRICT 

ADDRESS CHANGE FORM PROCEDURE 

The Urbana Park District sends personal information to the home addresses of employees 

throughout the year. It is important that the UPD has the correct information so we aren’t 

sending sensitive information to the wrong people.  

It is the duty of the employee to request an address change form from the UPD. It is also the 

duty of the employee to make sure that the information is accurate. This form will help to 

ensure that all written communication is properly delivered to the employee from the UPD. 

 



12/30/11 CRR & AI 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
 
First Name: ___________________  Middle Initial: _____  Last Name: __________________   
 
Employee Number: _____________  
 
 
 
Previous Address: 
 
Street: _________________________________________  Apt: ________________________   
 
City: _________________________  State: ____________  Zip Code: ____________________   
 
Phone: (____) _________________  
 
 
 
New Address: 
 
Street: _________________________________________  Apt: ________________________   
 
City: _________________________  State: ____________  Zip Code: ____________________  
 
Phone: (____) _________________  
 
 
 
 
I understand that all written communication from the Urbana Park District will be mailed to my 
new address unless I submit a written request for an address change (complete this form again 
with a different address). 
 
 
 
Signature: ______________________________________  Date: _______________________  

Address Change Form 
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URBANA PARK DISTRICT 

EMPLOYMENT TERMINATION RECORD PROCEDURE 

The Urbana Park District recognizes that employees will leave the district at various times for 

different reasons. It is important that the UPD documents when employees leave to ensure that 

they are paid through their termination date, and also so that a potential replacement can be 

secured. It is also important to discover if the employee has access to the internal website, an 

e-mail address, and the Active Network. This is important so the district can cut off their access 

to these functions. 

The supervisor of the terminated employee must complete this document within 5 business 

days of the termination. It is the duty of the supervisor to ensure that all information in the 

document is accurate. The document must be signed by the supervisor in order for the record 

to become official.  

 



Employee # _________ 

1/17/12 CRR & AI 

 
 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 
 
 
 

SECTION 1 – Supervisor completes this section 

 

Employee First Name ___________________  Middle Initial __  Last Name ______________________  
 
Date of last day worked: ______/_____/_______ 
 

      
 

 
 

SECTION 2 – Required Signatures 

 

Coordinator/Supervisor Name (Please Print) ______________________________________________  
 
Coordinator/Supervisor Signature _______________________________   Date __________________  
 
 

  Resigned      Terminated    Inactive       Other: ___________________________ 

  
Access to 
CLASS? 

 
UPD log-in or 

email address? 
   

Employment Termination Record 
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URBANA PARK DISTRICT 

LEAVE REQUEST PROCEDURE 

The Urbana Park District recognizes that employees will need time off of work for various 

reasons. It is important that the district receives prior notice so that work continues at a high 

level and if a temporary replacement needs to be found. Comp time and paid leave are also 

important things to know about to factor into budgetary decisions.  

The employee is responsible for correctly filling out the form and submitting it to their 

respective department head prior to the event. The employee must classify the type of leave, 

dates, and hours that they will be missing work. It is up to the department head to either 

approve or deny the request before the said event. 

 



URBANA PARK DISTRICT 

LEAVE REQUEST 

 

Name:                                                 Date:                                                             

 
Type of Leave Beginning  

Date 

Returning   

Date 

Total Days Total 

Hours 

Explanation 

Paid Leave 

      

Acute Illness 

 

     

Comp Time 
     

Education 

 

     

Leave Without 

Pay 

     

 

 

Approved: ___________________________________________________________________ Date: __________________ 

 Department Head   

Denied: ___________________________________________________________________ Date: __________________ 

 Department Head   

 

Explanation:     
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URBANA PARK DISTRICT 

MERIT PAY PROCEDURE 

Purpose: 

I.  To provide rewards for performance that significantly, consistently exceeds expectations. 

Policy: 

I. Merit Pay 

a. Increases in pay above the target level for sustained superior performance that  

the employee is expected to continue. 

b. The merit pay plan is an extension of, and builds on the performance appraisal, position 

classification, and pay plans. 

c. The maximum number of awards possible will be governed by the availability of funding. 

 

II. Merit Pay Award Qualifications 

a.  Have at least 12 months of service in the position. 

b. Have a good work record including attendance1, conduct, and customer service. 

c. Accepts the Urbana Park District’s Mission, Goals and Objectives as their own and 

openly promotes them among co-workers and the public. 

d. Fully meets2 the performance standards established for the position as documented in a 

recent performance appraisal. 

e. The employee has not been at fault for a workplace accident. 

f. Recommendations reviewed by each appropriate supervisor prior to submitting. 

 

III. Merit Pay Award Evaluations Criteria 

a. Fully meets all performance standards as documented in a recent performance 

appraisal. 

b. Demonstrates initiative, e.g., undertakes new assignments willingly, makes suggestions 

to improve operations, responds appropriately to work needs without prompting, 

identifies ways to work more efficiently, etc. 

Increases in pay above the target level may be granted for sustained superior 

performance.  The performance is expected to continue. 

 

Because the “target” level is a competitive wage that increases over time, employees at 

that level are expected to be doing a good job and meeting all of the requirements of a 

position.  Merit pay is reserved for performance above this level. 

 

As an employee approaches the maximum of the range, additional emphasis will be 

placed on substantial contributions to the betterment of the district. 
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Merit increases should only be approved when the employee is expected to continue to 

meet all the criteria above. 

 

All non-supervisory employees who receive fully satisfactory or above appraisals for 

three straight years and have not received a merit award in those years, will be 

considered for merit as budget permits.3 

IV. Nomination Process 

a. Nominations for merit awards will be submitted on the district’s official form as a part of 

the budget planning process and after the annual performance appraisal has been 

completed. 

b. Nominations will be reviewed and authorized at each supervisory level. 

c. The Director and department heads will review merit recommendations and consider 

merit awards. 

d. Recommendations will be kept confidential.  Employees will not be advised of a merit 

increase recommendation until the Director has approved the increase. 

e. The department head and area manager shall notify and review the merit award with 

the employee when annual employee update forms are completed. 

f. The Director will review the performance and determine merit pay awards for those 

positions that report to the Director. 

V. Over an employee’s career, when a merit increase is granted the employee will usually 

continue to be paid above the target rate as long as she or he remains at that position level.  

When an employee fails to maintain sustained superior performance commensurate with 

their rate of pay, consideration should be given to moving the employee’s salary to an 

appropriate place in the range commensurate with their performance.  The salary may be 

reduced or frozen or the employee may be given lower annual increases. 

1 Approved FMLA absences and absences due to a workplace injury will not be considered poor 

attendance. 

 

2 If an employee meets all but one standard and demonstrates exceptional performance in other areas, 

the employee may be considered for a Merit Pay Award. 

 

3 Employees in non-supervisory positions do not always have the ability to exercise as much initiative in 

their work. 



Merit Pay Nomination Form 
 

The purpose of Merit Pay is to pay above the target level for sustained superior performance that the employee 

is expected to continue. The merit pay plan is an extension of, and builds on the performance appraisal, 

classification, and pay plans. The maximum number of awards possible will be governed by the budget. 

 

I. Employee’s Name: _______________________________________ 

 

II. Merit Pay Award Qualifications and Evaluation Criteria (Check all that apply.) 

 Has at least 12 months of service in the position. 

 Has a good work record including attendance
1
, conduct, and customer service. 

 Accepts the Urbana Park District’s Mission, Goals and Objectives and openly promotes them among co-

workers and the public. 

 The employee has not been at fault for a workplace accident. 

 Fully meets
2
 the performance standards established for the position as documented in a recent 

performance appraisal. ATTACH APPRAISAL 

 Has demonstrated sustained superior performance that is expected to continue. 

 Has demonstrated initiative appropriate to the job, e.g., undertakes new assignments willingly, makes 

suggestions to improve operations, responds to work needs without prompting, etc. 

 

III. Additional Factors to Consider (Check if applicable) 

 

 Employee’s salary is close to the maximum of the range. Additional merit pay is recommended because 

the employee continues to make substantial contributions to the betterment of the District. 

 Employee is not a supervisor, has received fully satisfactory or above appraisals for three straight years, 

and has not received a merit award in those years. 

 

Examples of sustained superior performance: (Insert below, describe in the appraisal, or attach) 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

 

I will keep this recommendation confidential. I will not discuss it with the employee unless it is approved by the 

Director and then only at the time designated.  

 

Nominating Supervisor/Department Head’s signatures: ______________________________________ 

 

 

 

Footnotes: 1 Approved FMLA absences and absences due to a workplace injury will not be considered poor 

attendance. 2 If an employee meets all but one standard and demonstrates exceptional performance in other 

areas, the employee may be considered for a Merit Pay Award. 3 Employees in non-supervisory positions do 

not always have the ability to exercise as much initiative in their work. 
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URBANA PARK DISTRICT 

PROMOTION REQUEST FORM 

The Urbana Park District encourages internal candidates to apply for other positions 

throughout the district. The promotion request form will assist employees in voicing their 

desire for a new position.  

The employee is responsible for correctly filling out the form and ensuring all information is 

accurate. The employee’s supervisor and department head will evaluate the employee and 

determine whether the employee should receive a promotion. The document must be signed 

by the employee, supervisor, respective department head, and the Executive Director.  

 



3/7/12 AI 

Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
 
First Name: ___________________  Middle Initial: _____  Last Name: __________________   
 
Employee Number: _____________  
 
Previous Position Information: 
 
Title: ________________________ 
 
Department: __________________  Supervisor: ____________________________________   
 
Pay Rate: _____________________  Circle One:           Exempt                Non-Exempt 
 
New Position Information: 
 
Title: ________________________ 
 
Department: __________________  Supervisor: ____________________________________   
 
Pay Rate: _____________________  Circle One:           Exempt                Non-Exempt 
 
Promotion Adjustment:                       $_________ 
 
Promotion Justification: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Employee Signature: ______________________________  Date: _______________________  
 
Supervisor Signature: _____________________________  Date: _______________________  
 
Department Head Signature: _______________________  Date: _______________________  
 
Executive Director Signature: _______________________  Date: _______________________  
 

Promotion Request Form 
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URBANA PARK DISTRICT  
CELL PHONE ALLOWANCE PROCEDURE  
 
The Urbana Park District recognizes that the use of cell phones on the job can increase safety, facilitate 
access for emergency situations, contribute to organizational efficiency, and improve risk management 
coordination.  
 
The Urbana Park District will provide a specific monthly allowance to employees in positions where the 
use of a cell phone will increase safety, emergency access, risk management communication, and 
efficiency. This allowance will be given to employees who agree to use their personal cell phone for 
park district business while on duty. The allowance will be a part of the employee’s paid compensation.  
 
The Executive Director and each Department Head will determine the positions within which the use of 
a cell phone will be in the best interest of the Park District. The Executive Director and each 
Department Head will establish the on-call responsibilities associated with each position.  
 
An employee in one of the designated positions who agrees to use their personal cell phone for park 
district business must complete the Cell Phone Use Agreement. The employee must provide proof of a 
cell phone plan (examples: a signed agreement, a monthly statement). Each Department Head is 
responsible for maintaining current information regarding Cell Phone Use Agreements for their 
Department.  
 
Certain designated positions may be seasonal. In this instance, a time period for the allowance will be 
stipulated.  
 
The Park District may also assign Park District owned cell phones on a temporary basis.  Park District 
owned cell phones may be used for Park District business only. Park District owned cell phones may be 
used for personal reasons on an extremely limited basis.  
  
The Urbana Park District recognizes that the agreement will cover the use of cell phones that are 
personal. The District also recognizes that personal cell phones may be used by other members of an 
employee’s family or household. Courtesy and good judgment should be exercised when contacting 
UPD employees on their personal cell phones during the workday or for an after-hours emergency. 
Employees should be contacted on their personal cell phone during the workday for urgent, important 
and emergency reasons. Information and routine calls should be made to the employee’s main office 
and or office voice mail.  
 
Employees in positions that have on duty and on call status requirements will specify to the 
Department Head their preference for after-hours emergency contact method.  Designated positions 
that do not have a personal cell phone may be assigned a pager, radio or may be required to have 
another contact method to meet their position’s on duty communication requirements.  
 
The amount of monthly allowance and the designated positions will be reviewed annually. The current 
amount of monthly allowance is $25.00 per month.  
 



URBANA PARK DISTRICT  
CELL PHONE USE AGREEMENT  
 
  
 
I __________________________________ agree to use my personal cell phone for Urbana Park 
District business during the workday. If I am on an emergency contact list, I will notify my 
Department Head of my preference for after-hours contact. I understand that I will receive an 
allowance of $25.00 per month. I understand that this allowance will be treated as a portion of 
my salary and is taxable. I will notify my Department Head immediately if my cell phone 
number or service changes. The purpose of the use of my personal cell phone during the 
workday is to increase safety, facilitate access for emergency situations, contribute to 
organizational efficiency, and improve risk management coordination for the Park District. I will 
follow recognized safety procedures for using cell phones while driving.  
 
 
___________________________________ 
Name   
 
___________________________________  
Date  
 
__________________________________  
Cell phone number 
 
 ___________________________________  
Service contract expiration date  
 
 
 
 
_______________________________________________________________________  
To be completed by Department Head  
 
Designated position title: _____________________________  
 
Period for allowance: From _______________ To _______________  
 
Department Head authorization: ________________________________  
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URBANA PARK DISTRICT 
STAFF TRAVEL PROCEDURE 
 
For travel within Champaign County, Staff should follow the standard mileage reimbursement 
procedure.  If an employee is using a personal vehicle to travel outside of Champaign County, 
he/she will not be eligible for mileage reimbursement.  Instead, staff will need to use the 
following staff travel procedure for fuel costs: 

 Only use a personal vehicle if necessary, and with department head approval. Public 
transportation or district vehicle use is preferred.  

 Fill up tank fully before beginning trip, paid for by employee. 

 Immediately upon returning from the trip, fill up gas tank fully again and pay for this 
using P-Card. Submit this receipt along with the monthly P-Card expense report. Code 
fuel cost to the appropriate training/travel account.  

 If the trip requires an additional fill up along the way, the refueling in the middle of the 
trip would also go on the P-Card with receipts submitted along with expense reports. 

 Occasionally when staff drives their own vehicle, they make personal side trips.  District 
and personal fuel should be accounted for separately; personal fuel use for side trips is 
to be paid for by the employee.  Before a side trip begins, the employee should fill up 
with a PCard, thereby ceasing District activities, and after that personal portion of the 
trip is over, fill-up with their own funds, thereby resuming District activities once more. 

 



 

 

 

 
4. Planning/Capital 

Development 
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STATEMENT OF PURPOSE  
FOR COLLECTION OF SOCIAL SECURITY NUMBERS 

BY THE URBANA PARK DISTRICT 
 

The Identity Protection Act, 5 ILCS 179/1 et seq., and the Identity-Protection Policy of the Urbana Park 
District (“District”) require the District to provide an individual with a statement of the purpose or 
purposes for which the District is collecting and using the individual’s Social Security number (“SSN”) 
anytime an individual is asked to provide the District with his or her SSN or if an individual requests it. 
This Statement of Purpose is being provided to you because you have been asked by the District to 
provide your SSN or because you requested a copy of this statement. 
 

Why are we collecting your Social Security number? 

You are being asked for your SSN for one or more of the following reasons: 

 Wage and Tax Statement (Form W-2) 

 State and Federal Tax Withholding forms (W-4) 

 Request for Taxpayer Identification Number and Certification (Form W-9) 

 I-9 Identification form 

 State of Illinois New Employee Reporting requirements 

 Miscellaneous Income Form 1099-MISC 

 All Illinois Municipal Retirement Fund (IMRF) forms 

 Employee Record Form 

 Authorization for Electronic Entries to Chase Payroll Card 

 Flexible Spending Account Enrollment Form 

 Health/dental insurance enrollment and change forms 

 Childcare Resources Services (CCRS)/Department of Children and Family Services (DCFS) 
Fingerprint form 

 Contractor Prevailing Wage documents including Certified Transcript of Payroll 
 

What will we do with your Social Security number? 

We will only use your SSN for the purpose for which it was collected. 

We will not: 

 Sell, lease, loan, trade, or rent your SSN to a third party for any purpose; 

 Publicly post or publicly display your SSN; 

 Print your SSN on any card required for you to access our services; 

 Require you to transmit your SSN over the Internet, unless the connection is secure or 
your SSN is encrypted; or 

 Print your SSN on any materials that are mailed to you, unless State or Federal law 
requires that number to be on documents mailed to you. If mailed, your SSN will not be 
visible without opening the envelope in which it is contained. 

 

If you have questions or complaints about this Statement of Purpose submit them to: 
EXECUTIVE DIRECTOR: 
Urbana Park District 
303 W. University Avenue 
Urbana, IL 61801 
217-367-1536 
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URBANA PARK DISTRICT 
COMPREHENSIVE NEEDS ASSESSMENT PROCEDURE 
 
As found in the Urbana Park District’s Board Policy Manual (7.02 Community Assessments): 
 
The Board will adopt and maintain either a District-wide comprehensive plan or strategic plan, 
which will be available to the Commissioners, staff, and the public.  The plan will be developed 
based upon Commissioner, staff, and citizen input and assessment of the District's current and 
future park, facility, and recreation needs.  The plan will include but not be limited to a mission 
statement, goals and objectives, community profile including economic conditions and 
population shifts, changing social needs of the community, capital project planning, and 
financial analysis.  The plan shall be updated at least every ten (10) years. 
 



 

 

 

 
5. Operations 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
CRISIS MANAGEMENT TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 

A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
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Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
 

WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis. 
 
WHO HANDLES LOGISTICS IN A CRISIS? 
 
Crisis Management Team 
 
This team will gather, determine and implement actions to respond to the crisis.  The 
Executive Director or their designee will assign the team. 

 
Crisis Management Team Leader – This individual organizes the team and coordinates all 
actions to respond to the crisis with all constituents: emergency response personnel, public, 
staff and those directly involved or impacted by the crisis. This individual maintains 
communication with the Crisis Communications Team. He or she provides regular updates to 
the Crisis Communication Team on how the crisis is being handled. This information is shared 
with the Crisis Communications Team and, in turn, with audiences. The leader will assign other 
team members duties. 

 Site logistics-secure area and assess situation, determine what responses need to be 
made 

 Supplies, Materials, Staffing-having the appropriate supplies, materials, and staffing 
available 

 Financial Support-individual assigned by the Management Team Leader who is 
knowledgeable about finances and able to access funds as appropriate 

 Emergency Coordination-including coordination with local, state and federal emergency 
management agencies 

Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
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Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  

Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information.  Centralized coordination provides a singular "face" for the organization 
in a crisis. This is one way to build credibility. Centralized information also will minimize 
miscommunication. 
 
Stay Calm. Keep your cool in an interview or news conference with reporters. All responders 
will be intent on resolving the crisis. Individuals associated with the crisis and the organization 
will be intent to receive timely and factual information.  Remember that they are trying to get 
information on a crisis that may have widespread impact for their organization.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis action log: what actions were taken, by whom and at 
what time. You will then have a record of the event and how the reponse was organized. . You 
can later evaluate your responses so you will be better prepared in the future.  
 
Emergency management information. Know what is required by government emergency 
management agencies. 
 
SAFETY RELATED TASKS DURING A CRISIS 

1. Activate the Emergency Response System, individual on site or responding.  Assess the 
situation. 

2. Secure the area with support of the Emergency Response personnel. 
3. Notify the Executive Director, Superintendent of Planning and Operations, and the 

Superintendent of Recreation as appropriate.  The Executive Director or their designee 
will assign the Crisis Management Team and a Crisis Communication Team. 

4. Develop a plan to respond to the immediate situation.  The Crisis Management Team 
Leader will assign the team members. 

5. Document all response actions, assignments, and issues. 

FOLLOWING UP AFTER A CRISIS 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  
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 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 

 Evaluate.  Evaluation of how the crisis was handled. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
CRISIS COMMUNICATION TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 
 
A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
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Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
 
WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis and at minimum should include: 
 
Crisis Management Team Leader – This person is in charge of leading the organization though 
the crisis and resolving it as swiftly and simply as possible. The team leader may pull in staff at 
any time during the crisis to assist. This person may be at the site of the event or crisis or at 
another location.  
 
Site Team Leader – This person is in charge of organizing all activities at the site of the crisis. 
This may be at a park or facility, an office or a natural area. He or she delegates responsibilities 
to other staff based on circumstances on the ground. This individual will assign staff to 
important duties. And pull in staff at any time during the crisis to assist. 
 
Communication Team Leader – This individual leads the communication team and gathers and 
disseminates information about the crisis. 
 
WHO HANDLES INFORMATION IN A CRISIS? 
 
Crisis Communication Team 
 
This team will gather, communicate and distribute information during and after the crisis.  
The Executive Director or their designee will assign the team. 

 
Communication Team Leader – This individual organizes the team and coordinates all actions 
to respond to the crisis with all constituents: emergency response personnel, public, staff and 
those directly involved or impacted by the crisis. This individual maintains communication with 
the Crisis Communications Team. He or she provides regular updates to the Crisis 
Communication Team on how the crisis is being handled. This information is shared with the 
Crisis Communications Team and, in turn, with audiences. The leader will assign other team 
members duties. 

 Cover phones 

 Update website and social media 

 Issue news releases, call news conferences 



 

Administrative Procedure Manual 
9-30-13 dlm, alj 
Director Approved, 9-30-13  

 Gather information from the public 

Information Liaison – This individual is responsible for monitoring the information coming back 
to the organization from constituents, staff and the public. He or she should classify the 
information into categories, such as facts and rumors. Facts should be regularly updated; 
rumors should be verified or exposed as myths. The spokesperson will address the facts and 
myths in any public forums and the individual in charge of news releases will address them in 
writing. 
 
Spokesperson – This person is the one public communicator. He or she will speak with the 
media and provide regular timely updates on the actions the district is taking to resolve the 
crisis. Those individuals already known as public faces of the organization and those who have 
the highest level of both authority and accountability make the best spokespeople.  This role 
would often fall to the executive director or board president, depending on the type of crisis.  
 
Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
 
Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  
 
Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information. Designate one spokesperson. A central spokesperson provides a 
singular "face" for the reporters. Viewers begin to become familiar with a central spokesperson, 
so this is one way to begin building credibility. Centralized information also will minimize 
miscommunication.  
 
Stay Calm. Keep your cool in an interview or news conference with reporters. Some reporters’ 
questions may be hostile, or may seem to be a personal attack. Remember that they are trying 
to get information on a story that may have widespread impact for their audiences.  
 
Stay "on the record". Do not go "off the record." Any comment worth saying should be said "on 
the record." If you go "off the record," be ready to read it in print the next day. Is this unethical 
for reporters to report "off the record" comments? Sure, but anything can, may, and will be 
done to advance a story. You should not be lulled into a false sense of security about the 
confidentiality of your comments.  
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"No comment” is not an answer. Try to have an answer for reporters’ questions. But if you 
don’t have an answer, don’t be afraid to say, "I don’t know, but I’ll find out." Saying "no 
comment" instead, appears to television news viewers and newspaper readers that you have 
something to hide.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis communication log: what was said by whom and at 
what time. You will then have a record of the event and how it was communicated. You can 
later evaluate your responses so you will be better prepared in the future.  
 
FOLLOWING UP AFTER A CRISIS-COMMUNICATION 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  

 An evaluation of how the crisis was handled. You may want to use the crisis 
communication inventory you maintained to evaluate how communication was 
handled. Was information disseminated through one spokesperson? Did 
miscommunication occur?  

 An examination of similar scenarios. What would you do in a similar situation in the 
future? What did others do in similar situations? 

 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
RESPONSES TO SPECIFIC EMERGENCIES 
 
The following emergency procedures have been established to protect the Urbana Park District, 
hereafter referred to as Park District, employees and patrons.  All Park District employees will 
assist during emergency situations within the scope of their abilities. 
 
Hot Environments 

The U.S Department of Health and Human Services reports that the frequency of accidents is 
higher in hot environments because of the heats’ effect on the mental alertness and physical 
performance of an individual.  Excessive exposure to a hot work environment can bring about a 
variety of heat-induced disorders, such as: 

1. Heat Stroke 

2. Heat Exhaustion 

3. Heat Cramps 

4. Fainting 

5. Heat Rash 

6. Transient Heat Fatigue 

Extreme or unusually high heat affects everyone differently; know your limits in high heat 
environments.  Follow the general guidelines below to minimize risk of heat-related disorder: 

1. Know signs & symptoms of heat-related illness. 

2. Monitor yourself and coworkers. 

3. Block out direct sun or other heat sources. 

4. Drink plenty of water. 

5. Avoid beverages which contribute to dehydration such as coffee and tea. 

6. Take frequent breaks during the first 5 to 7 days of exposure to the hot environment, 

until acclimated to the increased temperatures. 

7. Wear lightweight, loose-fitting, light-colored clothing.  Remove saturated clothing. 

8. Get plenty of rest.  Sufficient sleep and good nutrition are important for maintaining a 

high level of heat tolerance. 

If an employee or patron is observed to be ill from the heat, you should: 
1. Call a supervisor for help.  If a supervisor is not available, call 911. 

2. Have someone stay with the worker until help arrives. 

3. Move the worker to a cooler/shaded area. 

4. Remove outer clothing. 

5. Fan and mist the worker with water; apply ice (ice packs or towels). 
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6. Provide cool drinking water, if able to drink. 

If the worker is not alert or seems confused, this may be a heat stroke.  Call 911 immediately 
and apply ice as soon as possible. 
 

Excessive Heat Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 
 
Youth Sports  

All games are cancelled or rescheduled by the Athletics staff no later than 4:30 pm.  If games 
have not been called by 4:30 pm, it is the official’s job to determine safe playing conditions.  If 
the heat index is 105oF or warmer by 4:30, the Athletics staff will cancel or postpone youth 
sports games and practices.   
 

Adult Sports  

Adult sports games will not be cancelled by the athletic staff due to heat.  Adult sports teams 
and players are advised to take caution and follow heat safety guidelines when playing.    
 

Outdoor Music and Special Events in the Parks  

Outdoor evening events will be cancelled or rescheduled when the heat index reaches 110oF at 
any point during the event.  The Program Managers may reschedule an evening event by 4:30 
pm, if the daytime heat index has exceeded 110oF. 
 
Other Youth Outdoor Programs and Activities 

If the heat index reaches or exceeds 105oF, programs should move into air conditioned space.  
If no air conditioned space is available, the program will be cancelled or postponed.  Outdoor 
programs taking place in temperatures over 95oF will restrict outdoor exposure to less than one 
continuous hour, and limit physical exertion. 
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Cold Environments 

When the body is unable to warm itself, serious cold-related illnesses and injuries may occur, 
and permanent tissue damage and death may result. 
Individual thresholds to cold environments are different; know your limits and follow these 
guidelines to minimize your chance of developing a cold environment-related disorder: 

1. Know the signs & symptoms of cold-induced illnesses. 

2. Keep clothing clean.  This helps maintain the proper insulation ability of the garment. 

3. Avoid overheating.  Use zippers, hats and gloves to regulate body temperature. 

4. Wear clothes loose and in layers.  Tight layers will not trap heat. 

5. Keep clothes dry.  Remove saturated clothing, especially cotton garments.  Cotton does 

not pull moisture away from the skin.  When cotton is wet it will make the body cooler. 

6. Avoid dehydration.  Consume warm sweet drinks and soups to increase caloric intake 

and fluid volume.  The intake of coffee should be limited because of the diuretic and 

circulatory effects. 

7. Avoid exhaustion or fatigue because energy is needed to keep muscles warm. 

8. Work in pairs, do not work independently. 

Hypothermia 
Hypothermia may occur when land temperatures are above freezing or water temperatures are 
below 98.6°F/37°C.  Cold related illnesses can slowly overcome a person who has been chilled 
by low temperatures, brisk winds, or wet clothing. 
Hypothermia happens when the normal body temperature (98.6°F/37°C) drops to or below 
95°F (35°C).  Symptoms of hypothermia include: 

1. Fatigue or drowsiness. 

2. Uncontrolled shivering. 

3. Cool bluish skin. 

4. Slurred speech. 

5. Clumsy movements. 

6. Irritable, irrational or confused behavior. 

What should be done: (land temperatures) 
1. Call 911 for emergency help. 

2. Move the person to a warm, dry area.  Do not leave the person alone.  Remove any wet 

clothing and replace with warm, dry clothing or wrap the person in blankets. 

3. Have the person drink warm, sweet drinks (sugar water or sports-type drinks) if they are 

alert.  Avoid drinks with caffeine (coffee, tea, or hot chocolate) or alcohol. 

4. Have the person move their arms and legs to create muscle heat.  If they are unable to 

do this, place warm bottles or hot packs in the arm pits, groin, neck, and head areas.  Do 

not rub the person’s body or place them in warm water bath.  Rapidly warming the body 

may stop their heart.  
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Frost Bite 
When frost bite occurs the body experiences a freezing in deep layers of skin and tissue.  The 
appearance of skin si pale, waxy-white in color and the skin becomes hard and numb.  Frost bite 
usually affects the fingers, hands, toes, feet, ears, and nose. 
What should be done: (land temperatures) 

1. Move the person to warm, dry area.  Do not leave the person alone. 

2. Remove any wet or tight clothing that may cut off blood flow to the affected area. 

3. Do not rub the affected area, because rubbing causes damage to the skin and tissue. 

Seek medical attention as soon as possible. 
 
Adverse Weather Plan 

 
PURPOSE: 
To establish procedures to guide employees in reporting to work during adverse weather 
conditions.  To clarify compensation policy for employees who are unable to work during 
adverse weather. 
 
DEFINITIONS: 
Adverse Weather:  Includes conditions such as snow, sleet, flooding, freezing temperatures, 
heavy winds. 
Adverse Weather – Non Emergency State:  Poor weather conditions exist but an emergency 
state has not been declared by the Executive Director; normal Park District activities continue 
as usual. 
Adverse Weather – Declared Emergency State:  The Executive Director has declared that an 
emergency state is officially in effect due to adverse weather conditions, thus curtailing normal, 
non-critical Park District operations. 
Critical Positions:  Are defined as those positions identified by each Department Head as critical 
to service delivery during adverse weather conditions. 
 
PROCEDURE: 

A. Non-Emergency State 

1. If adverse weather conditions prevail, all employees shall report to work as 

scheduled.  Employees unable to perform normal job duties because of weather 

conditions will be assigned other work by their supervisors. 

2. If hazardous conditions develop before normal reporting time, employees should 

report to work or contact their supervisors immediately.  Employees unable to 

report to work due to weather conditions may ask that an approved absence be 

charged to paid leave, compensatory leave (where applicable), or excused leave 

without pay.  Failure to contact their supervisor in a timely manner or as soon as 

practically possible will result in unexcused leave and subject employees to 
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disciplinary action for unsatisfactory job performance.  Whenever possible, and in 

accordance with departmental policies and practices, the employee may be allowed 

to make up this time within the same work week rather than charge it to leave. 

3. If hazardous conditions develop during the day, employees not designated as being 

in “critical positions” may be authorized by their Department Head to leave work if 

special transportation or other problems are anticipated.  This absence shall be 

charged to paid leave or compensatory leave (where applicable).  Whenever 

possible, employees may be allowed to make up this time within the same work 

week rather than charge it to leave. 

4. Under no circumstances, unless otherwise approved by the Executive Director and 

or Superintendent of Planning & Operations, are maintenance vehicles or 

maintenance personnel to be used for transporting “non-critical” District employees 

to work in a state of adverse weather.  Other District vehicles and personnel are to 

be used according to departmental policies and procedures. 

B. Declared Emergency State 

1. When an emergency state has been declared by the Executive Director, non-critical 

operations may be curtailed and employees may take approved leave as outlined in 

the Personnel Manual. 

2. Employees in critical positions shall be required to continue working as needed to 

ensure adequate delivery of necessary services. 

3. A list of critical positions shall be identified by each Department Head, distributed to 

affected employees and posted periodically in work sites.  New employees who are 

in critical positions shall be notified of this status when they are hired.  Employees in 

critical positions are responsible for making arrangements to get to work.  

Supervisors will work with employees to ensure that reasonable plans have been 

made for this eventuality. 

4. Employees in critical positions may be transported to the work site by District 

vehicles as circumstances allow and as authorized by Department Heads, Employees 

in critical positions may be transported to the work site by District vehicles as 

circumstances allow under the direction of the Superintendent of Planning & 

Operations and the Superintendent of Recreation.  Under no circumstances shall 

non-critical employees be transported to work by District maintenance. 

Critical Positions: 
The Executive Director, Business Manager, Superintendent of Planning and Operations, and 
Superintendent of Recreation will determine the critical positions for each emergency for their 
department. 
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A. Administration: 

Executive Director, Business Manager, Superintendent of Planning & Operations, 

Superintendent of Recreation, Accounting Assistant, and the Public Information 

Marketing Manager (as determined by each emergency) 

B. Planning & Operations: 

Superintendent of Planning and Operations, Facilities Maintenance Supervisor, 

Grounds Maintenance Supervisor, Construction Maintenance Supervisor, 

Aquatic Facilities Maintenance Supervisor, Office Manager, Facilities 

Maintenance Technicians, Grounds Maintenance Technicians, Equipment 

Technician, Park Beautification Technician, and Custodian 

C. Recreation: 

Environmental Program Manager, Community Program Manager, Aquatics 

 Supervisor, Athletics Supervisor, Recreation Services Supervisor 

Adverse Weather Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 

 
PURPOSE: 
To establish procedures to guide staff in canceling programs and special events due to adverse 
weather conditions. 
 
DEFINITIONS: 
Adverse Weather – includes conditions such as snow, sleet, flooding, freezing temperatures, 
extreme heat and heavy winds. 
Program Facility – includes those facilities that offer instructional and recreational programs 
such as the Phillips Recreation Center, Brookens Gym, Anita Purves Nature Center, Lake House, 
Urbana Indoor Aquatic Center, and the Crystal Lake Park Family Aquatic Center. 
Rental Facility – includes those facilities that reserve space to outside groups for meetings, 
rehearsals, parties, etc, such as the Phillips Recreation Center, Brookens Gym, Anita Purves 
Nature Center, Lake House, Urbana Indoor Aquatic Center, and the Crystal Lake Park Family 
Aquatic Center. 
Schools – includes schools that the park district offers instructional and recreational programs. 
 
PROCEDURE: 

1. All regular employees are to report for work on all scheduled workdays.   

2. The Executive Director, Superintendent of Recreation and Superintendent of 

Planning & Operations or their designee will make a decision as to whether facilities 

shall open and programs conducted based upon the following: 

a. Conditions of roads and streets in Urbana. 
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b. Safe access into facilities (parking lots, sidewalks, and steps). 

c. Changing/deteriorating weather conditions. (i.e. anticipated overnight icing, 

rain changing to snow, etc.) 

3. Program Facilities: to cancel or delay facility openings or conduct programs the 

following procedure shall be used: 

Prior to reporting to Work:  All department heads will contact their Superintendent 

or their designee to determine cancellation of programs and/or delays in opening 

facilities.  Upon the decision the department head will contact their respective 

facility/program supervisors and advise them of the decision.  Public notification 

should be made according to the following schedule: 

- 5:00 a.m. for classes/programs beginning prior to noon 

- 10:00 a.m. for classes/programs beginning between noon and 5 p.m. 

- 3:30 p.m. for classes/programs beginning after 5 p.m. 

Program facilities may be required to open to conduct park district business even if programs 
are cancelled.  The program managers will put a recording on the public line announcing the 
closing and/or delayed opening time of the facility, will contact the appropriate temporary staff 
and program instructors, and will notify the administrative office upon arrival at the facility. 
The Public Information and Marketing Manager will be responsible for updating the Urbana 
Park District website. 
 
All programs with hotlines will put an announcement on the 24-hour cancellation line. 
After reporting to Work:  If weather conditions deteriorate after staff has reported to work the 
department heads will determine cancellation of programs or facility closing.  Every effort will 
be made to meet the established time line above.  However, in the best interest of the program 
participants and staff, adjustments may be made to the cancellation schedule. 
All program facilities shall adhere to the delayed opening, cancellation and/or early closing 
schedule with exception of rental facilities. 

4. Rental Facilities: Rental cancellations due to the adverse weather conditions will be 

handled on a case by case basis, Supervisors of all rental facilities shall: 

a. Contact department head prior to calling rental party to determine if the 

facility is safe to use and staff can get to the facility. 

b. If the facility is unsafe, inform rental parties of the cancellation and give 

them the option of rescheduling or receiving a refund. 

5. Athletic Program Cancellations:  Athletic Programs cancelled due to unplayable and 

unsafe field/facility conditions will adhere to the following procedure: 

a. A decision regarding cancellation will be made by 4:30 p.m.  Monday through 

Friday, 7 a.m. on Saturday, and noon on Sunday.  

b. After the times listed above, the decision to cancel games will be made at the 

field. 
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c. The Athletic Supervisor or a designee will be responsible for updating the 24-

hour Athletics Hotline. 

Once games are cancelled due to unsafe field conditions, teams are not allowed to use the 
field/facility for practice. 
 
Tornadoes 

Tornadoes are a local storm of short duration formed by high speed rotating winds.  It is 
impossible to predict exactly when and where a tornado will occur.  If severe weather is 
imminent, listen to local weather forecasts for frequent updates.  During the weather forecasts, 
listen for these terms and do the following: 

1. Tornado Watch – Conditions exist that may produce a tornado.  Continue with daily 

activities, paying close attention to weather reports and changes in the weather around 

you. 

2. Tornado Warning – a tornado has been spotted or its presence has been detected by 

radar.  Seek shelter immediately. 

If you are in a building or structure, you should: 
1. Go to a pre-designated shelter area such as a basement or the lowest building level. 

2. If there is no basement, go to the center of an interior room on the lowest level (closet, 

interior hallway). 

3. Stay away from corners, windows, doors, and outside walls. 

4. Put as many walls as possible between you and the outside. 

5. Get under or next to sturdy furniture and use your arms to protect your head and neck. 

6. Do not open windows. 

If you are in a vehicle, trailer, or mobile home, you should: 
1. Get out immediately and go to the lowest floor of a sturdy, nearby building or a storm 

shelter. 

If you are outside with no shelter, you should: 
1. Lie flat in a nearby ditch or depression and cover your head with your hands.  Be aware 

of the potential for flooding. 

2. Do not get under an overpass or bridge.  You are safer in a low, flat location. 

3. Never try to outrun a tornado in urban or congested areas in a car or truck.  Instead, 

leave the vehicle immediately for safe shelter. 

4. Watch out for flying debris.  Flying debris from tornadoes causes most fatalities and 

injuries. 

Stay in the shelter area until the tornado warning is terminated. 
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TORNADO PLAN 
 
Facilities Procedures: 
 Watch—Tornado and Thunderstorm 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Inform everyone in facility of watch. 

 Check park areas and inform everyone of watch. 

 Continue programs as scheduled and appropriate for the weather conditions. 
 
Warning—Tornado and Severe Thunderstorm 
When the emergency response sirens sound: 

 Turn television to Weatherscan channel 22   

 Turn radio to emergency radio station News Talk 1400 or 97.5 FM. 

 Inform everyone in the facility of the warning and direct them to the cover area. 

 Take cover away from “outside” glass and in small rooms in the interior of the building. 
 
 

Facility Location of Storm Shelter 

Leal Cottage Basement 

APNC Basement 

PRC Restrooms 

UIAC Locker rooms 

901 Break room 

Lake House Bathrooms 

Brookens Locker rooms 

Meadowbrook Barn Garden Pavilion Restrooms 

Sports Fields (outdoors) Nearest building interior 

1011 E Kerr St. Restrooms / any interior room 

 
 
Vehicle Procedures: 
Watch—Tornado and Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Check park areas and inform everyone of watch. 
 
Warning—Tornado and Severe Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station WDWS 1400 AM or 97.5 FM. 

 Inform everyone in the general vicinity of warning. 

 Seek the closest shelter and take cover. 
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Earthquakes 
Earthquakes are a rare but possible occurrence in the Midwest.  Stay as safe as possible during 
an earthquake.  Be aware that some earthquakes are actually foreshocks and larger earthquake 
might occur.  Minimize your movements to a few steps to a nearby safe place and if you are 
indoors, stay there until the shaking has stopped and you are sure existing is safe.  Take the 
following actions when an earthquake begins. 
If you are indoors, you should: 

1. Drop to the ground; take cover by getting under a sturdy table or piece of furniture and 

hold on until the shaking stops.  If there is not a table or desk near you, cover your face 

and head with your arms and crouch in an inside corner of the building. 

2. Stay away from glass, windows, outside doors and walls, and anything that could fall, 

such as lighting fixtures or furniture. 

3. Use a doorway for shelter only if it is in close proximity to you and if you know it is a 

strongly supported, load bearing doorway. 

4. Stay inside until the shaking stops and it is safe to go outside. 

5. Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn 

on. 

6. Do not use elevators. 

If you are outdoors, you should: 
1. Stay there. 

2. Move away from buildings, streetlights, and utility wires. 

3. Once in the open, stay there until the shaking stops. 

If you are in a moving vehicle, you should: 
1. Stop and stay in the vehicle.  Avoid stopping near or under buildings, trees, overpasses, 

and utility wires. 

2. Proceed cautiously once the earthquake has stopped.  Avoid roads, bridges, or ramps 

that might have been damaged by the earthquake. 

If you are trapped under debris: 
1. Do not light a match 

2. Do not move about or kick up dust. 

3. Cover your mouth with a handkerchief or clothing. 

4. Tap on a pipe or wall so rescuers can locate you.  Use a whistle if one is available. 
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Lightning 

Lightning is a violent act of nature that can cause serious injury and death.  In most instances, 
people injured by lightning are not directly hit.  These non-direct hit injuries are caused by 
transients, currents that flow through people in the vicinity of lightning strikes to the ground.  
Lightning strikes occur most frequently during the spring and summer months when thunder 
storms are prevalent.  It is the policy of the Park District that all persons supervising outdoor 
activities be aware that when lightning or thunder is observed or heard, outdoor programs 
should be suspended and everyone should seek appropriate shelter.  The same holds true for 
any employee working outside, if lightning or thunder is observed or heard, employees should 
stop what they are doing and seek appropriate shelter.  Employees should adhere to the 
following procedures and guidelines: 
If outdoors, you should: 

1. Avoid water and all metal objects. 

2. Avoid high ground and open spaces. 

3. Avoid standing near tall or metal objects such as fences, light poles, or power lines. 

4. Seek shelter in a building or in a fully enclosed metal vehicle such as a car, truck or van 

with the windows completely shut. The employee should return to their operations base 

if possible. 

5. Remain in the shelter area for 30 minutes after the last sign of lightning or sound of 

thunder. 

6. If you feel your skin tingle or your hair stand on end, squat low to the ground on the 

balls of your feet.  Place your hands on your knees with your head between them.  Make 

yourself as small a target as possible and minimize your contact with the ground. 

If indoors, you should: 
1. Stand clear from doors and windows. 

2. Avoid contact with sinks, faucets, and related piping. 

3. If possible, turn off and stay away from electrically powered items. 

4. Do not attempt to unplug electrical cords. 

5. Use telephones for emergency use only. 

6. Remain inside until the storm has passed. 

Outdoor Program 
Instructors and supervisors should listen to current weather forecasts the morning of any 
outdoor planned activities so that employees can be alert to changing weather conditions.  
Instructors should also follow the following steps whenever possible. 

1. Monitor weather conditions as they appear on the horizon. 

2. Monitor weather radios when possible. 

3. Designate buildings that can be used when severe weather occurs. 

4. Plan alternative indoor activities for camps and related programs. 
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In the event lightning is spotted, thunder is heard, or a lightning warning system is sounded, all 
activity must be stopped and the following must be followed: 

1. Whenever lightning is observed or thunder is heard, outdoor activity should be 

suspended for a minimum of 30 minutes after the last sign of lightning or thunder is 

noted. 

2. If a lightning warning system is present, follow the procedure specific to that system and 

location. 

3. Do not resume activity until 30 minutes following the last sight of lightning or sound of 

thunder. 

4. Follow IHSA Severe Weather Safety Guidelines when applicable. 

5. Pools and deck areas need to be evacuated at the Crystal Lake Park Family Aquatic 

Center. 
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Flood 

Flooding is most likely to occur near bodies of water, and in areas with poor drainage.  As in any 
other emergency situation the well-being of Park District staff and patrons is the first priority. 

1. Avoid rushing waters and protect yourself against contaminated water. 

2. If flood waters threaten Park District assets, a sand bag dike may be built. 

3. Evacuate buildings threatened by flood waters. 

4. Contact all utilities to disconnect services. 

5. A department head or present supervisor will coordinate the actions of staff present in 

an attempt to protect Park District assets, without jeopardizing their safety. 

6. Do not drive into flooded areas. 

7. Any employee working near floodwaters must wear a U.S. Coast Guard approved life 

jacket. 

8. In high traffic areas, efforts will be made to secure sections of the area to deter public 

traffic. 
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Fire Plan 

 
General Information 

Fires can begin through explosions from highly volatile materials; arson; lightening strike; 
vandalism; old, unsafe, or overheated appliances; fireworks; smoking materials; or improperly 
stored flammables. 
 
To stop the spread of fire, early detection and extinguishing are essential. If a fire gets out of 
control or an explosion is imminent, evacuation must be immediate. The impact of fire is 
greatly affected by fire alarms, sprinkler systems, exit signs, emergency lighting, and employees 
trained in fire extinguisher use. 
 
Fire Extinguisher Use 

Fight a fire with an extinguisher only if the following are true: 

 The fire department has been notified of the fire. 

 The fire is small and confined to its immediate area of origin. 

 You have a way out and can fight the fire with your back to an exit. 

 You have the proper extinguisher (in working order) and know how to use it. 

 You use careful judgment. If your effort is failing, get out of the facility quickly, and close the 
door behind you. 

 
Fire—Basic Action and Evacuation 

1. Contact the Fire Department (911) and activate the nearest fire alarm. 
2. Begin evacuation of all participants and staff. 
3. Attempt to extinguish the fire under the recommended guidelines above. 
4. Leave lights and windows as they are. 
5. Be aware of the number of participants for whom you are responsible. Upon evacuation, do 

a head count. 
6. Close all doors as you exit rooms. 
7. A site supervisor or designated staff should prepare to meet the fire department. 
8. A senior staff member (Director, Superintendent, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i. e., 
fire department, police, media if authorized. 

9. Available staff should stay with all participants. However, one staff member should contact 
the Business Manager at the Business Office and the Public Information and Marketing 
Manager, and the Superintendent of Recreation should contact parents of youth 
participants if applicable. 

10. Follow the directions of the fire department and police. 
11. UIAC and APNC – Do Not Use Elevator To Exit The Lower Level. 
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Bomb or Terrorist Threat 

 

1. Take it seriously. 
2. Get as much information as possible and write it down immediately. 

 Name of caller or association?  

 Date call is received?  

 Exact location of bomb?  

 Time of detonation?  

 What bomb looks like?  

 Why bomb was placed?  

 What kind of explosive was used?  

 Caller’s sex and age (adult or child)?  

 Any other identification (voice, tone, and background) 
3. If possible, keep the caller on the primary line and on a secondary line another person 

should contact police and then the telephone company at (800) 346-1382 to trace the call.  
4. Another staff person should alert the facility supervisor and immediate supervisor. 
5. Evacuate the facility to 300 feet for the protection of all participants and staff.  
6. Contact the Executive Director, Business Manager, Superintendent of Planning and 

Operations and Superintendent of Recreation. 
7. A senior staff member (Director, Superintendents, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i.e., 
police, bomb squad, media if authorized). 

8. Follow the direction of the police. 
9.   Particular attention should be given to: ceilings, restrooms, crawlspaces, electrical and 

plumbing areas and fixtures, utility rooms, office areas, stairways, fuel or gas valves, 
suspicious parcels or people, or anything out of the ordinary. Staff should direct authorities 
to areas of concern. 

 
Utility Failure Plan 

 

1. An emergency lighting system will operate at each Urbana Park District facility in the event 
of a power failure.  These systems will work for a maximum of 15 minutes only. 

2. Utilize flashlight(s) and the radio (if necessary). 
3. Take the appropriate steps to calm all participants (proceed with activities if allowable). 
4. Contact the Planning and Operations office and appropriate personnel during office hours, or 

contact the appropriate personnel at their home number after hours. 
5. If utility failure continues for an extended period of time, contact parents of youth 

participants and send adult participants home. 
6. If gas or burning odors are detected within the building, evacuate the building immediately.   
7. UIAC and Anita Purves Nature Center - Check elevator for participants. 
Call Ameren IP at (800) 755-5000 
Illinois American Water (800) 422-2782 
UCSD 384-2342 



Administrative Procedure Manual 
9-30-13 dlm, alj 
Director Approved, 9-30-13  

Evacuation Routes 

 
More than one exit may be used during evacuations. However, the closest exit should be 
utilized. 
 

FACILITY PRIMARY EXIT SECONDARY EXIT ALTERNATIVE EXIT 

Business Office - First 
Floor 

Front Door Back Door  

Business Office - 
Basement 

South Basement Door Upstairs to back door  

APNC - First Floor Lobby Entrance Exhibit Hall Education Hall, Classroom C 

APNC - Basement Bottom of Stairs Resource Room Storage Room 

PRC Front doors West emergency exits South and East emergency 
exits 

UIAC Front doors West doors North doors 

901 Front door East door to drive South door to back shop 

Brookens Gym Main Park District Entrance West exit through 
storage 

Exit south of locker rooms 

Lake House North and south end of hallway West end of main room East end of kitchen 

1011 E Kerr Front Door East exit through 
resource room  

West exit to employee parking 
/ any shop exit door 

Meadowbrook 
Interpretive Center 

Main Barn Door South exit   

 
 
 





Administrative Procedure Manual 
11-14-12 dmw 
Director Approved, 9-27-13  
 

URBANA PARK DISTRCT 
ADA COMPLAINT FORM PROCEDURE 
 
 
The Urbana Park District strives to be in compliance with all facets of the American with 
Disabilities Act (ADA).  Should an individual visiting one of our parks, facilities, or programs have 
an accessibility complaint, they should be provided the compliant form and be allowed to 
complete the form.  Instruct the individual to return the completed form to the ADA 
Coordinator at 1311 W. Church Street, Champaign, IL  61820, or to call at (217) 239-1152. 
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URBANA PARK DISTRICT 
SAFETY INSPECTIONS AND MEETINGS PROCEDURE 
 

The Lake House, Anita Purves Nature Center, Cottage, Phillips Recreation Center, and 
Planning/Operations facilities are to be inspected by the custodial staff member assigned to 
each individual facility. The staff members will use the Facility Safety Inspection Form to guide 
them in their inspection. Completed forms are then sent to the Facility Maintenance 
Supervisor, appropriate staff will then be assigned to make repairs as needed. The completed 
Facility Safety Inspection Forms are then filed in the Preventative Maintenance Manual that is 
located in the Facility Maintenance Supervisor’s office. The Facility Maintenance Supervisor will 
send the completed forms to Safety Committee members for their evaluations as requested. 

These inspections shall take place once a month at each facility that has been listed above.  
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URBANA PARK DISTRICT 
GENERAL TOOL LOAN REQUEST PROCEDURE 
 
The Urbana Park District Planning and Operations department has a selection of general purpose tools.  
The following is the process by which certain tools may be checked out for personal use by a Regular 
Full-time employee of the Urbana Park District.  The tools may be checked out on loan for a maximum 
time of two days, or one weekend (Friday after work-Sunday, to be returned on Monday). 
 

To borrow one of these tools you must use the General Tool Loan Request Form.  This form is found 
inside Room 146 – Equipment Maintenance along the wall outside of the Equipment Technician’s office 
(room 149).  All tool loan requests must be authorized by the Equipment Technician or a Planning and 
Operations (P&O) Supervisor. 
 
The potential borrower completes Section A and returns the form to the Equipment Technician or a 
P&O Supervisor in the technician’s absence. 
 

Upon receipt of a request, the tool(s)’s condition will be examined and notations will be made in Section 
B of the form.  The technician (or supervisor) and the borrower will sign off on the agreed upon 
condition in Section B as well.  The borrower is responsible for all damages that occur to the equipment 
after it leaves the Urbana Park District’s Planning and Operations facility. 
 

Section C is to be completed by the technician or P&O Supervisor when the tool(s) is/are returned.  Both 
the borrower and the technician will sign this section also. 
 
 

PLEASE NOTE: the Urbana Park District is not responsible for 
injuries/deaths/damages that may occur while using loaned 
tools for personal use. 
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URBANA PARK DISTRICT 
General Tool Loan Request Form 

 

Section A – To be completed by Borrower and given to the Equipment Technician 
(Dennis Zindars) or the borrower’s immediate Supervisor. 
 
Name (Print clearly) __________________________ 
 
Job Title ___________________________________ 
 
 
Date of Request (when you want to use it – PREFER 24-hour notice) ___________ 
 
Tool(s) Requested ____________________________________________________ 
 
Quantities __________________________________________________________ 
 
Expected Return Date _________________________ 

 

 
Section B – to be completed by Equipment Technician (or a Supervisor) and signed by 
the same, and borrower, before tool(s) leave premises.  Borrower is responsible for all 
damages to equipment borrowed. 
 
Condition of tool(s) upon borrowing: ________________________________________________ 
 
______________________________________________________________________________ 
 
Signature ___________________________ Signature _______________________________ 

Borrower     Dennis Zindars or Supervisor 

 
 

Section C – to be completed by borrower and technician (or supervisor) upon return of 
tool(s). Borrower is responsible for all damages to equipment borrowed. 
 
Date Returned: ____________ 
 
Tool(s) returned in good working condition and put away:  _____ yes _____ no 
 

If no, please explain: ______________________________________________________ 
 
________________________________________________________________________ 
 
Signature ________________________ 
   Borrower 
 
Signature ________________________ 
 Equipment Technician/Supervisor 

**The Urbana Park District in NOT responsible 
for injuries/deaths/damages that occur while 
using loaned tools for personal use. 
                     ____________ 

          Borrower’s Initials 
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URBANA PARK DISTRICT 

LANDSCAPE TOOL LOAN REQUEST PROCEDURE 

 

The Landscape division of the Urbana Park District Planning and Operations department has a selection 

of landscaping tools.  The following is the list of tools available and the process by which these tools may 

be checked out for personal use by a Regular Full-time employee of the Urbana Park District. 

 

The following tools are available for a maximum one-day check out period from the Landscape division 

of the Planning and Operations Department: 

 Stihl Blower 

 Stihl Auger-BT45 

 Troy Built #2 tiller 

 Craftsman tiller 

 Stihl Shrub Trimmer HS 81T 

 Stihl Shrub Trimmer HS 80 

 Stihl Shrub Trimmer KM11OR 

 Stihl Shrub Trimmer FS45 
 

To borrow one of these tools you must use the Landscape Tool Loan Request Form.  This form is found 

in Room 140 - General Shop, on a green clipboard attached to the Landscape Tools locked gate.  All 

landscape tool loan requests must be authorized by the Landscape Technician or the technician’s 

supervisor (after communicating with technician), and are for a maximum of one (1) days use.   

 

The potential borrower completes Section A and returns form to Landscape Technician or Grounds 

Maintenance Supervisor in the Technician’s absence. 

 

Upon receipt of a request, the tool’s condition will be examined and notations will be made in Section B 
of the form.  The technician (or supervisor) and the borrower will sign off on the agreed upon condition 
in Section B as well.  The borrower is responsible for all damages that occur to the equipment after it 
leaves the Urbana Park District’s Planning and Operations facility. 
 

Section C is to be completed by the technician or Grounds Maintenance Supervisor when the tool(s) 

is/are returned.  Both the borrower and the technician/supervisor will sign this section also. 

 

 

PLEASE NOTE: the Urbana Park District is not responsible for 
injuries/deaths/damages that may occur while using loaned 
tools for personal use. 
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URBANA PARK DISTRICT 

Landscape Tool Loan Request Form 
 
Section A – To be completed by Borrower and given to Landscape Technician (Rick 
Carr) or Grounds Maintenance Supervisor if technician is not available. 
 
Name   ________________________________ 
 
Job Title ________________________________ 
 
 
Date of Request (when you want to use it – PREFER 24-hour notice)___________ 
 
Tool(s) Requested ____________________________________________________ 
 
Return Date:  Maximum 1 day check out  
 

 
Section B – to be completed by Landscape Technician (or Grounds Supervisor) and 
signed by the same and borrower before tool(s) leave premises.  If Rick Carr is 
unavailable the borrower or the Grounds Maintenance Supervisor must contact Rick at 
217.721.5427 to request use of the tool(s).  Borrower is responsible for all damages to 
equipment borrowed. 
 

Condition of tool(s) upon borrowing: ________________________________________________ 
 
______________________________________________________________________________ 
 
Signature ________________________    Signature ______________________________ 

Borrower           Landscape Technician/Supervisor 

 

 
Section C – to be completed by borrower and technician (or supervisor) upon return of 
tool(s).  If Rick Carr is unavailable the borrower must contact Rick at 217.721.5427 to 
confirm return and placement of tool(s) Borrower is responsible for all damages to 
equipment borrowed.       
 
Date Returned: __________ 
 
Tool(s) returned in good working condition and put away:  _____ yes _____ no 
 
If no, please explain: ______________________________________________________ 
 
________________________________________________________________________ 
 
Signature ________________________ 
   Borrower 
 
Signature ________________________ 
 Landscape Technician/Supervisor 

Stihl Blower    50:1 gas 

Stihl Auger-BT45    50:1 gas 

Troy Built #2 tiller   Regular gas 

Craftsman tiller   Regular gas 

Stihl Shrub Trimmer HS 81T  50:1 gas 

Stihl Shrub Trimmer HS 80  50:1 gas 

Stihl Shrub Trimmer KM11OR 50:1 gas 

Stihl Shrub Trimmer FS45  50:1 gas 

 

*Troybuilt #1 tiller cannot be checked out. 

**The Urbana Park District in NOT responsible 
for injuries/deaths/damages that occur while 
using loaned tools for personal use. 
                     ____________ 

          Borrower’s Initials 



 

 

 

 
6. Recreation 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
CRISIS MANAGEMENT TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 

A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
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Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
 

WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis. 
 
WHO HANDLES LOGISTICS IN A CRISIS? 
 
Crisis Management Team 
 
This team will gather, determine and implement actions to respond to the crisis.  The 
Executive Director or their designee will assign the team. 

 
Crisis Management Team Leader – This individual organizes the team and coordinates all 
actions to respond to the crisis with all constituents: emergency response personnel, public, 
staff and those directly involved or impacted by the crisis. This individual maintains 
communication with the Crisis Communications Team. He or she provides regular updates to 
the Crisis Communication Team on how the crisis is being handled. This information is shared 
with the Crisis Communications Team and, in turn, with audiences. The leader will assign other 
team members duties. 

 Site logistics-secure area and assess situation, determine what responses need to be 
made 

 Supplies, Materials, Staffing-having the appropriate supplies, materials, and staffing 
available 

 Financial Support-individual assigned by the Management Team Leader who is 
knowledgeable about finances and able to access funds as appropriate 

 Emergency Coordination-including coordination with local, state and federal emergency 
management agencies 

Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  



Administrative Procedure Manual 
9-30-13 dlm, alj 
Director Approved, 9-30-13  

 
Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  

Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information.  Centralized coordination provides a singular "face" for the organization 
in a crisis. This is one way to build credibility. Centralized information also will minimize 
miscommunication. 
 
Stay Calm. Keep your cool in an interview or news conference with reporters. All responders 
will be intent on resolving the crisis. Individuals associated with the crisis and the organization 
will be intent to receive timely and factual information.  Remember that they are trying to get 
information on a crisis that may have widespread impact for their organization.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis action log: what actions were taken, by whom and at 
what time. You will then have a record of the event and how the reponse was organized. . You 
can later evaluate your responses so you will be better prepared in the future.  
 
Emergency management information. Know what is required by government emergency 
management agencies. 
 
SAFETY RELATED TASKS DURING A CRISIS 

1. Activate the Emergency Response System, individual on site or responding.  Assess the 
situation. 

2. Secure the area with support of the Emergency Response personnel. 
3. Notify the Executive Director, Superintendent of Planning and Operations, and the 

Superintendent of Recreation as appropriate.  The Executive Director or their designee 
will assign the Crisis Management Team and a Crisis Communication Team. 

4. Develop a plan to respond to the immediate situation.  The Crisis Management Team 
Leader will assign the team members. 

5. Document all response actions, assignments, and issues. 

FOLLOWING UP AFTER A CRISIS 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  
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 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 

 Evaluate.  Evaluation of how the crisis was handled. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
CRISIS COMMUNICATION TEAM 
 
WHAT CONSTITUTES A CRISIS? 
 
Threatens the organizations’ integrity or reputation  

 Natural disasters 
 Legal disputes or actions against the organization 
 Internal or external theft or embezzlement 
 Accidents involving our organization/agency 
 Negligence 
 Other manmade disasters that can be attributed to our organization/agency 

Almost always disruptive 

 Often takes the organization by surprise 
 Puts other work on hold 
 Forces a reaction 
 Can lead to disinformation or rumor

 

GOALS IN A CRISIS 

 

Safety First 
 
A crisis may or may not involve immediate danger to the public. In the case of a fire, natural 
disaster or other accident, the first order of business is to ensure the health and safety of 
those using, visiting or working in park district facilities or parks. There are other cases where 
the public is affected in a crisis, but not in any immediate danger. Examples include theft or 
embezzlement. In both cases, however, the public trust will be impacted by the way in which 
the district immediately reacts to the crisis and resolves it over the long term. 
 
Employees are often on the front lines of a crisis. They may be the individuals asked to respond 
first. It is imperative that the organization strikes a balance between performing needed job 
duties in a crisis and life safety issues. All staff should be trained in procedures that protect the 
safety of customers and their own safety and know when a situation is beyond their ability to 
help. Examples of this may include fire, medical emergencies, chemical spills, or natural 
disasters. It is the district’s responsibility to train its staff members so that both the public and 
the employees are as safe as possible in a crisis or emergency. It is the responsibility of each 
staff member to place safety first.  
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Protecting the organization is important to its ability to continue to accomplish its mission. Loss 
of public trust or integrity diminishes the capability to provide services and hurts will hurt an 
organizations’ reputation in the long term. 
 
WHO HANDLES A CRISIS? 
 
Each emergency is different and the members of the Communication and Management teams 
handling the emergency will be dependent upon the details of the situation. In each case, the 
team should be made up of the most qualified individuals to support the district through the 
crisis and at minimum should include: 
 
Crisis Management Team Leader – This person is in charge of leading the organization though 
the crisis and resolving it as swiftly and simply as possible. The team leader may pull in staff at 
any time during the crisis to assist. This person may be at the site of the event or crisis or at 
another location.  
 
Site Team Leader – This person is in charge of organizing all activities at the site of the crisis. 
This may be at a park or facility, an office or a natural area. He or she delegates responsibilities 
to other staff based on circumstances on the ground. This individual will assign staff to 
important duties. And pull in staff at any time during the crisis to assist. 
 
Communication Team Leader – This individual leads the communication team and gathers and 
disseminates information about the crisis. 
 
WHO HANDLES INFORMATION IN A CRISIS? 
 
Crisis Communication Team 
 
This team will gather, communicate and distribute information during and after the crisis.  
The Executive Director or their designee will assign the team. 

 
Communication Team Leader – This individual organizes the team and coordinates all actions 
to respond to the crisis with all constituents: emergency response personnel, public, staff and 
those directly involved or impacted by the crisis. This individual maintains communication with 
the Crisis Communications Team. He or she provides regular updates to the Crisis 
Communication Team on how the crisis is being handled. This information is shared with the 
Crisis Communications Team and, in turn, with audiences. The leader will assign other team 
members duties. 

 Cover phones 

 Update website and social media 

 Issue news releases, call news conferences 



 

Administrative Procedure Manual 
9-30-13 dlm, alj 
Director Approved, 9-30-13  

 Gather information from the public 

Information Liaison – This individual is responsible for monitoring the information coming back 
to the organization from constituents, staff and the public. He or she should classify the 
information into categories, such as facts and rumors. Facts should be regularly updated; 
rumors should be verified or exposed as myths. The spokesperson will address the facts and 
myths in any public forums and the individual in charge of news releases will address them in 
writing. 
 
Spokesperson – This person is the one public communicator. He or she will speak with the 
media and provide regular timely updates on the actions the district is taking to resolve the 
crisis. Those individuals already known as public faces of the organization and those who have 
the highest level of both authority and accountability make the best spokespeople.  This role 
would often fall to the executive director or board president, depending on the type of crisis.  
 
Individuals on the teams should practice performing their assigned tasks in scheduled role 
playing scenarios. 
 
INFORMATION-RELATED TASKS DURING A CRISIS 
 
Get the facts. Miscommunication heightens during a crisis and can be exaggerated by half-
truths, distortions, or negative perceptions. Get to the heart of the real story and tell it.  
 
Take the offensive when a serious matter occurs. Be active, not reactive. Tell it all; tell it fast.  
 
Deal with rumors swiftly. Tell only the truth about what you know to be fact. Do not repeat 
others’ opinions, hearsay, or possibilities.  
 
Centralize information. Designate one spokesperson. A central spokesperson provides a 
singular "face" for the reporters. Viewers begin to become familiar with a central spokesperson, 
so this is one way to begin building credibility. Centralized information also will minimize 
miscommunication.  
 
Stay Calm. Keep your cool in an interview or news conference with reporters. Some reporters’ 
questions may be hostile, or may seem to be a personal attack. Remember that they are trying 
to get information on a story that may have widespread impact for their audiences.  
 
Stay "on the record". Do not go "off the record." Any comment worth saying should be said "on 
the record." If you go "off the record," be ready to read it in print the next day. Is this unethical 
for reporters to report "off the record" comments? Sure, but anything can, may, and will be 
done to advance a story. You should not be lulled into a false sense of security about the 
confidentiality of your comments.  
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"No comment” is not an answer. Try to have an answer for reporters’ questions. But if you 
don’t have an answer, don’t be afraid to say, "I don’t know, but I’ll find out." Saying "no 
comment" instead, appears to television news viewers and newspaper readers that you have 
something to hide.  
 
In any crisis situation, follow every order, direction or suggestion from emergency officials.  
 
Write everything down. Maintain a crisis communication log: what was said by whom and at 
what time. You will then have a record of the event and how it was communicated. You can 
later evaluate your responses so you will be better prepared in the future.  
 
FOLLOWING UP AFTER A CRISIS-COMMUNICATION 
 
After the crisis is over, it is time to evaluate how the organization handled the crisis. A review 
should include the following:  

 A review of why the crisis occurred. Could anything have been done to prevent the 
crisis?  

 An evaluation of how the crisis was handled. You may want to use the crisis 
communication inventory you maintained to evaluate how communication was 
handled. Was information disseminated through one spokesperson? Did 
miscommunication occur?  

 An examination of similar scenarios. What would you do in a similar situation in the 
future? What did others do in similar situations? 

 Plan for the next event.  Although we like to think that additional crises will not occur, it 
is best to take the information learned from a serious event and use it to improve 
communication for any future event. 
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URBANA PARK DISTRICT 
CRISIS COMMUNICATION/EMERGENCY PLAN 
 
RESPONSES TO SPECIFIC EMERGENCIES 
 
The following emergency procedures have been established to protect the Urbana Park District, 
hereafter referred to as Park District, employees and patrons.  All Park District employees will 
assist during emergency situations within the scope of their abilities. 
 
Hot Environments 

The U.S Department of Health and Human Services reports that the frequency of accidents is 
higher in hot environments because of the heats’ effect on the mental alertness and physical 
performance of an individual.  Excessive exposure to a hot work environment can bring about a 
variety of heat-induced disorders, such as: 

1. Heat Stroke 

2. Heat Exhaustion 

3. Heat Cramps 

4. Fainting 

5. Heat Rash 

6. Transient Heat Fatigue 

Extreme or unusually high heat affects everyone differently; know your limits in high heat 
environments.  Follow the general guidelines below to minimize risk of heat-related disorder: 

1. Know signs & symptoms of heat-related illness. 

2. Monitor yourself and coworkers. 

3. Block out direct sun or other heat sources. 

4. Drink plenty of water. 

5. Avoid beverages which contribute to dehydration such as coffee and tea. 

6. Take frequent breaks during the first 5 to 7 days of exposure to the hot environment, 

until acclimated to the increased temperatures. 

7. Wear lightweight, loose-fitting, light-colored clothing.  Remove saturated clothing. 

8. Get plenty of rest.  Sufficient sleep and good nutrition are important for maintaining a 

high level of heat tolerance. 

If an employee or patron is observed to be ill from the heat, you should: 
1. Call a supervisor for help.  If a supervisor is not available, call 911. 

2. Have someone stay with the worker until help arrives. 

3. Move the worker to a cooler/shaded area. 

4. Remove outer clothing. 

5. Fan and mist the worker with water; apply ice (ice packs or towels). 
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6. Provide cool drinking water, if able to drink. 

If the worker is not alert or seems confused, this may be a heat stroke.  Call 911 immediately 
and apply ice as soon as possible. 
 

Excessive Heat Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 
 
Youth Sports  

All games are cancelled or rescheduled by the Athletics staff no later than 4:30 pm.  If games 
have not been called by 4:30 pm, it is the official’s job to determine safe playing conditions.  If 
the heat index is 105oF or warmer by 4:30, the Athletics staff will cancel or postpone youth 
sports games and practices.   
 

Adult Sports  

Adult sports games will not be cancelled by the athletic staff due to heat.  Adult sports teams 
and players are advised to take caution and follow heat safety guidelines when playing.    
 

Outdoor Music and Special Events in the Parks  

Outdoor evening events will be cancelled or rescheduled when the heat index reaches 110oF at 
any point during the event.  The Program Managers may reschedule an evening event by 4:30 
pm, if the daytime heat index has exceeded 110oF. 
 
Other Youth Outdoor Programs and Activities 

If the heat index reaches or exceeds 105oF, programs should move into air conditioned space.  
If no air conditioned space is available, the program will be cancelled or postponed.  Outdoor 
programs taking place in temperatures over 95oF will restrict outdoor exposure to less than one 
continuous hour, and limit physical exertion. 
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Cold Environments 

When the body is unable to warm itself, serious cold-related illnesses and injuries may occur, 
and permanent tissue damage and death may result. 
Individual thresholds to cold environments are different; know your limits and follow these 
guidelines to minimize your chance of developing a cold environment-related disorder: 

1. Know the signs & symptoms of cold-induced illnesses. 

2. Keep clothing clean.  This helps maintain the proper insulation ability of the garment. 

3. Avoid overheating.  Use zippers, hats and gloves to regulate body temperature. 

4. Wear clothes loose and in layers.  Tight layers will not trap heat. 

5. Keep clothes dry.  Remove saturated clothing, especially cotton garments.  Cotton does 

not pull moisture away from the skin.  When cotton is wet it will make the body cooler. 

6. Avoid dehydration.  Consume warm sweet drinks and soups to increase caloric intake 

and fluid volume.  The intake of coffee should be limited because of the diuretic and 

circulatory effects. 

7. Avoid exhaustion or fatigue because energy is needed to keep muscles warm. 

8. Work in pairs, do not work independently. 

Hypothermia 
Hypothermia may occur when land temperatures are above freezing or water temperatures are 
below 98.6°F/37°C.  Cold related illnesses can slowly overcome a person who has been chilled 
by low temperatures, brisk winds, or wet clothing. 
Hypothermia happens when the normal body temperature (98.6°F/37°C) drops to or below 
95°F (35°C).  Symptoms of hypothermia include: 

1. Fatigue or drowsiness. 

2. Uncontrolled shivering. 

3. Cool bluish skin. 

4. Slurred speech. 

5. Clumsy movements. 

6. Irritable, irrational or confused behavior. 

What should be done: (land temperatures) 
1. Call 911 for emergency help. 

2. Move the person to a warm, dry area.  Do not leave the person alone.  Remove any wet 

clothing and replace with warm, dry clothing or wrap the person in blankets. 

3. Have the person drink warm, sweet drinks (sugar water or sports-type drinks) if they are 

alert.  Avoid drinks with caffeine (coffee, tea, or hot chocolate) or alcohol. 

4. Have the person move their arms and legs to create muscle heat.  If they are unable to 

do this, place warm bottles or hot packs in the arm pits, groin, neck, and head areas.  Do 

not rub the person’s body or place them in warm water bath.  Rapidly warming the body 

may stop their heart.  
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Frost Bite 
When frost bite occurs the body experiences a freezing in deep layers of skin and tissue.  The 
appearance of skin si pale, waxy-white in color and the skin becomes hard and numb.  Frost bite 
usually affects the fingers, hands, toes, feet, ears, and nose. 
What should be done: (land temperatures) 

1. Move the person to warm, dry area.  Do not leave the person alone. 

2. Remove any wet or tight clothing that may cut off blood flow to the affected area. 

3. Do not rub the affected area, because rubbing causes damage to the skin and tissue. 

Seek medical attention as soon as possible. 
 
Adverse Weather Plan 

 
PURPOSE: 
To establish procedures to guide employees in reporting to work during adverse weather 
conditions.  To clarify compensation policy for employees who are unable to work during 
adverse weather. 
 
DEFINITIONS: 
Adverse Weather:  Includes conditions such as snow, sleet, flooding, freezing temperatures, 
heavy winds. 
Adverse Weather – Non Emergency State:  Poor weather conditions exist but an emergency 
state has not been declared by the Executive Director; normal Park District activities continue 
as usual. 
Adverse Weather – Declared Emergency State:  The Executive Director has declared that an 
emergency state is officially in effect due to adverse weather conditions, thus curtailing normal, 
non-critical Park District operations. 
Critical Positions:  Are defined as those positions identified by each Department Head as critical 
to service delivery during adverse weather conditions. 
 
PROCEDURE: 

A. Non-Emergency State 

1. If adverse weather conditions prevail, all employees shall report to work as 

scheduled.  Employees unable to perform normal job duties because of weather 

conditions will be assigned other work by their supervisors. 

2. If hazardous conditions develop before normal reporting time, employees should 

report to work or contact their supervisors immediately.  Employees unable to 

report to work due to weather conditions may ask that an approved absence be 

charged to paid leave, compensatory leave (where applicable), or excused leave 

without pay.  Failure to contact their supervisor in a timely manner or as soon as 

practically possible will result in unexcused leave and subject employees to 
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disciplinary action for unsatisfactory job performance.  Whenever possible, and in 

accordance with departmental policies and practices, the employee may be allowed 

to make up this time within the same work week rather than charge it to leave. 

3. If hazardous conditions develop during the day, employees not designated as being 

in “critical positions” may be authorized by their Department Head to leave work if 

special transportation or other problems are anticipated.  This absence shall be 

charged to paid leave or compensatory leave (where applicable).  Whenever 

possible, employees may be allowed to make up this time within the same work 

week rather than charge it to leave. 

4. Under no circumstances, unless otherwise approved by the Executive Director and 

or Superintendent of Planning & Operations, are maintenance vehicles or 

maintenance personnel to be used for transporting “non-critical” District employees 

to work in a state of adverse weather.  Other District vehicles and personnel are to 

be used according to departmental policies and procedures. 

B. Declared Emergency State 

1. When an emergency state has been declared by the Executive Director, non-critical 

operations may be curtailed and employees may take approved leave as outlined in 

the Personnel Manual. 

2. Employees in critical positions shall be required to continue working as needed to 

ensure adequate delivery of necessary services. 

3. A list of critical positions shall be identified by each Department Head, distributed to 

affected employees and posted periodically in work sites.  New employees who are 

in critical positions shall be notified of this status when they are hired.  Employees in 

critical positions are responsible for making arrangements to get to work.  

Supervisors will work with employees to ensure that reasonable plans have been 

made for this eventuality. 

4. Employees in critical positions may be transported to the work site by District 

vehicles as circumstances allow and as authorized by Department Heads, Employees 

in critical positions may be transported to the work site by District vehicles as 

circumstances allow under the direction of the Superintendent of Planning & 

Operations and the Superintendent of Recreation.  Under no circumstances shall 

non-critical employees be transported to work by District maintenance. 

Critical Positions: 
The Executive Director, Business Manager, Superintendent of Planning and Operations, and 
Superintendent of Recreation will determine the critical positions for each emergency for their 
department. 
 



Administrative Procedure Manual 
9-30-13 dlm, alj 
Director Approved, 9-30-13  

A. Administration: 

Executive Director, Business Manager, Superintendent of Planning & Operations, 

Superintendent of Recreation, Accounting Assistant, and the Public Information 

Marketing Manager (as determined by each emergency) 

B. Planning & Operations: 

Superintendent of Planning and Operations, Facilities Maintenance Supervisor, 

Grounds Maintenance Supervisor, Construction Maintenance Supervisor, 

Aquatic Facilities Maintenance Supervisor, Office Manager, Facilities 

Maintenance Technicians, Grounds Maintenance Technicians, Equipment 

Technician, Park Beautification Technician, and Custodian 

C. Recreation: 

Environmental Program Manager, Community Program Manager, Aquatics 

 Supervisor, Athletics Supervisor, Recreation Services Supervisor 

Adverse Weather Cancellation & Rescheduling Procedure 
 
The Executive Director and Superintendents will evaluate weather conditions with regard to 
program cancellations. 

 
PURPOSE: 
To establish procedures to guide staff in canceling programs and special events due to adverse 
weather conditions. 
 
DEFINITIONS: 
Adverse Weather – includes conditions such as snow, sleet, flooding, freezing temperatures, 
extreme heat and heavy winds. 
Program Facility – includes those facilities that offer instructional and recreational programs 
such as the Phillips Recreation Center, Brookens Gym, Anita Purves Nature Center, Lake House, 
Urbana Indoor Aquatic Center, and the Crystal Lake Park Family Aquatic Center. 
Rental Facility – includes those facilities that reserve space to outside groups for meetings, 
rehearsals, parties, etc, such as the Phillips Recreation Center, Brookens Gym, Anita Purves 
Nature Center, Lake House, Urbana Indoor Aquatic Center, and the Crystal Lake Park Family 
Aquatic Center. 
Schools – includes schools that the park district offers instructional and recreational programs. 
 
PROCEDURE: 

1. All regular employees are to report for work on all scheduled workdays.   

2. The Executive Director, Superintendent of Recreation and Superintendent of 

Planning & Operations or their designee will make a decision as to whether facilities 

shall open and programs conducted based upon the following: 

a. Conditions of roads and streets in Urbana. 
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b. Safe access into facilities (parking lots, sidewalks, and steps). 

c. Changing/deteriorating weather conditions. (i.e. anticipated overnight icing, 

rain changing to snow, etc.) 

3. Program Facilities: to cancel or delay facility openings or conduct programs the 

following procedure shall be used: 

Prior to reporting to Work:  All department heads will contact their Superintendent 

or their designee to determine cancellation of programs and/or delays in opening 

facilities.  Upon the decision the department head will contact their respective 

facility/program supervisors and advise them of the decision.  Public notification 

should be made according to the following schedule: 

- 5:00 a.m. for classes/programs beginning prior to noon 

- 10:00 a.m. for classes/programs beginning between noon and 5 p.m. 

- 3:30 p.m. for classes/programs beginning after 5 p.m. 

Program facilities may be required to open to conduct park district business even if programs 
are cancelled.  The program managers will put a recording on the public line announcing the 
closing and/or delayed opening time of the facility, will contact the appropriate temporary staff 
and program instructors, and will notify the administrative office upon arrival at the facility. 
The Public Information and Marketing Manager will be responsible for updating the Urbana 
Park District website. 
 
All programs with hotlines will put an announcement on the 24-hour cancellation line. 
After reporting to Work:  If weather conditions deteriorate after staff has reported to work the 
department heads will determine cancellation of programs or facility closing.  Every effort will 
be made to meet the established time line above.  However, in the best interest of the program 
participants and staff, adjustments may be made to the cancellation schedule. 
All program facilities shall adhere to the delayed opening, cancellation and/or early closing 
schedule with exception of rental facilities. 

4. Rental Facilities: Rental cancellations due to the adverse weather conditions will be 

handled on a case by case basis, Supervisors of all rental facilities shall: 

a. Contact department head prior to calling rental party to determine if the 

facility is safe to use and staff can get to the facility. 

b. If the facility is unsafe, inform rental parties of the cancellation and give 

them the option of rescheduling or receiving a refund. 

5. Athletic Program Cancellations:  Athletic Programs cancelled due to unplayable and 

unsafe field/facility conditions will adhere to the following procedure: 

a. A decision regarding cancellation will be made by 4:30 p.m.  Monday through 

Friday, 7 a.m. on Saturday, and noon on Sunday.  

b. After the times listed above, the decision to cancel games will be made at the 

field. 
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c. The Athletic Supervisor or a designee will be responsible for updating the 24-

hour Athletics Hotline. 

Once games are cancelled due to unsafe field conditions, teams are not allowed to use the 
field/facility for practice. 
 
Tornadoes 

Tornadoes are a local storm of short duration formed by high speed rotating winds.  It is 
impossible to predict exactly when and where a tornado will occur.  If severe weather is 
imminent, listen to local weather forecasts for frequent updates.  During the weather forecasts, 
listen for these terms and do the following: 

1. Tornado Watch – Conditions exist that may produce a tornado.  Continue with daily 

activities, paying close attention to weather reports and changes in the weather around 

you. 

2. Tornado Warning – a tornado has been spotted or its presence has been detected by 

radar.  Seek shelter immediately. 

If you are in a building or structure, you should: 
1. Go to a pre-designated shelter area such as a basement or the lowest building level. 

2. If there is no basement, go to the center of an interior room on the lowest level (closet, 

interior hallway). 

3. Stay away from corners, windows, doors, and outside walls. 

4. Put as many walls as possible between you and the outside. 

5. Get under or next to sturdy furniture and use your arms to protect your head and neck. 

6. Do not open windows. 

If you are in a vehicle, trailer, or mobile home, you should: 
1. Get out immediately and go to the lowest floor of a sturdy, nearby building or a storm 

shelter. 

If you are outside with no shelter, you should: 
1. Lie flat in a nearby ditch or depression and cover your head with your hands.  Be aware 

of the potential for flooding. 

2. Do not get under an overpass or bridge.  You are safer in a low, flat location. 

3. Never try to outrun a tornado in urban or congested areas in a car or truck.  Instead, 

leave the vehicle immediately for safe shelter. 

4. Watch out for flying debris.  Flying debris from tornadoes causes most fatalities and 

injuries. 

Stay in the shelter area until the tornado warning is terminated. 
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TORNADO PLAN 
 
Facilities Procedures: 
 Watch—Tornado and Thunderstorm 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Inform everyone in facility of watch. 

 Check park areas and inform everyone of watch. 

 Continue programs as scheduled and appropriate for the weather conditions. 
 
Warning—Tornado and Severe Thunderstorm 
When the emergency response sirens sound: 

 Turn television to Weatherscan channel 22   

 Turn radio to emergency radio station News Talk 1400 or 97.5 FM. 

 Inform everyone in the facility of the warning and direct them to the cover area. 

 Take cover away from “outside” glass and in small rooms in the interior of the building. 
 
 

Facility Location of Storm Shelter 

Leal Cottage Basement 

APNC Basement 

PRC Restrooms 

UIAC Locker rooms 

901 Break room 

Lake House Bathrooms 

Brookens Locker rooms 

Meadowbrook Barn Garden Pavilion Restrooms 

Sports Fields (outdoors) Nearest building interior 

1011 E Kerr St. Restrooms / any interior room 

 
 
Vehicle Procedures: 
Watch—Tornado and Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station News Talk 1400 AM or 97.5 FM. 

 Check park areas and inform everyone of watch. 
 
Warning—Tornado and Severe Thunderstorm 

 Operations Office Manager will inform all park personnel of weather updates. 

 Turn radio to emergency radio station WDWS 1400 AM or 97.5 FM. 

 Inform everyone in the general vicinity of warning. 

 Seek the closest shelter and take cover. 
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Earthquakes 
Earthquakes are a rare but possible occurrence in the Midwest.  Stay as safe as possible during 
an earthquake.  Be aware that some earthquakes are actually foreshocks and larger earthquake 
might occur.  Minimize your movements to a few steps to a nearby safe place and if you are 
indoors, stay there until the shaking has stopped and you are sure existing is safe.  Take the 
following actions when an earthquake begins. 
If you are indoors, you should: 

1. Drop to the ground; take cover by getting under a sturdy table or piece of furniture and 

hold on until the shaking stops.  If there is not a table or desk near you, cover your face 

and head with your arms and crouch in an inside corner of the building. 

2. Stay away from glass, windows, outside doors and walls, and anything that could fall, 

such as lighting fixtures or furniture. 

3. Use a doorway for shelter only if it is in close proximity to you and if you know it is a 

strongly supported, load bearing doorway. 

4. Stay inside until the shaking stops and it is safe to go outside. 

5. Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn 

on. 

6. Do not use elevators. 

If you are outdoors, you should: 
1. Stay there. 

2. Move away from buildings, streetlights, and utility wires. 

3. Once in the open, stay there until the shaking stops. 

If you are in a moving vehicle, you should: 
1. Stop and stay in the vehicle.  Avoid stopping near or under buildings, trees, overpasses, 

and utility wires. 

2. Proceed cautiously once the earthquake has stopped.  Avoid roads, bridges, or ramps 

that might have been damaged by the earthquake. 

If you are trapped under debris: 
1. Do not light a match 

2. Do not move about or kick up dust. 

3. Cover your mouth with a handkerchief or clothing. 

4. Tap on a pipe or wall so rescuers can locate you.  Use a whistle if one is available. 
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Lightning 

Lightning is a violent act of nature that can cause serious injury and death.  In most instances, 
people injured by lightning are not directly hit.  These non-direct hit injuries are caused by 
transients, currents that flow through people in the vicinity of lightning strikes to the ground.  
Lightning strikes occur most frequently during the spring and summer months when thunder 
storms are prevalent.  It is the policy of the Park District that all persons supervising outdoor 
activities be aware that when lightning or thunder is observed or heard, outdoor programs 
should be suspended and everyone should seek appropriate shelter.  The same holds true for 
any employee working outside, if lightning or thunder is observed or heard, employees should 
stop what they are doing and seek appropriate shelter.  Employees should adhere to the 
following procedures and guidelines: 
If outdoors, you should: 

1. Avoid water and all metal objects. 

2. Avoid high ground and open spaces. 

3. Avoid standing near tall or metal objects such as fences, light poles, or power lines. 

4. Seek shelter in a building or in a fully enclosed metal vehicle such as a car, truck or van 

with the windows completely shut. The employee should return to their operations base 

if possible. 

5. Remain in the shelter area for 30 minutes after the last sign of lightning or sound of 

thunder. 

6. If you feel your skin tingle or your hair stand on end, squat low to the ground on the 

balls of your feet.  Place your hands on your knees with your head between them.  Make 

yourself as small a target as possible and minimize your contact with the ground. 

If indoors, you should: 
1. Stand clear from doors and windows. 

2. Avoid contact with sinks, faucets, and related piping. 

3. If possible, turn off and stay away from electrically powered items. 

4. Do not attempt to unplug electrical cords. 

5. Use telephones for emergency use only. 

6. Remain inside until the storm has passed. 

Outdoor Program 
Instructors and supervisors should listen to current weather forecasts the morning of any 
outdoor planned activities so that employees can be alert to changing weather conditions.  
Instructors should also follow the following steps whenever possible. 

1. Monitor weather conditions as they appear on the horizon. 

2. Monitor weather radios when possible. 

3. Designate buildings that can be used when severe weather occurs. 

4. Plan alternative indoor activities for camps and related programs. 
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In the event lightning is spotted, thunder is heard, or a lightning warning system is sounded, all 
activity must be stopped and the following must be followed: 

1. Whenever lightning is observed or thunder is heard, outdoor activity should be 

suspended for a minimum of 30 minutes after the last sign of lightning or thunder is 

noted. 

2. If a lightning warning system is present, follow the procedure specific to that system and 

location. 

3. Do not resume activity until 30 minutes following the last sight of lightning or sound of 

thunder. 

4. Follow IHSA Severe Weather Safety Guidelines when applicable. 

5. Pools and deck areas need to be evacuated at the Crystal Lake Park Family Aquatic 

Center. 
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Flood 

Flooding is most likely to occur near bodies of water, and in areas with poor drainage.  As in any 
other emergency situation the well-being of Park District staff and patrons is the first priority. 

1. Avoid rushing waters and protect yourself against contaminated water. 

2. If flood waters threaten Park District assets, a sand bag dike may be built. 

3. Evacuate buildings threatened by flood waters. 

4. Contact all utilities to disconnect services. 

5. A department head or present supervisor will coordinate the actions of staff present in 

an attempt to protect Park District assets, without jeopardizing their safety. 

6. Do not drive into flooded areas. 

7. Any employee working near floodwaters must wear a U.S. Coast Guard approved life 

jacket. 

8. In high traffic areas, efforts will be made to secure sections of the area to deter public 

traffic. 
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Fire Plan 

 
General Information 

Fires can begin through explosions from highly volatile materials; arson; lightening strike; 
vandalism; old, unsafe, or overheated appliances; fireworks; smoking materials; or improperly 
stored flammables. 
 
To stop the spread of fire, early detection and extinguishing are essential. If a fire gets out of 
control or an explosion is imminent, evacuation must be immediate. The impact of fire is 
greatly affected by fire alarms, sprinkler systems, exit signs, emergency lighting, and employees 
trained in fire extinguisher use. 
 
Fire Extinguisher Use 

Fight a fire with an extinguisher only if the following are true: 

 The fire department has been notified of the fire. 

 The fire is small and confined to its immediate area of origin. 

 You have a way out and can fight the fire with your back to an exit. 

 You have the proper extinguisher (in working order) and know how to use it. 

 You use careful judgment. If your effort is failing, get out of the facility quickly, and close the 
door behind you. 

 
Fire—Basic Action and Evacuation 

1. Contact the Fire Department (911) and activate the nearest fire alarm. 
2. Begin evacuation of all participants and staff. 
3. Attempt to extinguish the fire under the recommended guidelines above. 
4. Leave lights and windows as they are. 
5. Be aware of the number of participants for whom you are responsible. Upon evacuation, do 

a head count. 
6. Close all doors as you exit rooms. 
7. A site supervisor or designated staff should prepare to meet the fire department. 
8. A senior staff member (Director, Superintendent, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i. e., 
fire department, police, media if authorized. 

9. Available staff should stay with all participants. However, one staff member should contact 
the Business Manager at the Business Office and the Public Information and Marketing 
Manager, and the Superintendent of Recreation should contact parents of youth 
participants if applicable. 

10. Follow the directions of the fire department and police. 
11. UIAC and APNC – Do Not Use Elevator To Exit The Lower Level. 
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Bomb or Terrorist Threat 

 

1. Take it seriously. 
2. Get as much information as possible and write it down immediately. 

 Name of caller or association?  

 Date call is received?  

 Exact location of bomb?  

 Time of detonation?  

 What bomb looks like?  

 Why bomb was placed?  

 What kind of explosive was used?  

 Caller’s sex and age (adult or child)?  

 Any other identification (voice, tone, and background) 
3. If possible, keep the caller on the primary line and on a secondary line another person 

should contact police and then the telephone company at (800) 346-1382 to trace the call.  
4. Another staff person should alert the facility supervisor and immediate supervisor. 
5. Evacuate the facility to 300 feet for the protection of all participants and staff.  
6. Contact the Executive Director, Business Manager, Superintendent of Planning and 

Operations and Superintendent of Recreation. 
7. A senior staff member (Director, Superintendents, Public Information and Marketing 

Manager) should be prepared to meet and discuss the situation with the authorities (i.e., 
police, bomb squad, media if authorized). 

8. Follow the direction of the police. 
9.   Particular attention should be given to: ceilings, restrooms, crawlspaces, electrical and 

plumbing areas and fixtures, utility rooms, office areas, stairways, fuel or gas valves, 
suspicious parcels or people, or anything out of the ordinary. Staff should direct authorities 
to areas of concern. 

 
Utility Failure Plan 

 

1. An emergency lighting system will operate at each Urbana Park District facility in the event 
of a power failure.  These systems will work for a maximum of 15 minutes only. 

2. Utilize flashlight(s) and the radio (if necessary). 
3. Take the appropriate steps to calm all participants (proceed with activities if allowable). 
4. Contact the Planning and Operations office and appropriate personnel during office hours, or 

contact the appropriate personnel at their home number after hours. 
5. If utility failure continues for an extended period of time, contact parents of youth 

participants and send adult participants home. 
6. If gas or burning odors are detected within the building, evacuate the building immediately.   
7. UIAC and Anita Purves Nature Center - Check elevator for participants. 
Call Ameren IP at (800) 755-5000 
Illinois American Water (800) 422-2782 
UCSD 384-2342 
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Evacuation Routes 

 
More than one exit may be used during evacuations. However, the closest exit should be 
utilized. 
 

FACILITY PRIMARY EXIT SECONDARY EXIT ALTERNATIVE EXIT 

Business Office - First 
Floor 

Front Door Back Door  

Business Office - 
Basement 

South Basement Door Upstairs to back door  

APNC - First Floor Lobby Entrance Exhibit Hall Education Hall, Classroom C 

APNC - Basement Bottom of Stairs Resource Room Storage Room 

PRC Front doors West emergency exits South and East emergency 
exits 

UIAC Front doors West doors North doors 

901 Front door East door to drive South door to back shop 

Brookens Gym Main Park District Entrance West exit through 
storage 

Exit south of locker rooms 

Lake House North and south end of hallway West end of main room East end of kitchen 

1011 E Kerr Front Door East exit through 
resource room  

West exit to employee parking 
/ any shop exit door 

Meadowbrook 
Interpretive Center 

Main Barn Door South exit   
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2.13 Cash Handling Procedure 
There should be procedures used for collecting, safeguarding, and disbursing cash to include, 
at a minimum: 

 Cash handling system procedure 

 Preparation of financial statement 

 Conduct of internal audits 

 Persons or positions authorized to accept or disburse funds 

 Statement regarding design and separation of duties 
 
Commentary: Formal cash control procedures enable an agency to establish accountability, to 
comply with funding authorizations and restrictions, to ensure that disbursements are for 
designated and approved recipients and more importantly, to alert agency management to 
possible problems requiring remedial action. 
 
Evidence of Compliance 

1. Provide copy of procedures 
 
The Urbana Park District has set procedures for the handling of cash. It covers the system, 
preparation of financial statements, conduct of internal audits, positions authorized to accept 
or disburse funds and a statement regarding design and separation of duties. It is also split 
into provisions for each department that handles cash on a regular basis. 
 



Urbana Park District Cash Handling Procedures 
 

Administrative Procedure Manual 
9/23/2013 krm & crr 
Director Approved, 9/27/2013 

Urbana Park District Cash Handling Procedures 

 
The District has established a standard of internal controls that are to be followed by 
departments responsible for cash management and that focus on the following listed controls: 

 Segregation of duties - authorization, recordation, custodian functions, and 
reconciliation. In circumstances where this is not feasible, other mitigating procedures 
may be established by the Business Manager. 

 Daily processing - daily cash/collection total reconciled to subsequent deposit. 

 Timely depositing of funds received - processing procedures including 
interdepartmental transportation and deposit directly to designated depositories. 

 Reconciliation to the general ledger and other supporting accounting ledgers performed 
in a timely manner. 

 Physical security procedures during work hours and non-working hours for all funds 
received and cash drawers maintained. 

 The use of automated system resources where practical to provide better processing 
and reconciliation support as well as providing a more efficient and effective manner to 
manage receipts. 

 
The following are general procedures to be followed by all staff that handles money: 

1. Access to cash drawer/safe is limited to those staff with legitimate business needs.  
2. Authorized personnel are assigned a unique user ID to grant computer access. Any data 

entered by staff involving debits and credits should be done using their own user ID.  No 
sharing of user IDs is permitted. 

3. If circumstances require the register to be left unattended, the register should be 
secured. 

4. All monies received will be entered into the computer under the appropriate revenue 
code and should be placed in the cash drawer or safe until a deposit can be made.    

5. Per the Urbana Park District Investment Policy, all funds shall be deposited as fast as 
practical, but always within three banking days. 

6. To ensure customer credit card data security, there is no field on any form requesting 
credit card information.  If in the event that a customer writes their card number on a 
form, that portion of the form should be cut off and shredded. 

7. At the end of each day/shift a Deposit Report is generated as a record of all incoming 
monies.  The total on these reports must match actual funds deposited.  See Appendix A 
for site-specific deposit processing procedures. 

8. If the Deposit Report cannot be brought to an agreement with the deposit, the 
necessary adjustment is identified.  Staff will research or reconcile any errors.  The 
Business Office will provide help with this if needed.  Any discrepancies of $20 or 
greater, require a Cash Incident Report be completed by the responsible employee.  See 
Appendix I for the Cash Incident Report and Procedure. 

9. Staff may be disciplined for their cash journal not matching the deposit, according to the 
Urbana Park District Personnel Policy Manual Employee Conduct and Discipline Section. 
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Provisions for Special Events 
See Appendix B for special event cash handling processing procedures. Money collected at any 
special event should be locked in the closest Urbana Park District building safe or dropped in 
24-hour drop box at a bank designated by the park district, whichever is deemed appropriate by 
the Business Office. 
 
 
Disbursement of Funds: Methods of Payment 
 
All efforts should be made to utilize the P-card as primary method of payment before other 
methods.  Methods of payment rank as follows: 

1. Purchase Card 
2. Purchase Order or Voucher Request (in the Business Office) 
3. Petty Cash 
4. Staff Reimbursement 

 
1. Disbursement of Funds by Purchase Card 
All efforts should be made to utilize the P-card as primary method of payment before other 
methods. The P-Card may be used at any merchant that accepts MasterCard credit cards.  
 
The following steps are taken in issuing P-Cards to employees: 

 Supervisors complete a Cardholder Application form if a Chase Purchase Card (P-Card) 
will be beneficial to the employee’s position.   

 When the form is received at the Business office, a card is ordered and sent to 
supervisor.   

 Supervisor reviews Guidelines For Use and Monthly P-Card Procedures with employee.   

 Employee and supervisor sign Acknowledgement of Receipt of P-Card form and return 
form to Business Office.  Forms are kept in the employee’s personnel file. 

 
The Cardholder Application form, Acknowledgement of Receipt of P-Card form, Guidelines for 
Use, Monthly P-Card Procedures, Smartdata Website Procedures for Cardholders and 
Supervisors, Lost Receipt Verification & Authorization Form, and the Business Office P-card 
accounting procedures are included in Appendix C. 
 
2. Disbursement of Funds by Purchase Order 
Secondary to the P-Card, a Purchase Order (PO) should be generated when placing an order, 
calling for service, or making a purchase. The purpose of a PO is to inform the Business Office 
how a particular purchase is to be coded into the General Ledger, so that the vendor can be 
paid.  Blank PO books are located at the Business Office. The Urbana Park District is tax exempt 
(Tax 1.0. # E 9998-5373-06). The tax exempt number is located on the PO. We are also a 
government agency and will qualify for discounts at some businesses. Ensure that you are 
acting within your required purchasing authority.  
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The following key pieces of information are necessary on all Purchase Orders: Date, vendor 
name, account code, amount, description, staff approval signatures, itemized receipts. See the 
attached PO Instruction Sheet in Appendix D for details on how to properly complete a PO.  
Some vendors also require store account cards and/or tax exempt cards with POs. A single PO 
can be used to buy items for multiple program areas by listing out the expenses by account 
codes. Please turn in all POs and receipts in a timely manner. Restaurant receipts should include 
an itemized receipt and the names of those, for whom meals were paid.  Please do not hold 
purchase orders to be coded, receipts, or bills at your desk. If you are sick or on vacation, your 
supervisor should check your mailbox so that purchase orders and receipts will be turned in on 
time.   
 
For billing purposes, make sure you use the following address: 
Urbana Park District, 303 W University Ave, Urbana IL 61801 
 
The Purchase Order Form, PO Instruction Sheet, and the Business Office vendor check 
accounting procedures are included in Appendix D. 
 
3. Disbursement of Funds by Petty Cash 
Tertiary to the P-Card, petty cash funds allow for the payment of minor business expenses and 
to permit the purchase of low-value supplies and services in an efficient and cost effective 
manner. 
 
Please see Appendix E for details on  

 Security of petty cash funds and internal control procedures 

 Designating and transferring of petty cash custodianship 

 Establishing, increasing, decreasing, and closing petty cash funds 

 Procedures for petty cash purchases, replenishing and reconciling petty cash funds 

 Petty Cash Fund Custodian Establish/Change Form 

 Petty Cash Reconciliation Sheet Form 
 
4. Disbursement of Funds by Staff Reimbursement 
When it would be otherwise impractical to purchase items through the usual purchasing 
methods, staff reimbursement for purchases is the final method.  A Voucher Request Form 
should be submitted by the employee to detail the reimbursement and the account code to 
which the expense is to be debited.  Allowable expenses for reimbursement include mileage, 
per diem, and reimbursement for purchases for Urbana Park District purposes.  Per diem and 
tuition reimbursement must follow the guidelines of the UPD Personnel Policy Manual and 
accompany the Request for Travel Per Diem Form or the Tuition Reimbursement Form, 
respectively.  Sales tax is not reimbursable.   
 
The Voucher Request Form, Auto Mileage Form, Request for Travel Per Diem Form, and Tuition 
Reimbursement Form are attached in Appendix F. 
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Disbursement of Funds: Approval of Disbursements Paid 
Vendor and reimbursement checks are issued weekly on Thursdays. Participant refunds are 
issued weekly on Mondays. P-Card payments are made monthly.  Board meetings are held the 
second Tuesday of every month. All checks paid and all P-card purchases are approved by the 
Park Board. Two signatures are required on all checks. 
 
 
Urbana Park District Administrative Procedures and Operations Manual 
 
Month End Procedures/Financial Statement Prep 

 Record with a journal entry, all deposits not made through the registration system – NSF 
reimbursements, large deposits deposited directly to the Illinois Funds, Property Tax 
allocations, Personal Property Replacement Tax, intergovernmental revenues, grants 
and donations, interest income, and other miscellaneous receipts 

 Record with a journal entry all bank and miscellaneous charges - NSF checks, credit card 
charges, wire transfers, bank charges, etc 

 Calculate and record investment income 

 Record all transactions associated with the bi-weekly payroll transactions - due to/due 
from activity, and other payroll postings 

 Record investment transfers from State Treasurer's account (Illinois Funds) to an 
operating account 

 Review the payroll, operating, and other accounts bank reconciliations and tie these 
balances to the general ledger and monthly Treasurer's report 

 Reconcile all of the investment accounts and the operating accounts and tie these 
balances to the general ledger and monthly Treasurer's report 

 Reconcile Trial Balance cash accounts with monthly Treasurer's report 

 Review monthly budget report for proper budget allocation, correct codes, etc. 
Distribute budget printouts to executive director, department heads, and the Board 

 Prepare monthly spreadsheets on capital projects 

 Prepare IMRF report through the IMRF website, electronic transfer the IMRF payment 

 Quarterly, prepare and submit sales tax and payroll tax reports 

 Distribute monthly Paid Accounts Payable listing to board members 

 Reconcile all bank accounts. See Appendix G for detailed instructions. 

 Reconcile Accounts Receivable. See Appendix H for detailed instructions. 
 
Year-End Procedures 

 Reconcile petty cash and turn in the voucher to the Business Office no later than noon 
on April 24th.  Cash petty cash check no later than the 30th. 

 Vouchers for reimbursements of mileage or supplies must be at the Business Office by 
noon on April 24th. 

 Empty vending machines, donation boxes and dog park fees, etc. so all monies will be 
deposited no later than the morning of April 30th. 
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 Deposit any receipts that do not run through CLASS, the morning of April 30th. 

 Be certain that all fees for classes and rentals that take place in the current fiscal year 
have been entered into the CLASS program and payments deposited by noon on April 
30th, including credit cards.  No registrations or rentals can to be entered into CLASS on 
the 30th from noon on.  Hold these until May 1 for entering.   

 
For the final pay period of the fiscal year, be mindful of the following: 

 Plan to pay all of your employees who work for us on an 80/20 split and are paid 
periodically any remaining amounts due during this final pay period. 

 There are several types of staff that tend to turn in timesheets for multiple pay periods 
simultaneously.  This often includes interns, water aerobics instructors, and other 
program leaders.  Please be mindful that these staff have turned in their time sheets. 
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Phillips Recreation Deposit Procedures 

 Run a daily deposit and reports as required for CLASS and Active 
o Deposit is processed the morning of the following day 

 Scan checks into check scanner by logging on the Chase.com Quick Deposit 
o Log into Chase.com, select Payments and Transfers from the top menu bar, and click on 

Deposit Checks under the Quick Deposit tab. 
o Fill in the fields of the Deposit Information section as follows: 

 Deposit To: Recreation (…2717) 
 Location: Phillips Recreation Center 
 Deposit Description: “Printout [date range of deposit]” 

 i.e. Printout July 29-30, 2011 
 Deposit Total ($USD): Total $ for checks to be deposited 

o Proceed with Scanning, Revising, Balancing and Submitting the scanned checks.  Follow 
web site instructions to make any needed corrections. 

o Print and attach two reports with each deposit (links to each report are at bottom of the 
confirmation web page) 

 The printout of the check list 
 The printout of the deposit receipt 

 Create a daily deposit ticket for cash 
o Attach yellow copy of deposit slip to the report; submit full report to the Business Office. 
o Seal deposit ticket along with daily cash into a single night deposit envelope. 

 Attach the stub of the envelope to the deposit report, submit to Business Office. 
 See attached example of how to correctly fill out and seal deposit into night drop 

envelope. 
o An envelope for each day’s deposit will be stored in the safe. 
o Once a week/Friday all cash is taken to the bank and deposited 
o Deposit receipts will be mailed to the Business Office to match up with deposit reports. 

 End of the month procedures 
o Efforts should be made to deposit as much as possible within the month of those deposit 

reports.  An extra trip to the bank to deposit cash may be necessary during a week where 
the end of the month falls. 

 For example, if the end of the month falls on a Thursday, we would want to deposit 
any remaining cash (from the previous Friday through Wednesday) on Thursday.  
This way, only Thursday’s deposit will carry over into the following month’s bank 
statement when it is deposited on Friday. 

 Keeping Cash Secure 
o Cash should be in the safe at all times 
o The safe should remain locked at all times 
o Deposit tickets and cash should be sealed in tamper-proof bags. 
o When cash is transported to the bank, the driver should go directly to the bank without 

stopping elsewhere first.  The bank should be the first stop before other errands. 
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Urbana Indoor Aquatic Center & Crystal Lake Park Family Aquatic Center Deposit Procedures 

 Run deposits and reports as required 
o Deposit processed for each shift 
o Deposit taken to bank daily 

 Create a deposit ticket for cash & checks 
o Attach yellow copy of deposit slips to the report, submit full report to Business Office. 
o Seal deposit ticket along with shift’s cash & checks into a single white envelope.  Write 

the following information on each envelope: 
 Cashier’s name 
 Date of shift 
 Time of shift 
 Amount of deposit 

o Store deposits in the safe 
o Deposit is processed the morning of the following day.  All collected cash & checks are 

taken to the bank and deposited. 
 Chase Bank, 405 N Broadway Ave., Urbana 
 After deposit, travel to Business Office to drop off the deposit report and sign 

off on the deposit receipts. 

 End of the month procedures 
o Efforts should be made to deposit as much as possible within the month of those 

deposit reports.  An extra trip to the bank to deposit cash may be necessary during a 
week where the end of the month falls. 

 For example, if the end of the month falls on a Thursday, we would want to 
deposit any remaining cash (from the previous Friday through Wednesday) on 
Thursday.  This way, only Thursday’s deposit will carryover into the following 
month’s bank statement when it is deposited on Friday. 

 Keeping Cash Secure 
o Cash should be in the safe at all times 
o The safe should remain locked at all times 
o Deposit tickets and cash should be sealed in envelopes, in bank bags, in the safe. 
o When cash is transported to the bank, the driver should go directly to the bank and 

then the Business Office without stopping elsewhere first.  The deposit should be the 
first priority before other errands. 
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Anita Purves Nature Center Deposit Procedures 
Unregistered Deposits  

 Collect money from dinosaur, hot chocolate, donations, vending machine, etc. 

 An unregistered should be run as needed, within three days of receiving funds.  

 Any change should be totaled up at the bank. Do not count by hand. Be sure to go back and fill 
in any total blanks where the amount of change is needed (receipt, Deposit Report form & 
copy, deposit slip).  

1. Each source of money needs a receipt from receipt book filled out - 
a. “Received From” – Dinosaur, etc. 
b. On “For” line, write in appropriate revenue account number 
c. Write the amount of unregistered item $ box. 
d. Sign next to “By”. 

2. Put receipt with unregistered cash and checks. 
3. From the purple folder, fill out the goldenrod colored APNC Deposit Report 
4. In blank area at the top left, write “Unregistered Deposit”. Write in today’s date for “Date 

Printed”. Sign at the bottom.  
5. Scan any checks into Chase bank online. See detailed instructions below. Print Deposit 

Receipt.  
6. Fill in the total Cash & Checks taken to Chase Bank, the total Checks Scanned to Chase Online, 

and the Total to Chase Bank.  
7. Fill out bank deposit slip.  
8. Make a copy of the report for our records – the most recent copy should stay in the Deposits 

folder, while older copies can be filed into the black filing cabinet in the “Deposit Reports 
Completed” folder.  Staple the white copy of the receipts with the account numbers to the 
back of the copied report. 

9. After taking deposit to the bank, the original APNC Deposit Report should be sent to the 
Business Office, along with the bank receipt, the yellow copy of the bank deposit slip (have 
the bank “teller stamp” it), and all of the yellow copies of the receipts with the account 
numbers and descriptions. 

 
Registered Deposits  

 Anything entered into CLASS: Birthday parties, School Tours, Loan items, Rentals, etc. 

 A deposit should be run within three days of receiving funds.  
1. Print Reports 

 Daily Cash Balance Report 
i. CLASS/Report Printing/Accounting/Daily Cash Balance Report  

ii. Location: APNC       User: All Payment Type: All 
iii. To Determine “From” date, look at the previous report to find the date 

range it was last run.  If previous report was run until 2/10, the from date 
should be 2/11.   

iv. “To” date is whatever date you want to run the deposit through, usually 
yesterday’s date.   
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v. Print - In the Select A Report Pop Up Box, choose the 3rd option “Credit Ca 
CSS_1”, click Select. 

 GL Report 
i. CLASS/Report Printing/Accounting/GL Report – use same date range and 

location 

 Refunds Processed Report – use same date range and location 
i. CLASS/Report Printing/Refunds Process Report 

 Payment Processing List 
i. CLASS/Report Printing/Payment Processing/Payment Processing List – use 

same date range and location 
2. Compare checks and receipts from the Registered Deposit money bag in the safe to the Daily 

Cash Balance Report.  
a. Make sure all cash and checks on the report are accounted for 
b. If there were any mistakes on the report (entered then cancelled payments), use a ruler to 

draw a line completely through the entries on the report 
3. Get APNC Deposit Report (goldenrod color) form from purple folder. 
4. Write today’s date on the Date Printed line.  Under it write the date range for this report (the 

From and To dates from the above reports).  Write “Registered Deposit – CLASS” above 
today’s date. Sign the Deposit Report. 

5. Scan checks into Chase online. 
A. Prepare check scanner. Insert black plastic check holder, and extend black plastic 

check catcher. Place checks resting on the check holder to be fed into the machine.  
B. Open a browser window to www.chase.com. Log-in with user ID and password.  
C. Select “Payments and Transfers” tab at the top. Then select “Deposit Checks” 

button.  
D. Deposit to: Rec Deposits  Location: Anita Purves Nature Center  

Deposit description: date range of deposit     Deposit total: check total – Next 
E. Click Next after checks scan through 
F. Look at checks on the Review Checks page. Make sure each check total is correct. 

Correct any errors as needed. Click Next.  
G. Review checks one final time, and click Submit Deposit.  
H. On the Deposit Receipt Confirmed page, select Print this page for your records. 

Once receipt is printed, select Log Off. 
I. Put check scanner away. Store the checks in the APNC Scanned Checks money bag 

in the safe. Checks in the bag from the previous deposit that have already been 
scanned and processed can be shredded.  

6. Continue filling out the Deposit Report 

 Cash & Checks taken to Chase Bank = total of anything brought to the bank in person, 
will usually only be cash/change 

 Checks Scanned to Chase Online = total of scanned checks 

http://www.chase.com/
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 Total to Chase Bank = total of the above two  

 Total on Printout = the total is the number at the very end of the DCBR, should be the 
net total of all transactions accounted for on this deposit.  If the total on Printout line 
is different from the total of Cash + Checks, you know that there were some credit card 
transactions. 

7. Fill out a bank deposit slip for any money taken to Chase Bank.  
a. If depositing a check, do not write check #; just the name on the check 
b. Write “APNC” in the white space of the deposit slip 

8. Make a copy of the deposit report + forms for our records and put it in the purple folder.  The 
previous report, which should still be in there, can then be filed in the black filing cabinet 
under “Budget”, in the “Deposit Reports Completed” folder. 

9. Place items in this order: 
a. Bank deposit slip (on top) 
b. Checks/cash 
c. Yellow copies of any registered cash receipts 
d. APNC Deposit Report 
e. DCBR 
f. GL Report 
g. Refunds Processed Report 
h. Payment Processing List 
i. Deposit Receipt Confirmed 

10. Take deposit to the bank. 
11. Completed Deposit Report and bank receipts go to the Business Office  
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Lake House Activenet Point of Sale Terminal Procedures 
Steps for logging in and beginning your shift at the boat window: 

1) Turn on the tower. 
2) Turn on the monitor and mouse. 
3) Turn on the Epson receipt printer. 
4) Login to Windows. 

a. lhposuser is the username/login 
b. POSUsers is the password 

5) Open the Active shortcut on the desktop (activenet.active.com/urbanaparks/login). 
6) Login to the Active site. Your username is your initials plus last name (jlsoesbe). Your password for now 

is: password123. 
7) Depending on who last logged in and whether this is your first time, you may have to assign a work 

station at login. Using the pulldown menu, select Lake House: LH Window: 

8) Sometimes, that step is already completed, so: EVERY TIME, YOU SHOULD CHECK THE UPPER RIGHT 
CORNER. Where it says Account with the blue arrow, click on the arrow to be sure you’re logged in to 
the correct workstation. 

 

 

 

 

 

 

This is an extremely crucial 
step! In order for our drawer 
to balance, we need to have 
the correct center and work 

station selected. 
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9) Close down the Administration tab and click on the icon for Point of Sale, the cash register. The Point 
of Sale Layout will open. I like to click F11 to run the computer at full screen.  IT CAN TAKE UP TO 3-5 
MINUTES FOR JAVA TO COME UP. 

 
Point of Sale Layout Screen 
This is the ‘cash register’ for boats and concessions. There is a button for every item we sell. The grey 
window on the left for Drop-In Customer will always be open. Once you’ve finished a transaction, the last 
one stays on the screen  
1) Select the correct boat or item on the screen by touching it. It will register on the lefthand menu. 

a. If you want to do multiple items, you can hit that item’s button that number of times, OR you can 
use the grey number pad on the touchscreen to select quantity and then hit the item’s button. 

b. At any point, you can use the “Delete Last” button to take away a selection 
2) Once you’re done, hit one of the payment buttons on the right: Cash, Charge or Check. 

a. If choosing cash, you’ll use the grey number buttons to put in the dollar amount of their payment 
and then choose the yellow Finish button. While it’s processing, the button is light blue. DON’T HIT 
IT TWICE. At the bottom of the menu on the left you’ll see the change needed. 

1. A window will come up and ask if you want to print this receipt. Unless a 
customer tells you they need a receipt, select No. 

2. The grey menu will say Completed Receipt at the top. Your transaction is 
finished and you’re ready for the next one. 

b. If choosing check, just type in the check # in the corresponding box on the lefthand grey menu 
(your cursor is automatically there). Then select Finish. Again, we do not print receipts for checks. 

 Take the customer’s check and slide it into the lefthand slot in the front of the cash drawer. 
c. If choosing charge, the icon for the card swiper will appear above the colored layout.  

 Swipe the card and follow the instructions on the swiper.  

 The card information appears on the grey lefthand menu. Select the yellow Finish key. 

 Answer “Yes” to the receipt prompt and have the customer sign the receipt. Slide it into the 
righthand slot in the front of the cash drawer. At this point, ask the customer if they’d like a 
copy of the receipt. Use the “Print POS Receipt” button on the lefthand grey menu. 

d. If the card doesn’t swipe, it can be entered manually.  

 Hit the Red X button on the card swiper to cancel the swipe. 

 On the screen, the Manual Keypad button below the icon of the swiper will appear active  

 Touch that button and then enter the card number using the keypad on the swiper. You’ll use 
the green    button in between steps. 

e. If the customer changes their payment method before you hit Finish, you can hit Cancel below the 
payment amount on the lefthand menu. 

 
Refunds 
You can refund an item completely using the Point of Sale Screen. We only do refunds for boat rides if 
there are extenuating circumstances. Instead refunds on concession items, we will give them a 
replacement item. 
 
1) Cash Refunds 

 Hit the blue “Refund Item” button. 

 Hit the button for the item you’re refunding. 
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 Hit the green “Payment Cash” button. On the lefthand 
grey menu, it will show the refund amount. Hit the OK 
button. The lefthand menu should appear like this   

 Hit the yellow “Finish” button. 

 When you get the receipt prompt, choose “Yes” and put 
that receipt in the cash drawer when it opens. Pull the 
cash out for the customer. 

 A Shift Supervisor should either process or sign off on all 
refunds. 

2) Check Refunds 

 Hit the button for the item you’re refunding. 

 Hit the green “Payment Check” button. On the lefthand 
grey menu, it will show the refund amount. Hit the OK 
button. 

 Hit the yellow “Finish” button. 

 When you get the receipt prompt, choose “Yes” and put 
that receipt in the cash drawer when it opens. Find the customer’s check under the cash 
drawer and return it to them. 

 A Shift Supervisor should either process or sign off on all refunds. 
 

3) Credit Refunds can only be done with a POS receipt from our terminal the same day as the purchase. 
You’ll have to leave the POS screen to do a credit card refund 

1. Select the Front Desk icon on the banner (three houses). It will open a new tab. 
2. In the middle of the Pending Receipt #1 screen, you’ll see Refund as a header. Select “Refund 

Transaction” below that. 
3. Find Transaction: In the first box, enter the POS receipt and hit “Submit”. 
4. Select Transaction for Refund: Select the item for the refund. 
5. Credit Fees: Make sure the green check is in the box with the correct fees. In this area, click 

“Staff Notes” and use the Standard notes pulldown menu for the refund reason. In the text 
box below, it will appear. Add your initials and the date. 

6. Scroll down and click “Refund and Finish” if you don’t have to refund multiple items. 
Otherwise, hit “Refund” and start all over! 

7. Find Customer to Receive Refund: the pulldown menu will automatically have Drop-In 
Customer in the Potential Customers box. Hit “Select”. 

8. Receipt Refund: check to see that the Amount to Refund box has the correct dollar amount. 
The numbers will be grey. 

9. Clicking the dollar sign next to Credit Card refund on the right side will bring the dollar total to 
this box. 

10. Click “Refund and Finish”. You’ll get a standard, full-page UPD receipt. At the top of this 
receipt, you can select “Print POS Receipt”. (It will say Voucher on top.) Do this twice, once for 
the customer and once for us to put in the cash drawer. 

11. Close the new Front Desk tab that will have the Receipt # as its title. 
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Lake House Shift Supervisor – Closing the Drawer 

1. Click on the Reports icon on the banner of the ActiveNet screen. 
2. On the lefthand menu, select Daily Close Reports. 
3. Select the Cash Distribution By Account report. 

 Under Filters, select Transaction Sites and choose 
Lake House from the pop-up window and click 
“done” at the bottom of that window. 

 Enter the date of the business day in the boxes for 
Transaction Date/Time. The hours are 
automatically filled in. 

 Go to the bottom of the page and click “Run 
Report”. 

 It will open in a new IE window. Print it from this 
screen, being sure to choose the HP as your 
printer. Once it’s printed, you can close that window. 

 On this report, use a highlighter to highlight the date and the two GL Acct numbers on the 
lefthand column and the bottom right Sub-Total dollar amount for that account’s section. 
Do this for: 
- Fees – Lake House Boat Rental 905-9-1030-3501    and 
- Sales – Lake House Concessions 905-9-1030-3402 

 
4. Now, from the lefthand menu, select Cash Receipts report. 

 Under Filters, enter the correct business day in the 
boxes for Receipt Date/Time. The hours are 
automatically filled in. 

 Make sure that Transaction Site is the only box filled in & 
that is has Lake House as the site. 

 Go to the bottom of the page and click “Run Report”. 

 It will open in a new IE window. Print THE LAST PAGE 
from this screen, being sure to choose the HP as your 
printer. Once it’s printed, you can close that window. 

 
5. Count out your $125 of start-up cash & place it into the navy 

zipper bag (try to keep denominations low and to have only 
quarters for change). Put the bag into the safe. 

6. Count any cash and coins and put into the top section of a Chase Bank deposit plastic bag. Write the 
total amount of cash and coin into the corresponding box on the bag. Add “LH” to the line after PRC 
on the blank for Store Number and write the date in the corresponding box and the account number 
from the deposit slip. Get a blank Lake House Daily Statement form and write in the cash, coin, check 
and credit card totals. Fill out the rest of the form accordingly 
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7. Tear out a two-piece (orig. white & yellow copy) deposit slip from the book and fill it out. You will 
deposit all of the money you counted out of the drawer, even if it didn’t match the Cash Drawer 
Total. Write “LH Deposit XX/XX/XX” and your signature on the yellow copy of the receipt. Write the 
date, the total amount of the deposit and write PRC-LH on the line for Store # on the tear-off top of 
the plastic bag.  This is the total of cash and checks only, NOT credit cards! Staple the yellow copy to 
the Daily Statement Sheet along with the perforated top of the Chase plastic deposit bag, credit card 
slips, coupons, and any over/under-ring slips. 

8. Put the original white copy of the deposit slip into the bottom section of the plastic deposit bag. If 
there are any checks, they go in this section with the deposit form. Write the total amount of checks 
in the corresponding box and add to the grand total with cash total.  

9. Follow the instructions on sealing both sections of the bag. Put the sealed bag into that day’s clear 
envelope.  

10. Also, staple together and put the following forms into that day’s clear envelope. Put the entire 
envelope into the safe along with the navy money bag and the green back-up cash bag. Janet will pick 
up on Mondays. 

 LH Daily Statement with attached items 
  -yellow deposit slip copy 
  -credit card slips 
  -plastic bag’s tab 
  -any over/under ring slips 

 Cash Receipts report 

 Cash Distribution by Account report 
11. Be sure the safe is locked and covered when you leave! 

 
 
Lake House Manager – Making Lake House Deposits 

1. On Monday mornings, the Lake House Manager (Community Program Manager) removes any Chase 
deposit bags from the safe as well as the two cash bags. 

2. The Manager double checks the deposit bag amounts against the deposit slips and the Daily 
Statement forms. After making any corrections, the original Lake House Daily Statement Forms are 
sent to the Business Office along with copies of the Lake House Cost Analysis Sheets. 

3. The Manager takes the Chase deposit bags to the Chase Night Deposit Box and makes the deposit. 
While there, the Manager gets any change needed for the green cash bag. 

4. Directly after visiting the bank, the Manager returns both the blue bag with the cash for the drawer 
and the green cash bag to the Lake House safe. 
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Operations Office Deposit Procedures 
Dog Park daily admittance revenues 
 

 Collect cash from sources – dog park daily admittance drop box 

 Count cash 

 Store cash in safe until deposit is prepared 

 Prepare deposit slip, include: 
o Amount of deposit 
o Account code to which revenues are to be coded 

 Take deposit to the bank,  
o Attain receipt from bank  
o Staple receipt to yellow copy of deposit ticket 

 Forward deposit ticket and receipt to the Business Office 
 
 
 
Brooken’s Gym Deposit Procedures 
Open gym admission revenues 
 

 Collect cash from sources 

 Count cash 

 Store cash in safe until deposit is prepared 

 Prepare deposit slip, include: 
o Amount of deposit 
o Account code to which revenues are to be coded 

 Take deposit to the bank,  
o Attain receipt from bank  
o Staple receipt to yellow copy of deposit ticket 

 Forward deposit ticket and receipt to the Business Office 
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Business Office Procedures – Verifying and Posting Receipts 
 
Phillips Recreation Center 

1. Fill out a CLASS/Active Deposit Worksheet, Chase Bank 1061, verify information by PRC 

CLASS/Active  Reports 

2. Post entries into AS400  General Ledger 

3. Print Audit Trail 

4. Assemble posting & file all documents 

 
UIAC & CLPFAC 
Daily Receipts 

1. Fill out a UIAC/CLPFAC Deposit Control Sheet 

2. Audit Daily Cashier’s Statement, verify information by submitted documentation 

3. Post entries into AS400 General Ledger 

4. Print Audit Trail 

5. Assemble postings & file all documents 

Monthly Billings 
1. Print monthly bills from UIAC Bill Inventory File 

2. When payments come, confirm amount with printed bill 

3. Post payment, date and amount on UIAC Bill Inventory File 

4. Prepare deposit slip and make deposit 

5. Post deposit into AS400 General Ledger 

6. Print Audit Trail 

7. Assemble postings & file all documents 

8. Give printed bill with paid info to Business Manager for her recordkeeping 

 
Lake House 

1. Fill out a Lake House Deposit Control Sheet 

2. Audit Lake House Daily Statement, verify by supporting documentation submitted  

3. Post entries into AS400 General Ledger 

4. Print Audit Trail 

5. Assemble postings & file all documents 

 

Dog Park  
1. Post deposit entry into AS400 General Ledger, verify by submitted documentation 

2. Print Audit Trail 

3.  Assemble posting & file documents 
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Anita Purves Nature Center 
CLASS Deposits 

1. Fill out a CLASS Deposit Worksheet, Chase Bank 1061, verify information by PRC CLASS  

Reports 

2. Post entries into AS400  General Ledger 

3. Print Audit Trail 

4. Assemble posting & file all documents 

Non CLASS Receipts 
1. Audit APNC by verifying supporting documentation 

2. Post entries into AS400 General Ledger 

3. Print Audit Trail 

4. Assemble posting & file documents 

 
Camp Payments  
CCRS 

1. Complete CCRS attendance chart from attendance sheets 

2. Complete & submit CCRS Monthly Child Care Certificate Report 

3. When payment is received from CCRS, post payment into corresponding CLASS CCRS account 

and take deposit to Chase Bank, Acct 1061, Recreation Deposits 

4. Run Class GL Summary Report and Daily Cash Balance Report for Business Office.  

5. Fill out a Summer Camp / CCRS Deposit Report for the Business Office 

6. Fill out a CLASS Deposit Worksheet, Chase Bank 1061, verify information by Business Office 

CLASS Reports 

7. Post entries into AS400 General Ledger 

8. Print Audit Trail 

9. Assemble posting & file documents 

ACH 

1. Run CLASS Account Payments Scheduled Report 

2. Verify ACH payments versus credit card payments with Office Manager at PRC 

3. Create ACH Database with JP Morgan Accesss 

4. Create Batch, Run Batch Report, and Release Batch 

5. Print Release Confirmation 

6. Two days later, confirm bank account for ACH funds 

7. Post payments into CLASS for each corresponding scheduled payment 

8. Run CLASS GL Summary and CLASS Daily Cash Balance Report for Business Office 

9. Fill out a CLASS Deposit Worksheet, Chase Bank 1061, verify information by Business Office 

CLASS reports 

10. Post entries into AS400 General Ledger 
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11. Print Audit Trail 

12. Assemble posting & file documents 

 
Miscellaneous Receipts 

1. Prepare deposit slip and make deposit 

2. Post into AS400 General Ledger 

3. Print Audit Trail 

4. Assemble posting & file documents   

 
NSF check procedures 
If a check is returned to the business office because of insufficient funds, account closed, etc. 

1. Look to see if name on check has a CLASS/Active account. 

2. If person is in CLASS/Active: 

 Collaborate with PRC staff on contacting patron and for PRC to cancel payment in CLASS/Active 

 Make a ledger sheet  

 Post in AS400 general ledger 

o Acct. # (is acct. Rcvb. 1021) - e.g. – 905-0-0110-1021  debit 

o Cash -  e.g. – 905-0-0110-1061 credit  

o (acct # is always 905-0 regardless of  registered program ) 

 Description - "last name" NSF check 

 Use date bank processed NSF check 

 Print audit trail 

 Assemble posting & file documents 

3. If person is not in CLASS/Active: 

 Research which staff deposited check & collaborate with them about recovering the funds. 

 Make a ledger sheet 

 Enter the canceled check into AS400 : 

o Acct # (not acct. Rcvb. 1021)  - e.g. – 968-1-0130-3501 debit 

o Cash - e.g. – 968-0-0110-1061 credit 

o (acct # depends upon the registered program) 

 Description - "last name" NSF check 

 Use date bank processed NSF check 

 Print audit trail 

 Assemble posting & file documents   
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Dog Park Egg Hunt Event 

 Registration is taken on site for this event 

 As registration forms are completed, receipts are issued for cash/check receipts. Credit cards 
are not accepted for on-site registration.   

 All collected funds are placed in a money bag and locked in a staff vehicle during the event. 

 Registration forms are input into Class and a deposit is made to bank on next business day, 
following APNC registered deposit procedures, as described in Appendix A. 

 

Strawberry Jam Event Donations 

 Donation can is available at the ice cream station 

 Event coordinator collects donation can at the conclusion of the event.  

 Donations are double counted by staff, and deposit slip is prepared. 

 Donations are placed inside of the locked Meadowbrook house. 

 Deposit is made to bank on next business day, following APNC unregistered deposit 
procedures, as described in Appendix A. 
 

Youth Summer Theatre Revenues 

 Request start-up cash from Business Office, issued via check 

 Keep in a locked bag until it is put in the box office drawer before each performance 

 Cash and checks that are received from customers are put into the drawer.  

 After the show starts, one staff counts the cash. Then, a second staff counts and verifies the 
amount.  

 Stamp checks with “for deposit only” and record on a deposit slip.  

 Record cash amount on the deposit slip.  

 Place cash, checks, and deposit slip into a Chase cash deposit bag and seal.  

 Place cash deposit bag into a locked bag and keep in the box office until the end of the 
performance.  

 Two staff take deposit to the night deposit drop at Chase.  

 Submit deposit slip and bank bag seal to the Business Office with the correct GL account line 
written on the deposit slip.  

 The start-up cash remains in the locked bag, separate from the revenue. Deposit it in the bank 
along with the revenue after the last performance. 

 Keep separate accounting for concessions sold at performances. 

 Credit Cards are accepted via the Square card processing application. The Square account and 
banking information is set up by the Community Program Coordinator and Business Office.  

 At the event, the purchase amount is entered and the credit card is processed through a 
scanner attached to a smartphone.  

 The card is accepted or declined immediately.  

 The purchaser signs on the touch screen, verifying the charge. They are then able to select 
whether they receive a receipt (through email or text message) or do not receive a receipt.  

 Funds are deposited automatically into the UPD account after 24 hour period, approximately.  
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 Spreadsheets showing transactions and deposits are submitted to the business office, along 
with the corresponding GL account number. 

Turkey Trot Event Donations 

 Money is collected from t-shirt sales and donations. Funds are kept separate 

 Two staff will double count all funds independently and cross-check for accuracy 

 Cash, checks, and deposit slip are sealed into a Chase cash deposit bag 

 All funds will be deposited the same day into the Chase night drop box 

 Deposit slip and bank bag seal are submitted to the Business Office with the correct GL 
account line written on the deposit slip 
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Introduction 
 
Welcome to the Urbana Park District Chase Purchase Card Program provided by JP Morgan 

Chase Bank. The Purchase Card is for retail purchases; i.e. in person or by mail, telephone, 

online, or fax. This is to reduce paperwork, expedite the purchasing process at the department 

level and increase administrative efficiency. 

 

Use this Purchase Card in accordance with these guidelines. Please read the guidelines carefully.  

 

Purchase Cards are issued with authorization of your supervisor. Card usage will be audited and 

may be rescinded at any time. You are the only person authorized to use your card! 

 

Finally, remember you are spending Urbana Park District public funds each time you use the 

Purchase Card. 

 

Guidelines for Use 

 The Purchase Card may be used at any merchant that accepts Mastercard credit cards. 

 

 The Purchase Card is not to be used for personal purchases. 

 

 The Purchase Card is issued in your name and you are the only person authorized to 

use it. 

 

 An itemized receipt is required for each purchase. 

 

 You are responsible for the security of your card and any transactions made against 

the card. 

 

 The cardholder must present the Illinois Department of Revenue Sales Tax 

Exemption identification letter to merchants.  Any merchant who will not accept the 

exemption is to be reported to the Urbana Park District Business Office. 

 

 In the instance you require an amount greater than your regular limit, as defined by 

the UPD Purchasing Authority, requests for limit changes should be made to your 

supervisor. 

 

 If your card is lost or stolen, declined unexpectedly, or has unexplained charges, 

contact Caty Roland, the Purchase Card Administrator, immediately. 
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 Misuse of the Chase Purchase Card includes: 

 Using the Purchase Card for personal purchases 

 Purchase of prohibited items 

 Use of the Purchase Card by someone other than the cardholder 

 Fraudulent, inaccurate, or incomplete record keeping 

 

 Use of the Purchase Card not in accordance with the guidelines established for 

this program will result in disciplinary action up to and including termination. 

 

Acceptable  Purchases Prohibited  Purchases 

 Items, supplies, and equipment 

approved for Urbana Park District use. 

 Any items not intended for Urbana 

Park District use 

 Approved supplies for your programs 

 i.e. craft supplies, instructional 

games and toys, books, etc. 

 Contractual Services 

 i.e. utilities for which we already 

have programs in place 

 Conference/Seminar registrations  Sales Tax 

 Travel/Conference expenses  Any items for personal use 

 Shipping/postage charges  Cash advances or ATM withdrawals 

 

Monthly Procedures: Step-By-Step 

 Every month you will need: 

o Labeled envelope to collect Purchase Card receipts throughout the month. 

o Purchase Card Reporting Form 

 The billing cycle begins on the 6th of the month and ends on the 5th of the next month. 

 Throughout the billing cycle, please collect receipts, record purchases, and code 

account numbers daily on the Purchase Card Reporting Form.  

o If you purchase via phone or internet, require the merchant to include a receipt 

with the goods when the product is shipped to you. 

 By the 8th day of each month, you must submit your completed Purchase Card  

Reporting Form, which accounts for all purchases made during the billing cycle. 

 Place Purchase Card Reporting form and all supporting receipts/documentation into 

an envelope. 

 Submit envelope to supervisor. Supervisors sign/approve purchase card purchases. 

 Submit approved purchases to Business Office for reconciliation by the 10th of each 

month. 
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FOR SUPERVISOR TO COMPLETE IF CHASE PURCHASE CARD WILL BE BENEFICIAL TO POSITION. 

 

 
 

 

CARDHOLDER APPLICATION FORM 

 

APPLICANT INFORMATION: (Please print clearly) 

 

Requested By (Supervisor):   __________________________________________________   

Applicant's Name   ___________________________________  Employee # ____________  

Department ________________________________________________________________  

Applicant's E-Mail address  ___________________________________________________  

Transaction Limit: __________   Daily Limit: ___________  Monthly Limit: __________  

 

 

AUTHORIZATION 

As the Supervisor, I hereby grant the above mentioned Applicant authorization to be issued, and 

use, the Urbana Park District Chase Purchase Card. I also agree to review and sign the monthly 

Chase Purchase Card record form issued to the above applicant. 

 

If the applicant's employment with the Urbana Park District is terminated, I agree to notify Caty 

Roland, the Purchase Card Administrator. 

 

Supervisor Signature ___________________________________ Date ___________________  

 

Manager Signature ____________________________________ Date ___________________  

 

Requested By (Supervisor):   __________________________________________________   

Applicant's Name   __________________________________  Employee # ____________  

Department ________________________________________________________________  

Applicant's E-Mail address  ___________________________________________________  

Transaction Limit: __________   Daily Limit: ____________  Monthly Limit: __________  
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I acknowledge that, on the date indicated below, I am in receipt of a Chase Purchase Card.  I further 

confirm that I understand the Guidelines for Use of the purchase card and my responsibilities. In addition: 

 

I understand that the Chase Purchase Card use is defined by these limits:  

 

Transaction Limit: _________ Daily Limit: _________ Monthly Limit: _________  

 

 Purchase Card# (last 4 digits): ___________     Expiration:___________ 

 

I understand that the Purchase Card is to be used solely for authorized business purchases; not 

personal purchases. 

 

I understand that I am responsible for reconciling monthly statements, maintaining accurate 

records and submitting merchant receipts to my supervisor for approval. 

 

I understand that Illinois State Statute governs municipal entities, including Park Districts, and 

are prohibited from paying state sales tax on consumable merchandise.  Therefore, it is my 

responsibility to present that Illinois Department of Revenue Sales Tax Exemption 

identification letter to merchants.  Any merchant who will not accept the exemption is to be 

reported to the Urbana Park District Business Office. 

 

I understand and will follow the Chase Purchase Card Guidelines for Use. 

 

Should my employment with Urbana Park District terminate, I am responsible for returning the 

Chase Purchase Card to the Business Office immediately. 

 

I understand that misuse of the Purchase Card will result in disciplinary action up to and 

including termination.  

 

 

Name of Cardholder  _____________________________________  

 

 

Cardholder Signature ____________________________________ Date ____________________  

 

 

Supervisor Signature _____________________________________ Date ____________________  

 

ACKNOWLEDGEMENT OF RECEIPT OF 

PURCHASE CARD 

PURCHASE CARD 

 

 

Please return this form to Business Office 
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-  

Allocating Transactions  

 
Login to SmartData website: http://smartdata.jpmorgan.com  
View of the Home screen upon login: 
 

 
 

Click on the Total Transactions link to view and allocate your transactions. 
 

You can also access the Transactions Summary at any time by from the Account Activity Menu, select Transaction Summary 
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In the Transaction Summary screen, select the Reporting Cycle radio button, and in the drop down menu, select the current 
reporting cycle for which you are allocating transactions.  The month indicates the end month of the reporting cycle.  The date range 
for the cycle appears below the drop down menu.   
 
Click Search. 
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Current transactions within the selected reporting cycle will appear below the search box: 
 

 
 

To assign account codes to the transaction, click the double arrow Allocate Transaction icon.  
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Enter the Expense Description. Please limit expense descriptions to 15 characters. This is the limit that the GL will accept. 
Use the drop down menus to build the expense account number. 
Click Save. 
 
Please Note: Avoid checking off the Reviewed and Approved check boxes.  Since staff and supervisors are required to print and sign 
the Expense Report, this is your way of reviewing and approving transactions.  We have found that, by clicking those check boxes, it 
is creating other problems that can be avoided if we refrain from checking those boxes. 
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If account splits for the transaction are required, select the Split Transaction icon.     
This will take you to a new screen, where you will divide your transaction into the necessary number of splits: 
 

 
 
Enter number of splits. Click Add 
 

 
 
Insert Descriptions, not to exceed 15 text characters. 
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Adjust dollar amounts across splits until percent equals 100. 
Click Save. 

 
 
Click double arrow Allocate Transactions icon to expand account code information.   
Click Edit Accounting Codes button to have access to build account numbers with the drop down menus. 
Click Save. 
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Use the “breadcrumbs” at the top of the screen to navigate back to the Transaction Summary screen to continue allocating 
transactions, or to go back to the Home Screen if you are finished. 
 
Be sure every item in your Transaction Summary is coded for the cycle.  If the item appears on your Transaction Summary, but is not 
coded with an account/description, it will not appear when you run the Expense Report. 
 
Note: If any credits appear on your account summary, please code them (i.e. refunds/returns).  Usually credits will match the original 
related expense.  If you need help determining the account, please ask. 
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Setup Default Accounting Codes 
 
To make coding easier, you have the option to set up a default account code, to which all of your purchases will automatically be 
coded.  For example, if you frequently code to 905-5 you can set those two sections as defaults.  This will save you time in dropping 
down lists to select account numbers.  Setting default accounts does not limit the accounts available to you - when a purchase is not 
the default account, simply drop down and change to the correct account while coding.  To set up your own default account codes, 
find Cost Allocation Management in the drop down menus.  Select Default Account Setup and then click Default Maintenance.  Be 
sure to click Save when you are finished setting default account codes.  
 
 Note: When setting up default account codes, it is not retro-active and will only apply to transactions from that date forward. 
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Running Expense Reports 
 
This report replaces the P-Card Reporting Form Excel file.   
Run this report after the cycle has ended, after all transactions have been allocated. 
Note: if you schedule this report prior to the end of the reporting cycle, your report will be Pending in the Scheduled Reports menu 
until the end of cycle date passes and will not appear in the Completed Reports menu until the full date range can be satisfied. 
 
 

 
 

From the home screen, from the Account Activity menu, select Schedule Report 
 
 
 
 
 

Appendix C 
Purchase Card Procedures



Administrative Procedure Manual 
9/23/13 crr 
Director Approved, 9/27/13 

 
 
 
 

 
 
Click on the Expense Report. This should be the only report available to you. 
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GL Accounts radio button should be selected.   
Click Next. 
 
 
 

 
 
No Filters are necessary for this report.  Click Next. 
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In the report Options screen, click the check box to Include Splits. Click Next. 
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Select the Reporting Cycle radio button and use the drop down menu to select the current reporting cycle. 
Click Save. 
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It may take several minutes to process before your report is available to download.   
 

 
 
To access your report, from the Account Activity menu, select Completed Reports menu.   
If your report is not showing up, you can also check the status of the report in the Scheduled Reports menu. 
 

 
 
In the Completed Reports menu, click on the name link for Expense Report. 
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Click Download to view your report. 
 
Please use this report instead of the P-Card Reporting Form Excel file. 

 Print report 

 Attach all original, itemized receipts 

 Sign report 

 Supervisor sign report 

 Submit report and receipts to Business Office 
 
 

Viewing Account Statements 
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From the Account Activity Menu select Account Statements.  The Accounts Statements screen has PDF statements available for 
download.  Click on the statement you wish to see. 

 

Questions? 
 
Contact Caty or Karen at the Business Office at 217-367-1536. 
 
Need to know your available balance?  Contact your supervisor or call the number on the back of your card.  1-800-316-6056 
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-  

Allocating Transactions  

 
Login to SmartData website: http://smartdata.jpmorgan.com  
 

 
 

From the Home screen, from the Financial Menu, select Account Summary. 
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From the Quick Link box, select the blue link of your signed reporting level.  This will differ for each supervisor.  For this example, the supervisor 

is overseeing the Administration department. 

 

 

Select the Reporting Cycle radio button and drop down and select the current reporting cycle.  Click Search. 
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Any cardholder who has activity within the selected reporting cycle will appear below the search box.  Click the blue hyperlink of each 

cardholder’s account number to review and/or allocate each employee’s transactions. 

To assign account codes to the transaction, click the double arrow Allocate Transaction icon.  
 

 
 
Enter the Expense Description.  Please limit expense descriptions to 15 characters. This is the limit that the GL will accept. 
Use the drop down menus to build the expense account number. 
Click Save. 
 
Please Note: Avoid checking off the Reviewed and Approved check boxes.  Since staff and supervisors are required to print and sign 
the Expense Report, this is your way of reviewing and approving transactions.  We have found that, by clicking those check boxes, it 
is creating other problems that can be avoided if we refrain from checking those boxes. 
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If account splits for the transaction are required, select the Split Transaction icon.     
This will take you to a new screen, where you will divide your transaction into the necessary number of splits: 
 

 
 
Enter number of splits. Click Add 
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Insert Descriptions, not to exceed 15 text characters. 
Adjust dollar amounts across splits until percent equals 100. 
Click Save. 

 
 
Click double arrow Allocate Transactions icon to expand account code information.   
Click Edit Accounting Codes button to have access to build account numbers with the drop down menus. 
Click Save. 
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Use the “breadcrumbs” at the top of the screen to navigate back to the Account Summary screen to continue allocating transactions 
under another employee, or to go back to the Home Screen if you are finished. 
 
Be sure every item in your Account Summary is coded for the cycle.  If the item appears on your Account Summary, but is not coded 
with an account/description, it will not appear when you run the Expense Report. 
 
Note: If any credits appear on your account summary, please code them (i.e. refunds/returns).  Usually credits will match the original 
related expense.  If you need help determining the account, please ask. 
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Setup Default Accounting Codes 
 
To make coding easier, you have the option to set up a default account code, to which all of your purchases will automatically be 
coded.  For example, if you frequently code to 905-5 you can set those two sections as defaults.  This will save you time in dropping 
down lists to select account numbers.  Setting default accounts does not limit the accounts available to you - when a purchase is not 
the default account, simply drop down and change to the correct account while coding.  To set up your own default account codes, 
find Cost Allocation Management in the drop down menus.  Select Default Account Setup and then click Default Maintenance.  Be 
sure to click Save when you are finished setting default account codes. 
 
Note: When setting up default account codes, it is not retro-active and will only apply to transactions from that date forward. 
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Running Expense Reports 
 
This report replaces the P-Card Reporting Form Excel file.   
Run this report after the cycle has ended, after all transactions have been allocated. 
Note: if you schedule this report prior to the end of the reporting cycle, your report will be Pending in the Scheduled Reports menu 
until the end of cycle date passes and will not appear in the Completed Reports menu until the full date range can be satisfied. 
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From the home screen, from the Reports menu, select Schedule Report 
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Click on the Expense Report. This should be the only report available to you. 
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If you are running the expense report for your entire staff, select the Quick Link of your signed reporting level.  This will differ for each 

supervisor.  For this example, the supervisor is overseeing the Administration department.  If you only need to run the report for a single staff 

person (i.e. for your own card usage), click the Search button for a list of staff, and select the staff member you are running the report on. 

 
 

 
 
GL Accounts radio button should be selected.   
Click Next. 
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No Filters are necessary for this report.  Click Next. 
 
 

 
 
In the report Options screen, click the check box to Include Splits. Click Next. 
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Select the Reporting Cycle radio button and use the drop down menu to select the current reporting cycle. 
Click Save. 
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It may take several minutes to process before your report is available to download.   
 

 
 
To access your report, from the Reports menu, select Completed Reports menu.   
If your report is not showing up, you can also check the status of the report in the Scheduled Reports menu. 
 

 
 
In the Completed Reports menu, click on the name link for Expense Report. 
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Click Download to view your report. 
 
Please use this report instead of the P-Card Reporting Form Excel file. 

 Print report 

 Attach all original, itemized receipts 

 Sign report 

 Supervisor sign report 

 Submit report and receipts to Business Office 

Viewing Employee Credit Limits 
Supervisors have access to real-time information on their employee’s current credit limits.   
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To view this information, from the Accounts menu, select Account Manager. 

 

From the Account menu, select Account Maintenance. 
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To search for a cardholder, from the drop down menu select All (Account). Click Search. 

 

A list of the cardholders you oversee will appear below the search box.  Select the link of the cardholder name. 

 

Appendix C 
Purchase Card Procedures



Administrative Procedure Manual 
9/23/13 crr 
Director Approved, 9/27/13 

View cardholder credit limits and current available balance. In the Authorizations box, zero means no limit is set, and the account defers to the 

overall credit limit. 

 

Viewing Account Statements 
 

 
 
From the Financial menu select Account Statements.  From the drop down menu, select All (Account). Click Search. 
Select the link of the cardholder name for whom you would like to view PDF statements. 
 

 
 
The Accounts Statements screen has PDF statements available for download.  Click on the statement you wish to see. 
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Questions? 
 
Contact Caty or Karen at the Business Office at 217-367-1536. 
 
Need to know your available balance?  Contact your supervisor or call the number on the back of your card.  1-800-316-6056 
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Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
 
Date of Transaction: _______________________________________________________________  

 

Vendor Name:  ___________________________________________________________________  

 

Vendor Street Address: _____________________________________________________________  

 

Vendor City, State, Zip: _____________________________________________________________  

 

Vendor Phone #: __________________________________________________________________  

 

Items Purchased & Reason for Purchases: ______________________________________________  

 

 ________________________________________________________________________________  

 

 ________________________________________________________________________________  

 

Total Charged: $  __________________________________________________________________  

 

I, (print your name)_____________________________, testify that the above purchase was made 
by me for the sole use of the Urbana Park District’s business.  I also verify that no sales tax was 
paid with this purchase.  I acknowledge that by losing this receipt I have not followed guidelines 
established for this program which I read and signed when I received my purchase card.   
 
Supervisors will be asked to consider your use of the P-Card upon a 3rd occurrence of a lost receipt. 

 

Employee Signature: ______________________________  Date: ___________________________  
 
Supervisor Signature: _____________________________  Date: ___________________________  
 

 
1st Occurrence Date:   ______________  

2nd Occurrence Date: ______________  

3rd Occurrence Date:   _____________  Supervisor Notified Date: ____________________  

Action Taken _____________________________________________________________________  

Return to Business Office 

Lost Receipt Verification & 
Authorization Form 
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Business Office Purchase Card Procedures 

1. Compare staff expense reports to statement totals. Contact staff or vendor with 

discrepancies 

2. Audit receipts (sales tax, alcohol, inappropriate purchases) 

3. Review expense reports for staff, supervisor, executive director signatures, account 

codes, descriptions 

4. Assign vendor numbers 

5. Post P-Card purchases in AS400 Accounts Payable, Batch of P-Card Expenses auto 

posting 

6. Proof Batch, make corrections as needed 

7. Final Batch 

8. Print reports 

9. Post auto posting in AS400 in Menu Money, Post to General Ledger 

10. Print Audit Trail 

11. Complete P-Card Posting Template 

12. Post Template in AS400 in Menu Money, Post to General Ledger, Stamp “Posted” 

13. Print Audit Trail 

14. Assemble posting 

15. Give posting to Accounting Assistant for cash transfer from Operating to Vendor Fund. 

16. Give entire packet to Executive Director for signatures 

17. Give entire signed packet to Business Manager for review 

18. File completed packet 



PRPROOFOOF

MARGINAL WORDING HERE

Ref . No: G 195404757

Urbana Park District
Administrative Office
303 W. University Avenue
Urbana, Illinois 61801
217-367-1536

- PURCHASE ORDER -

7PURCHASE ORDER

68701
Show This Number On All
Invoices, B/L Packages and
Correspondence

No

DATE

TO

TAX ID # E 9998-5373-05

NOTICE TO VENDOR

Billing must be received by the last Friday
of the month for payment on the third
Tuesday of the following month. The 
Urbana Park District does not pay sales 
tax, excise tax, service charges, finance
charges or interest. All deliveries are 
F.O.B. Urbana 

QTY UNIT DESCRIPTION ACCOUNT AMOUNT

REQUESTED BY

APPROVED BY
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PURCHASE ORDER INSTRUCTION SHEET 
The purpose of a Purchase Order (PO) is to inform the Administration Office how a particular purchase is to be 

coded into the General Ledger, so that the vendor can be paid.  Missing information of any kind can slow or halt 

this process. 

 

The following key pieces of information are necessary on all Purchase Orders: 

 

 Date 

o Write the date of the purchase, as listed on the receipt. Not the date you wrote the PO, which is 

sometimes days or weeks later. 

 Vendor Name 

o Rather than using the common name (or the name you are used to), use the name as listed on the 

receipt. 

 Account Code 

o PO must indicate from what account(s) the purchase was made. (905-2-xxxx-xxxx) 

 Full, valid account numbers please. 

 Amount 

o PO must indicate amount to charge per account. ($$$) 

 Any divided amounts should equal total on accompanying receipts. 

 Be sure to write the amount for each account, rather than leaving it blank, thereby asking 

Administration to calculate it. 

 Please note – UPD does not pay or reimburse for sales tax. 

 Description 

o Simple is better, 18 characters maximum (i.e. “Supplies”, “Tools”, “Parts”) 

 Staff Approval Signature 

 Itemized Receipts 

o POs and receipts submitted to Administration Office within 24 hours of purchase. 

o If receipt does not exceed the size of an 8 ½” x 11” sheet of paper in any direction, please do not fold 

o Place yellow copy of PO on top of receipts. 

o Staple Purchase Order and receipts in a vertical (portrait) formation, even if receipt is printed 

horizontally (landscape). This makes for easier filing. 

 

 

 

 

 

 

 

 

 

PO 
Receipt PO 

R
ec

ei
p

t PO 

Receipt 
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Common Errors and Problems: 

 Missing or invalid account number listed 

 Quantities listed, but no $ amounts 

 Date on receipt varies from date on Purchase Order 

 PO not submitted promptly or arrives after invoices are received 

 Vendor name inaccurate 

White =  Vendor Copy  

 (if required) 
 

Yellow =  Business Office Copy  

 (along with receipts) 
 

Pink =  remains in PO Book  

 for your records. 
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Business Office Vendor Check Accounting Procedures 

 

Bill Paying Checklist: 

 Sort bills, add vendors #s, send emails 

 Enter batch into AS400, proof, and final 

 Print final reports and checks  

 Enter computer / physical check #s into AS400 

 Ask Donna to stamp checks 

 Attach cover sheets, remove stubs/attachments 

 Stamp invoices with Paid stamp 

 Pull 1000’s, flag for Vicki’s signature 

 Stuff and stamp envelopes with checks and stubs/W9 Form 

 Create interim spreadsheet and post to GL in the AS400 

 Transfer money in Chase to cover bills 

 File coversheets 

 

 To be completed each Thursday 

1. Locate and record vendor number on batch of bills/POs 

2. Login to AS400 

3. MENU VENDOR 

a. Last two digits of the fiscal year 

4. 1. Enter/Update Vendors 

5. Search for vendors by vendor number or partial name 

6. Write vendor numbers on all bills and POs for easy processing later 

7. Alphabetize bills and POs as you go through the stack 

a. All bills/POs need the following in order to be paid: 

i. Vendor # 

ii. Account number(s) for coding into the GL 

iii. GL description 

iv. Amount $ per account # 

v. Invoice number (if available) 

vi. Supporting receipts/documentation 

 

8. MENU AP 

9. #7. Batch Entry of Interim Checks  

10. Enter Bank (63) is Chase Vendor Account and Date for postings (always a Thurs). 
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11. Follow the same three steps for each bill/POs 

a. Enter vendor number and amount 

i. This is what is written on the check 

b. Enter Description (Invoice #) and amount 

i. This is what will be written on the check stub 

c. Enter information from accompanying POs 

i. Account numbers and amounts 

ii. This is the information that is posted the GL 

12. Proof the batch 

a. When all POs and bills have been input, F5 to exit 

b. When prompted to complete batch – answer No 

c. Back at the main MENU AP screen, type WRKOUTQ PARKQ 

d. Place a 2 (For Change) next to the Interim Batch – ACP 325 

e. At the command line type “OUTQ(S2)”, which will send the proof batch to print. 

f. Proof batch printout to check for any errors 

i. Proof as many times as you need to. 

13. Correcting Errors 

14. If you find an error, enter into MENU AP, #7. Batch Entry of Interim Checks 

a. F1 = to correct errors in invoice details (check stub) 

b. F2 = to correct posting details 

c. F4 = to cancel/delete item 

d. Hit Enter when finished correcting, then hit Home. 

 

15. Complete batch and Print Checks 

16. MENU AP, #7. Batch Entry of Interim Checks 

a. F5 to end batch – this time say YES for final run 

b. WRKOUTQ PARKQ 

c. Move all ACP325 files (3 files) to S2 

d. Print Reports 

e. Take invoices off hold (#6 to release) and print to S2 (cover sheets for bills) 

17. WRKOUTQ S2 (to view items on hold on the S2 printer) 

a. Checks are on hold for the laser printer.  

b. Load Checks face down with check towards you. Remove checks from hold (#6 to 

release) on AS400. 

18. MENU AP  

a. 6. Enter Physical Check # 

i. Select Bank Code 63 (Chase Vendor Account) 
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ii. Tab down to computer check number 

iii. Enter both the first and last computer check number 

iv. Tab down, enter first and last physical check number 

v. Press Enter to verify, press Enter to confirm. 

19. Give checks to Donna to stamp.  Also give her the two signature stamps.  They are kept 

in the top file of the black cabinet. 

 

20. Mailing interim checks  

21. cover sheets printed on the laser  

a. Staple to the front of each bill.  Do not fold. 

b. Detach any mail-in attachments as you go. 

c. Stamp all original invoices with the Paid stamp. 

d. Give invoices over $1,000 to Vicki to sign, mark with signature flags. 

e. File in alphabetical order into the accounts payable file cabinet 

22. Mail checks 

a. Put checks in window envelopes with any stubs/attachments.   

b. If using a vendor provided envelope, be sure to put UPD return label or stamp on 

the envelope.   

c. Run envelopes through the postage machine, put rubber band around stack and 

put in mail basket. 

SECTION 2:  Post to GL 

For Interims: 

1. Open the Interim Template Excel workbook, Interim worksheet. 

2. Update the date at top of page, all other dates will update automatically. 

3. Enter the total for each fund (i.e. 900, 940, 968…) 

4. In the AS400, go into MENU MONEY 

5. #3. Post to General Ledger, enter fiscal year. 

6. Enter in posting date (today’s date) for both the Starting and Ending date. 

7. X next to the one you see 

8. Enter no new information, simply press F1 To Continue Journal 

9. Enter no new information, simply press F1 To Post Journal Only, Press Enter 

10. Press F7 to exit out 

11. In MENU MONEY, 4. Print Audit Trail from Posting. 

12. Go back into #3. Post to General Ledger. Enter Fiscal Year, Enter Starting and Ending 

Dates (today’s date). 

13. Journal ID = MONTH[space]GL  (i.e. FEB GL) 
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14. Control Total = 2x the bottom line total on the Interim Excel Spreadsheet 

15. Description = Interim Checks [MM/DD/YY], press Enter to confirm 

16. Press F1 to Continue Journal Entry and follow through to the end with the posting. 

17. When finished with the posting, press F1 to Post Journal Only. 

18. Then go to #4 Audit Trail.  Print reports in ParkQ 

19. Compile all reports, mark with Posted Stamp, and turn into Dottie in the middle slot. 

 

Forms/reports related to paying bills, in the order that they print out, and what to do: 

 

 Proof of batch – print as many times as need to ensure a clean batch, then recycle 

 ACP 325 Final Run of batch – retain as part 2 of posting 

 APC 230 Final Run Accounts Payable Posting Summary – delete 

 Vendor cover sheets – attach to individual bill paperwork/POs, file in AP lateral file cabinet 

 Checks – mail to vendors, or distribute in-house as requested 

 Interim Checks Template – part 1/cover sheet of posting 

 Confirmation of Fund Transfer from Busey – print as part 3 of posting 

 GNL 140 Audit Trail - initial “automatic” Audit Trail – delete 

 (optional)  Proof of audit trail before posting - recycle 

 GNL 140 Audit Trail after Posting – attach as part 4 of posting 
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URBANA PARK DISTRICT 
PETTY CASH PROCEDURE 

Purpose 

The purpose of a petty cash fund is to allow for the reimbursement of minor business expenses and to 
permit the purchase of low-value supplies and services in an efficient and cost effective manner.  These 
funds are available for small expenses when it would be otherwise impractical to purchase items 
through the usual purchasing methods.  An established custodian is responsible for ensuring the cash on 
hand and receipts equal the authorized amount of the fund at all times. Petty cash funds must be kept 
separate from cash drawers, personal funds, and any other collected revenue.   
 
These procedures promote the use of petty cash for appropriate business transactions, while assuring 
the observance of internal controls over petty cash funds in order to minimize the District’s risk of 
financial loss.  
 
These procedures provide guidance for the authorization, establishment, and maintenance of petty cash 
funds, including appropriate uses and security standards. Each individual, program, and department 
which uses petty cash should review and understand the petty cash procedures.  
 

Designation of Petty Cash Custodian 

A petty cash custodian is defined as a designated full-time staff member who is directly responsible for 
the safekeeping and (at least monthly) reconciliation of a petty cash fund, as well as adherence to 
District procedures for all reimbursements and payments made from the fund.  
 
A petty cash custodian is appointed by the department head.  The original check written to establish the 
fund, and all subsequent checks written to replenish it, are made payable to the custodian of the fund. 
 
Written instructions, including these procedures, must be followed in using petty cash funds and should 
be provided to the custodian. 
 

Security of Petty Cash Funds 

It is the custodian’s responsibility to provide adequate precautions for the safekeeping of the funds 
under his/her control.  Cash and receipts for expenditures must be kept in a locked container such as a 
safe, fire-proof file cabinet, or other suitable device to which unauthorized access is difficult.   
 
Funds should never be left unattended or unsecured.  In the event of a theft, the loss must be reported 
to the police.  Any funds missing from petty cash will be charged to the department and the custodian 
may be subject to disciplinary action for any violations of these procedures contributing to the loss of 
funds.  
 

Establishing Petty Cash 

A petty cash fund may be established in a department to improve the efficiency of departmental 
operations. These funds are available to purchase minor items when it would be otherwise impractical 
to purchase items through the usual purchasing methods (i.e. parking meters, postage due, emergency 
office supplies, etc).    
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Any department wishing to establish a petty cash fund must demonstrate a true business need. The 
department head submits the following items to the Executive Director for approval:   
 

1. The attached form justifying the need for a petty cash fund and designating the fund custodian.  
The form includes:  

 The reason for the fund 

 The dollar amount of the fund 

 The name, title, and employee number of the individual who will act as petty cash custodian 

 A description of how and where the funds will be secured 

 Signature of the petty cash custodian, in acceptance of the responsibility of the fund 

 Approval signature by the department head 
 

2. A voucher request to issue a check to the fund custodian.  Follow these guidelines to fill out the 
voucher request form: 

 Payable to the designated fund custodian in the amount requested 

 Description should state  “to establish a petty cash fund for [department/program]” 

 Signed by the department head 
 
After approval from the Executive Director, both items are given to Accounts Payable for processing. The 
petty cash custodian will receive a check payable to him/herself and a copy of the current petty cash 
procedures. Petty cash checks may be cashed at Chase Bank.  Department heads will be asked by the 
Business Office to complete this form on an annual basis to verify the continued need of petty cash for 
each program/department petty cash fund. 
 

Procedures for Petty Cash Purchases 

Petty cash funds may only be established and used for the following authorized purposes:  

 Necessary and reasonable small business transactions, not to exceed the available amount of 
the fund. 

 Emergency purchases of office supplies. 

 Necessary and reasonable food (such as sandwiches and beverages) brought into the office for 
business meetings. 

 Local transportation, parking, and tolls (all airfare, train tickets, and car rentals are to be 
submitted through travel/training expense records) 

 
The District does not pay Illinois sales tax. Therefore, to save time and confusion, it is wise to obtain the 
UPD sales tax exemption letter from the petty cash custodian before making a purchase.  
 
Petty cash funds may not be used for the following:   

 Expenses in excess of the petty cash funds available.   

 Payment of sales tax on any purchases within Illinois since UPD is a tax exempt organization and 
does not reimburse Illinois sales tax. 

 Cashing of personal checks or providing personal loans. 

 When other established purchasing procedures already apply: 
o When the employee’s Chase Purchase Card (P-Card) can be accepted for payment. 
o Travel per diems.  A Request for Travel Per Diem form should be completed to issue 

these funds 
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o Reimbursements to a single staff person totaling greater than $20, including the 
emergency purchase of supplies and minor equipment.  This should be reimbursed 
directly to the employee on a separate voucher request. 

 Purchase of items which are prohibited under petty cash procedures:    
o Alcoholic beverages and tobacco  or controlled substances    
o Donations  
o Illinois sales tax  
o Personal items  
o Any items that are intended to be used or consumed for other than UPD business use.  

 
Disbursements from petty cash funds must be properly documented and for a valid District purpose.    
 
Obtain, when necessary, a petty cash advance from the fund custodian. The advance is provided to the 
employee only to purchase legitimate petty cash items. Each time an advance is given, the custodian 
must maintain the following information on a Petty Cash Received Form:    

 Amount of the advance    

 Date    

 Purpose/Description    

 Recipient    

 Recipient's signature 

 The employee is responsible for returning any unused cash and receipts within one business day 
of the transaction. 

 
Make the purchase, paying for the item with personal monies or with the petty cash advance and obtain 
an itemized receipt or cash register sales slip.   Receive reimbursement for the purchase from the petty 
cash custodian when personal monies are used or return any unused portion of the petty cash advance 
to the petty cash custodian immediately after the purchase is made.   Present the original sales receipt 
or cash register sales slip to the petty cash custodian. The receipt must include:    

 Date of purchase    

 Name of Vendor/payee 

 Description of the items 

 Itemized amounts paid 
 
The total receipts plus the cash on hand must equal the specified amount of the petty cash fund at all 
times. 
 

Replenishment/Reconciliation of Petty Cash 

Replenishment of the petty cash fund should be done on a timely basis but will vary by department. In 
general, petty cash replenishment should be requested when the check amount will be greater than 
$20.  In addition, all funds should be replenished at the end of the fiscal year, regardless of the dollar 
amount, so there are no outstanding receipts as of April 30.   
A Voucher Request Form for the amount to be reimbursed must be completed and sent to the Business 
Office along with the original receipts and Petty Cash Received forms. It is the responsibility of the 
custodian to ensure that each Petty Cash Received form is complete, accurate, and accompanied by 
original receipts. 
 
The Voucher Request Form should include the following:   
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 Payable To: Custodian Name, [department/program] Petty Cash 

 Account code, description, and dollar amount for each purchase.  Totals may be grouped by 
account if the account/description is the same for multiple purchases. 

 Requested by: Signature of fund custodian 

 Approval signature of the department head 
 
Regardless of whether reimbursement is requested, reconciliation of petty cash funds should be 
performed by the custodian at least monthly.  Complete the Petty Cash Reconciliation Form to insure 
the receipts plus cash on hand is equal to the amount of the authorized petty cash fund.  It is 
encouraged that custodians perform reconciliations each time the petty cash fund is accessed. 
 
If receipts plus cash on hand are more than the authorized amount, this is an overage and must be 
brought to the Business Office to be deposited as a petty cash overage. 
 
If the receipts plus cash on hand are less than the authorized amount, this is a shortage. If the amount is 
significant, it will be reported immediately by the Business Office to the police for investigation. If the 
amount is less than $20, report this on your petty cash reimbursement request. 
 

Internal Control Procedures 

These funds are subject to periodic audits. Recurring audit findings may result in revocation of the petty 
cash fund or reassignment of the custodian. 
 
A surprise cash count of each petty cash fund, including a review of the documents on hand, must be 
performed annually or more frequently if the Business Office or department head determines that this is 
necessary. 
 
The following procedures must be followed: 

 An employee from the Business Office performs the count. 

 The employee should be selected to perform a specified cash count only for this one instance, 
i.e., the designation should terminate upon completion of the assignment.  

 An employee who is the custodian of other cash, or who reports to, or whose work functions 
directly relate to, those of the custodian whose cash is to be counted, should not be selected to 
perform this count.  

 Any major discrepancies disclosed by the cash count should be reported to the Business 
Manager and the department head of the petty cash fund in question. 

 

Transferring Custodianship 

The department head is responsible for reporting any changes in petty cash custodians to the Business 
Office.  Prior to a new custodian taking charge of a petty cash fund, the former custodian should 
replenish the fund so that the fund has the established amount of cash on hand.    
 
The department head submits the attached form with the following information to the Executive 
Director for approval:   

 Removal of the former custodian from the fund    

 The new fund custodian's name and employee number    

 Signature of the petty cash custodian, in acceptance of the responsibility of the fund 
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 Approval signature by the department head 
 
This form must be sent to Business Office prior to any petty cash replenishments to the new custodian.    
Accounts Payable will not reimburse a petty cash custodian unless the name is on file as the current 
custodian.  
 

Increasing/Decreasing/Closing Petty Cash Funds 

Increasing a petty cash fund: When additional petty cash funds are needed, the department head sends 
the attached form to the Executive Director justifying the increase.  Also include a Voucher Request 
Form payable to the fund custodian in the amount of the requested increase.   
 
Decreasing a petty cash fund: A petty cash fund should be reduced if the amount of the fund exceeds 
the actual needs of the department. The amount which is no longer needed should be returned to the 
Business Office along with the attached form indicating that the fund is being reduced.   
 
Closing a petty cash fund: The custodian of a Petty Cash Fund should close the fund immediately if the 
purpose for which the fund was established ends or changes significantly.  When a petty cash fund is no 
longer needed, the fund custodian should first replenish the fund to the authorized amount. This 
amount must be returned to the business office along with the attached form indicating that the fund is 
being eliminated.  
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Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

 
 
Establishment/Change of Petty Cash Fund 
 
Petty Cash Fund Department / Program Name ______________________________________________  
 
Department Head Name ________________________________________________________________  
 
Reason for Fund / Reason for Change: _____________________________________________________  
 
 ___________________________________________________________________________________  
 
Action Requested:  Create Fund    Reduce/Increase Fund      Eliminate Fund   
 
Previous $ Amount of Petty Cash Fund __________  New $ Amount of Petty Cash Fund ___________  
 
 
 
Establishment/Change of Petty Cash Custodian 
 
Previous Petty Cash Fund Custodian Name ____________________________  Employee # _________  
 
Title of Previous Petty Cash Fund Custodian ________________________________________________  
 

 _______________________________________________________________________  
 
New Petty Cash Fund Custodian Name _______________________________  Employee # _________  
 
Title of New Petty Cash Fund Custodian ____________________________________________________  
 
Describe how funds will be secured/stored _________________________________________________  
 
 ___________________________________________________________________________________  
 
 

As petty cash custodian, I have read and understand the Urbana Park District Petty Cash 
Procedures and accept the responsibility of the petty cash fund named above: 
 
Petty Cash Fund Custodian Signature ____________________________________  Date ______________  
 
Department Head Signature ___________________________________________  Date ______________  
 
Executive Director Signature __________________________________________  Date ______________  
 

Petty Cash Fund Custodian 
Establish/Change Form 

Appendix E 
Petty Cash Procedures
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Urbana Park District 
303 W University Ave 

Urbana, IL  61801 
Phone: 217-367-1536 

www.urbanaparks.org 

Cash-on-hand plus receipts should equal total fund amount.   
Reconciliation must be performed by custodian at least monthly. Attached more Reconciliation Sheets as needed. 
Reimbursement should be requested when amount is greater than $20.  
 

BALANCE RECORD Voucher Request Date Voucher Request Amt Date Check Rc’d 

DATE BALANCE     

Ex
am

p
le

 5/1/12 $100 = $100 cash     
5/15/12 $100 = 82.24 cash, $17.76 receipts     
6/1/12 $100 = $46.79 cash, $53.11 receipts 6/1/12 $53.11  6/5/12 
6/5/12 $100 = $100 cash     

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 

Petty Cash Reconciliation Sheet Appendix E 
Petty Cash Procedures
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303 West University Avenue 

 Urbana, Illinois  61801 
 

    VOUCHER REQUEST FORM 
 

    Date_____________ 
 
  Payable To ________________ 

    ________________________________ 

    ________________________________ 

  Vendor No. ________________________________ 
 

ACCOUNT DESCRIPTION AMOUNT 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 Total 
 
 

 

 
Paid by Check # ______________  ____________________________ 
     Requested By 
Date  ______________  ____________________________ 
     Dept. Head 
     ____________________________ 
     Director 

 

  

October 29 

, 2012 
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REQUEST FOR TRAVEL PER DIEM 

 

Date ________________________ 

 

Name _____________________________________________________________________ 

 

Seminar or Travel Title _______________________________________________________ 

 

Location ___________________________________________________________________ 

 

Date & Time Leaving ________________________________________________________ 

 

         

         

         

Date  Breakfast ($8)  Lunch ($14)  Dinner ($20)  Total for Day 

         

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

 

 

  

 

  

 

  

 

Total Requested 

  

 

$ 

         

 

 

Signature _________________________________ 

 

Please mark out any meals that are provided as part of the registration fee. 

 

Return this form attached to a Voucher Request.  To receive a check the request must be at 

The Cottage Office by 8:00 a.m. on Tuesday to receive a check on Thursday afternoon. 

 

Per diem is not required to be returned to the business office.  However, money issued for 

transportation and not used must be returned.  
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URBANA PARK DISTRICT 

Tuition Reimbursement /Tuition Payment Form  

In accordance with the Urbana Park District Continuing Education Policy (Personnel Manual section 11.16), you must 

complete this Tuition Reimbursement/Payment Form and obtain approval for the tuition costs of all course work for 

which you are seeking reimbursement.  Eligible courses must be directly and substantially related to improving your 

productivity in your current job and must be in an accredited school or program.  Tuition approved will be for a maximum 

of $500.00 per year.  There is a limit of one class per year.  Maximum reimbursement for fees and books will be $100.00 

per year. Please talk with your department head by January 30
th
 of each year to notify them of possible tuition 

reimbursement requests. This will allow your department to plan for the following fiscal year (May 1
st 

- April 30
th
). 

Tuition reimbursement requests will be approved based upon available funding.  

NAME: ___________________________________ Department/Position: ____________________________ 

College/University: _________________________ Location: ______________________________ 

Course Name/Number: _________________________________________________________________ 

Is this part of a degree/certificate objective?  If so, what is your degree/certificate objective? 

 ____ No ____ Yes Subject/Major ________________________________________ 

Please explain the value of this training in contributing to the Park District’s mission and how it relates to your current 

position or to career development.  (Attach separate page if needed) 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Class start time: ________________________   Class end time:  ________________________ 

Dates attended: _____________    ________________    Amount Tuition Paid:  $___________________ 

Amount Fees: $______________________  Amount Books:  $__________________________ 

If you accept tuition reimbursement, you agree to the following: 

Evidence of the successful completion of an average (C) or better grade must be submitted at the completion of the course 

to the Human Resources Assistant.  If an employee does not complete the course, the employee must reimburse the district 

for the full amount of books and tuition.  If an employee is separated from the District within 6 months following course 

completion, the employee will be required to reimburse the District for the total cost. 

By signing below, you acknowledge receipt of a copy of this form and that you agree to the terms listed herein: 

Employee Signature: __________________________________________   Date:  _________________ 

Supervisor Signature: _________________________________________     Date: __________________ 

Department Head Approval: ____________________________________   Date: __________________ 

Human Resources Assistant: ____________________________________   Date: __________________ 

Executive Director’s Approval: __________________________________   Date: __________________ 

Appendix F 
Staff Reimbursement Procedures 



Pay Period From                                                                  to                      

Name                                                                   Position                      

Urbana Park District 
Auto Mileage Form 

Date       Start Location       Beginning      End Location        Ending        Miles            Reason Visted 
      Odometer         Odometer                 Program 

Total Miles     X  .485 = $  

Signature        Approved  
Please attach a voucher to this form and turn in every two weeks with payroll.    Mileage reimbursement is not available from home to work or vise versa. 

Appendix F 
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Gather and print all bank statements (12) 

 Come via snail mail: Busey Checking 1002, Midland States Construction, Midland State 

Operating, Illinois Funds, Park Pool  

 Download/Print from respective bank websites: All five Chase bank accounts, Midland State 

Construction, Midland States Operating , Illinois Funds, Busey Trust I and Busey Trust II  

 

Cancel Checks: Midland States Construction, and how to tell if checks have cleared. 

 

Midland States Construction (Bank 07) 

 Hand cancel checks 

 Menu Checks, #4 Enter/Update Checks 

 Compare the list of outstanding checks with the bank rec month’s Midland States Construction bank 

statement. 

 Enter the physical or computer check number for a check on the bank statement that has cleared, that 

matches one on the outstanding check list. 

 Write the cancel date in and place a C in the cancel code.  Hit enter.  

 Follow these steps for each check on the statement that have cleared. 

 Then rerun #7 and #8 for bank code 07 

 

Chase Checks (Vendor & Payroll) 

 Login to Chase.com 

 Click on the Vendor Account 

 On the right side of the screen, under I’d Like To…  Click See More Choices, then Download Account 

Activity. 

 Select the Download Now (no charge) radio button, then Continue 

 Select the Vendor Account, and choose the date range you of the month you are reconciling. 

 Download Type CSV (last one) 

 Save the download into the JPMC.CSV file in C:/Transfer Files. 

 Now select the Payroll account and save them with separate names. 

o Copy and paste any check data from those two excel files into the JMPC.CSV file with the 

Vendor data already in it.   

o Place the bank code (63, 64) into Column E of the file, for the respective bank code checks. 

o Delete the header row from JMPC.CSV. 

 In the AS400, go to Menu Checks 

 Then drop down Actions…Send File to Host. 

 Pull down File, and choose Chasebankrec.dtt 

 Then click the large “transfer data to AS400” button.  Click OK after transfer has gone through, then X 

the window to close. 
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 In Menu Checks, choose #15 Cancel Checks with Bank File 

 Enter the check cancel date (last day of the month of the bank rec) 

 Final Run – N 

 Print at wrkoutq parkq 

 Proof the printout and look for any strange errors.  The last line should balance. 

o i.e. *invalid name*  missing vendor (may need to reset fiscal year) 

o i.e. *Not Applied* Physical check numbers were not entered into computer upon printing. 

o To enter physical check numbers after the fact, first you’ll need to print #13 list checks written in 

date range to get the computer check numbers.  The bank printout gives us the physical check 

numbers – match them up and enter them into #6 enter physical check numbers – or individually 

in #4 enter/update checks. 

 Then re-enter #15 and do a final run, and print the report. 

 

Create and cancel Flex checks 

 Open the Posting Fees Template – BPC FLEX tab 

o Create a posting for the checks and card use. The total should match the debits on the bank 

statement. 

o Post to the AS400 General Ledger 

o Run Menu coins for that bank account. 

 

Run Menu coins – Minor Codes for each Bank Account 

 This is what we use to compare the GL to the bank statements. 

 The initial printing of these reports is just a starting point.  You will have to reprint them after any 

changes are made (i.e. posting bank interest, fees, etc.).  Sometimes the range run is not the correct range 

for comparison – it is best to follow the previous month’s bank rec for each bank to get the best results. 

 

Interest Postings – get filed with the Bank Rec materials 

 

Posting Bank Interest at Beginning of Month (5) 

 Go into each banks website and print the statement: 

a. Midland States Construction 

b. Chase Savings 

c. Busey Money Market – wait for statement in mail 

d. Park Pool – wait for statement in the mail 

e. Illinois Funds  

i. And go onto treasurers website and print the history. 

ii. http://www.treasurer.il.gov/programs/illinois-funds/illinois-funds.aspx 

iii. Click on Historical Rate information 

iv. Under the Money Market Fund box, click on the current month. 

http://www.treasurer.il.gov/programs/illinois-funds/illinois-funds.aspx
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v. Print the PDF that pops up.  

 Match up each of these statements with a Bank Interest Report Form 

 In the AS400 go to Menu apost 

 #7 Post Interest on Investments 

a. Enter FY 

b. On the interest posting screen enter the amount of interest under a single bank account 

c. See list of bank accounts for the correct bank number 

d. Press Enter to Update 

 Repeat steps a.-d. for each bank account, one at a time. 

 When finished with all banks, to go Menu Money 

 #3 to Post.  F1, then F1 to continue and final the posting 

 #4 to print the audit trail 

 Compile all reports and printouts and submit to Business Manager as a posting. 

 Put bank statements with bank rec file to do bank rec. 

 

 Busey Wealth Management (2 accounts) 

a. Sign on to Busey Website – Busey.com 

b. Click on Wealth Management 

c. Login Web Link Access 

d. My Reports – Acct English Pool 

e. Scroll Down to current month. Click to open. Print, OK 

f. My Reports – Memorial Fund. Click to open. Print, OK 

g. Logout 

h. Check Tax Cost and Yield Current/Maturity % and write on first page of statement.  Make sure 

Current Tax Cost equals Cost Basis 

i. Give Business Manager copy of first page with those written on so she can update her board 

report. 

j. Go to Busey Trust Activity file (on my desktop)  

k. Go to Memorial Fund tab at bottom, make entries 

l. Go to English Fund tab at bottom, make entries 

m. Go to Busey Wealth tab at bottom, make entries 

n. Print all three pages, save 

o. Post entries into AS400 – put those three pages and audit trail in Accounting Assistant stacker. 

Create cover sheet for Bank Recs and fill out when reconciled.  Make copy of completed cover sheets for 

next month’s bank rec. 

 

Give completed bank rec file to Business Manager for review 

Contact Board Treasurer to collect the Bank Rec for review 
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1. Print a GL statement for refund clearing acct. 

 Click on as 400 icon on windows desktop 

 At prompt type : “menu coins”, hit enter 

 Type "11" print selected trial balance 

 Current fiscal year 

 Starting date/ending date - type date range i want to print 

 Starting acct/ending acct - type 900-0-0120-2118 for both 

 At number of copies screen, type "01", hit enter 

 At prompt type "wrkoutq parkq 

  enter “2” by printer and “outq(s2)”  by parameter, hit enter 

 F5, then F3 

 Get printout 

 Note : do not print refund GL statements for multiple months at same time as this will cause the 
latest month printed to have an incorrect balance. 

2. Close the refund clearing acct, using the GL statement printed in step 1 for 2118 refund  clearing acct 
a. Using the major totals amount for current YTD at bottom of report, enter into AS400 general 

ledger, (e.g., if amount was $816.00) : 

    description is "close refund clring at feb 28"  

 900-0-0110-1061     debit        816.00 

 900-0-0120-2118     credit     816.00 

 905-0-0110-1021     debit        816.00 

 905-0-0110-1061     credit     816.00 
b. print audit trail 
c. Stamp GL statement for refund clearing acct as posted with date being same as date in description 
d. Assemble posting and file documents 

3. Get the PRC registrations folder for the correct month and check if all Brookens GL printouts with 
entries have been pulled and posted.  

4. Print a GL statement for 1021 bank reconciliation 

 Click on as 400 icon on windows desktop 

 At prompt type : “menu coins”, hit enter 

 Type “17”, print minor code selected trial balance, hit enter 

 Current fiscal year   

 Starting date/ending date – type date range i want to print 

 Starting fund – 900 

 Ending fund – 968 

 Starting minor account – 1021 (1021 for accts rec. 2118 for refunds) 

 Ending minor account – 1021 

 Hit enter 

 At number of copies screen, type "01", hit enter 

 At prompt type "wrkoutq parkq (s2)", hit enter 
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 F5, then F3 

 Get printout 
 

5. Get previous months 1021 GL statement and compare the prior YTD column amount from current 
month with current YTD column  from previous month - these amounts should match after accounting 
for any posting updates from previous month (e.g., gift certificate posting). If not, need to determine 
the error.  

 
6. Print class accounts receivable detail report for the final day of month 
 

7. Print class GL report summary for the appropriate month for cottage and UIAC to determine if any 
activity was mistakenly entered. There should only be refunds in the 1021 cottage debit column, and 
CCRS deposits in the 1021 cottage credit column. Note: total refund amount on the GL report should 
match the total current year to date line on the AS400 closed refund clearing acct report. 

 
8. Highlight  the ending balance on last page of class AR report 
 
9. Highlight current YTD total number on last page of 1021 GL  
 
10. Get the PRC registrations folder for the correct month and determine the deposits which were entered 

at the end of month which crossed over into the next month and make a note of these.  
 
11. Check the PRC registrations folder daily deposits for any adjustments which overlap into the following 

month 
 
12. Check on GL statement and highlight non-class entries which Business Manager has input  
 
13. If class and AS400 GL report do not balance, run a class GL report summary for PRC, Brookens, and 

APNC, for entire month. Get registrations deposit folder for appropriate month and add up each 1021 
line (separate for PRC/Brookens/APNC). The total 1021 lines should equal the class GL report summary 
1021 line, if not determine where the error is.  
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URBANA PARK DISTRICT 
CASH INCIDENT PROCEDURE 
 

 
Coordinators, Office Specialists, Non - Supervisory Staff and all Part – Time Staff: 
 
In case of a cash incident of $20 or greater, you are to use the UPD Cash Incident Report 
provided by your Supervisor.    It is important that these forms are filled out completely and 
that your supervisor receives these reports along with your shift paperwork. (Incidents less than 
$20 will be tracked on your sites excel worksheet documenting incidents.) 
 
Be advised that misuse of the UPD cash may result in disciplinary action up to and including 
termination 
 
 
 
Administrative Staff, Recreation Managers and Planning and Operations Supervisors: 
 
In case of a cash incident, of $20 or greater, your staff will turn in a Cash Incident Report, along 
with their shift paperwork, giving you the facts of the situation as it occurred.  The employee 
reporting the cash incident will provide all forms and information to you.  It will then be your 
responsibility to list and track all incidents on your sites excels worksheet.  Once all 
documentation and signatures have been gathered the completed report should be forwarded 
to the Business Office for filing and any further action as deemed necessary.  The original will be 
filed in the employee’s personnel file. 
 
 
 

 

Appendix I 
Cash Incident Report and Procedures



Cashier:   Shift Date:

Manager on Duty:   Shift Time:

Building/park location:   Location:

Explain in detail the cash issue:  (attach additional pages if necessary)

Were the police called?  0 YES  0  NO   By Whom?

Officer handling the case:   Case Number:

How was the incident handled?  (attach additional pages if necessary)

Printed Names and Signatures of cashier involved and manager on duty: (attach additional pages if necessary)

 0  All Items Filled Out Completely

Name:______________________________ Date:  ___________________

6

Supervisor Signature:_________________________ Date:  ___________________

1

2

3

4

5

 0  Copy to Supervisor 

 0  Original to Business Office  0  Copy in Employee(s) File

  Urbana Park District Cash Incident Report

Administrative Procedure Manual

9/13/13 krm

Director Approved, 9/27/13
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URBANA PARK DISTRCT 
ADA COMPLAINT FORM PROCEDURE 
 
 
The Urbana Park District strives to be in compliance with all facets of the American with 
Disabilities Act (ADA).  Should an individual visiting one of our parks, facilities, or programs have 
an accessibility complaint, they should be provided the compliant form and be allowed to 
complete the form.  Instruct the individual to return the completed form to the ADA 
Coordinator at 1311 W. Church Street, Champaign, IL  61820, or to call at (217) 239-1152. 
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URBANA PARK DISTRICT 

INCLUSION SERVICES PROCEDURE 

 

Inclusion at UPD 

The Urbana Park District is committed to promoting positive participation and a quality 

experience by providing reasonable accommodations for individuals with disabilities upon 

request.  If you or a family member has a disability and are interested in participating in a 

program or activity please advise our staff by marking your need in the Special Services box on 

the registration form.  Once your registration is complete, you will be contacted by staff to 

discuss the accommodations for inclusion into the program to be successful.  In addition to 

programs listed in the brochure, the Park District also provides specialized services for people 

with disabilities through Champaign-Urbana Special Recreation (CUSR). 

Our goal is to provide recreation opportunities in settings where people of all abilities can 

interact and enjoy their leisure time.  Inclusion is designed to provide the least restrictive 

environment while providing the maximum opportunity to participant in a program.  Inclusion 

support is given free of charge to the families in need.  The accommodations are based on the 

individual’s needs and may include: 

 Information in alternative format 

 Inclusion Aides 

 Sign Language interpreters 

 Adapted equipment and techniques 

Inclusion Process 

1. Find the program that interests you 

2. Register by completing the form in the brochure 

3. Be sure to mark the ADA box on the registration form 

4. You will receive a call from the Park District staff welcoming you to the program 

5. You will receive a call from the CUSR Inclusion Coordinator to discuss the 

accommodations 

6. Attend and Enjoy the program! 

7. Let us know how we did, all feedback is good feedback. 
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URBANA PARK DISTRICT 
REVENUE POLICY and FEES AND CHARGES SCHEDULES 

 

Purpose 

 To achieve the mission of the District. 

 To create self-sustaining services  

o Recreation services that are self-sustaining reserve property tax revenues for the 

general operational needs of the District. 

 To provide a fee structure  

o Fees will be developed to be fair and consistently applied. 

 To allocate costs to the individual participant receiving the benefit.  

o Property taxes provide parks, facilities and operational support for the district.  

Programs and services that serve individuals or groups with a particular interest 

will meet defined levels of direct and indirect support for the program or service. 

 To improve service and quality. 

o Some examples of this include the following. Fees for programs and services may 

improve the quality of instruction, leadership or equipment.  Research has 

shown that people tend to value programs when they share the cost of their 

recreational pursuits. 

Philosophy 

The District will provide recreation programs and services that promote the District’s mission 

and objectives.  Community input and comprehensive planning will provide a guide to the 

interest and needs of the community in developing programs and services.  The District will also 

consider availability of finances, facilities, staffing, the nature of the activity, whether the 

program is in the best interest of the participants. 

Fees are intended to be fair, consistently applied and competitively priced to cover the direct 

costs of the program and a percentage of indirect costs.  Revenue generated above the direct 

costs of a program will aid in financing general operational costs. 

The District sets fees to: 

 Recognize that it is an individual choice to participate in recreation programs or services 

that are exclusive to a particular interest or group. 

 Provide skilled instructors and leaders who have received appropriate training. 

 Provide equipment supplies and other program needs. 

 Provide organized and self-directed activities and services for individuals as well as 

group or team programs. 
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Fees and Charges Guidelines 

A fees and charges schedule for programs and rentals will be approved annually by the 

Director.  Fees established for a program will reflect the following guidelines. 

Youth Programs (17 & under) – Fees for youth will be set on a direct cost basis plus 35% for 

general operating costs. This practice will be adjusted if the demand for a specific program is so 

great that other agencies offer competitive levels of service to meet the needs of residents (i.e., 

day camps, individual swim lessons, etc.). 

Adult Programs (18 & over) – Fees for adult programs will be set to at least cover direct costs 

plus 35% for general operating costs. 

Special Age Group Fees – Fees for special groups, such as seniors (62 & over) and very young 

children (3 & under), may be discounted on a program by program basis. 

Environmental Education – The District will offer some free (affiliate and all ages’ special topic 

programs) as well as some partially publically supported environmental programs. The District 

waives non-resident rates for specific environmental education programs and services including 

school programs, educational loan materials, educator professional development workshops, 

etc.  These programs and services are educational in nature and mission driven. The type of 

programs/services and audience determines the amount of public property tax support. 

Special Events (all ages) – The District may support special events with property taxes.  The type 

of event and the number of residents participating will determine the amount of public 

support. 

Contractual Programs – A contractual program is regarded as any program which the District 

out-sources to individuals or agencies to provide programs on a percentage contract. 

Rentals – Rental fees will be set at least on a self-supporting basis. 

Costs 

Sources of Cost – When assessing fees, it is the intent of the District to recover the direct costs 

of programs.  To provide unique opportunities to all residents, the District will seek additional 

funding from varying sources, including sponsorships and grants to offset the cost of programs, 

facilities and special events in addition to assessing fees. 

Direct Costs – Direct costs are costs that are integrally linked to a particular program: wages, 

supplies and services.  Direct wage costs are the total wages including benefits of positions 
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required to conduct a program.    Examples of direct wage costs include instructors, 

scorekeepers, site supervisors, pool staff, day camp staff, shelter custodial, etc.  Examples of 

direct contractual service costs include special promotional material, mailings, special 

presenters, equipment, and field trip expenses.  Supplies would include items such as uniforms 

or program supplies. 

Indirect Costs – Indirect costs are generally costs spread across many programs or services.  

Examples of these costs include full-time wages, benefits, general advertising, seasonal 

program guides, registration services, offices and office equipment, first aid and safety supplies 

which cannot be tied to any one program. 

Operating costs – Operating costs are costs associated with running and managing a facility.  

Some examples are heating and cooling costs, water, electricity, building administration, 

custodial services, cleaning supplies, and personnel linked to the building’s daily operations.  

These costs do not include major renovations, repairs, or large capital items. 

Scholarships and Fee Waivers 

The District recognizes that some residents have limited ability to pay recreation program fees. 

The District will establish a process that provides District residents access to programs through 

scholarships and fee waivers.  Scholarships and fee waivers are not provided for shelter or 

facility rental or program admission (i.e. punch passes, flexible passes, etc.) nor will scholarships 

and fee waivers be provided for non-residents. 

Non-Resident Policy 

Regular Programs – Regular programs are defined as classes, workshops or sports organized or 

provided by the District, held in or on park district property, and that charge a program fee to 

participate.  Non-residents may participate in Urbana Park District regular programs provided 

they pay 50% more than residents.  Adult sports programs have a $10 increase for non-

residents.  Youth sports programs are increased by $12 over the resident rate. 

Special Events – Due to the size and nature of the special events, it is impractical to charge a 

non-resident fee.  Special events that are free to the public will not have a non-resident fee.  

Special events that are not free to the public may have a non-resident fee. 

Reciprocal Agreement with Champaign Park District – The Urbana Park District and the 

Champaign Park District have established a reciprocal agreement.  A resident of one district can 

participate in programs at the other distract at the resident rate.  Procedures may be 

established by the Director for non-residents to register for programs with limited space.  The 

reciprocal agreement is not applicable to aquatics passes.  
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UIAC Joint Management Agreement – The Urbana Park District and the Urbana School District 

jointly manage the Urbana Indoor Aquatic Center (UIAC). As a part of the agreement, residents 

of the Urbana School District may purchase a membership at resident rates.   

Rentals – Rentals include use of shelters, buildings, facilities and parks. There will not be 

separate resident and a non-resident fee for rentals. 



Fees & Charges Report

Supervisor: Kyle Mills/ Greg Cales

Season: 2013 May-August Registration Session

Class Name Price Price Change 2013 Price

Co-Rec T-Ball (R) $25.00 $0.00 $25.00

Flatland United FC Academy Soccer Camp (R) $70.00 $0.00 $70.00

Sports and Aquatics Camp (R) $125.00 $0.00 $125.00

Sports and Aquatics Extended Camp (R) $66.00 $0.00 $66.00

Beginning Archery (R) $20.00 $0.00 $20.00

Colt Baseball (R) $95.00 ($5.00) $90.00

Summer Co-Rec Kickball (R) $100.00 $0.00 $100.00

Girls 10 U & 12 U Softball (R) $49.00 $0.00 $49.00

Pony (R) $70.00 $0.00 $70.00

Season: 2013 September-December Registration Session

Class Name Price Price Change 2013 Price

Sharkey's Fall Soccer League (R) $20.00 $1.00 $21.00

Co-Rec Youth Indoor Soccer (R) $19.00 $1.00 $20.00

Fall Outdoor Youth Soccer (R) $21.00 $1.00 $22.00

Wood Bat Baseball (R) $87.00 $2.00 $89.00

Fall Co-Rec Adult Volleyball (R) $150.00 $3.00 $153.00

Pre Season Shooters (R) $24.00 $25.00 $49.00

Fall Co-Rec Adult Kickball (R) $100.00 $2.00 $102.00

Fall Co-Rec Adult Dodgeball (R) $120.00 $3.00 $123.00

Season: 2014 January-April Registration Session

Class Name Price Price Change 2013 Price

Sharkey's Spring Soccer League (R) $20.00 $1.00 $21.00

Hoopster's Basketball (R) $25.00 $1.00 $26.00

Co-Rec Youth Indoor Soccer (R) $19.00 $1.00 $20.00

Spring Outdoor Youth Soccer (R) $21.00 $1.00 $22.00

Co-Rec Adult Volleyball (R) $150.00 $3.00 $153.00

Co-Rec Youth Basketball (R) $36.00 $1.00 $37.00

Adult 3 on 3 Basketball (R) $140.00 $3.00 $143.00

Season: 2013-14 Athletic Facilities

Facility Name Price Price Change 2013 Price

Brookens Gym 1st hour (R) $65.00 $0.00 $65.00

Brookens Gym 2nd hour (R) $30.00 $0.00 $30.00

Soccer Fields (3 Hours or less) (R) $30.00 $0.00 $30.00

Ball fields (unlined 3hours or less) (R) $30.00 $0.00 $30.00

Ball fields (fully preped) (R) $199.00 $0.00 $199.00

ATHLETICS



Fees & Charges Report

Supervisor: Leslie Radice and Jennifer Nierenhausen

Season: 2013 May-August Registration Session

Class Name Price Price Change 2013 Price

Extended Camp Drop-in (R) $15.00 $0.00 $15.00

Nadiators (R) $53.00 $0.00 $53.00

Nadiators (R) $57.00 $0.00 $57.00

Nadiators (R) $50.00 $0.00 $50.00

UIAC Punch Card 5-visit $23.00 $0.00 $23.00

UIAC Punch Card 10-visit $46.00 $0.00 $46.00

Sports and Aquatics Camp (R) $125.00 $0.00 $125.00

Private Swim/Dive Lessons (R) $65.00 $0.00 $65.00

Private Swim/Dive Lessons (R) $35.00 $0.00 $35.00

Private Swim/Dive Lessons (R) $19.00 $0.00 $19.00

Private Swim/Dive Lessons (R) $29.00 $0.00 $29.00

Private Swim/Dive Lessons (R) $60.00 $0.00 $60.00

Private Swim/Dive Lessons (R) $100.00 $0.00 $100.00

Private Swim/Dive Lessons (R) $120.00 $0.00 $120.00

Private Swim/Dive Lessons (R) $180.00 $0.00 $180.00

Shrimp (R) $35.00 $0.00 $35.00

Jumbo Shrimp (R) $35.00 $0.00 $35.00

Goldfish (R) $35.00 $0.00 $35.00

General (R) $45.00 $1.00 $46.00

Season: 2013 September-December Registration Session

Class Name Price Price Change 2013 Price

Private Swim/Dive Lessons (R) $65.00 $2.00 $67.00

Private Swim/Dive Lessons (R) $35.00 $1.00 $36.00

Private Swim/Dive Lessons (R) $65.00 $2.00 $67.00

Private Swim/Dive Lessons (R) $35.00 $1.00 $36.00

Private Swim/Dive Lessons (R) $19.00 $1.00 $20.00

Private Swim/Dive Lessons (R) $29.00 $1.00 $30.00

Private Swim/Dive Lessons (R) $60.00 $2.00 $62.00

Private Swim/Dive Lessons (R) $100.00 $2.00 $102.00

Private Swim/Dive Lessons (R) $120.00 $3.00 $123.00

Private Swim/Dive Lessons (R) $180.00 $4.00 $184.00

Shrimp (R) $35.00 $1.00 $36.00

Jumbo Shrim (R) $35.00 $1.00 $36.00

Goldfish (R) $35.00 $1.00 $36.00

General (R) $45.00 $1.00 $46.00

Season: 2014 January-April Registration Session

Class Name Current Price Price Change 2013Price

UIAC Punch Card $23.00 $0.00 $23.00

UIAC Punch Card $46.00 $0.00 $46.00

Egg Hunt With A Splash (R) $6.00 $1.00 $7.00

Private Swim/Dive Lessons (R) $65.00 $2.00 $67.00

Private Swim/Dive Lessons (R) $35.00 $1.00 $36.00

Private Swim/Dive Lessons (R) $19.00 $1.00 $20.00

Private Swim/Dive Lessons (R) $29.00 $1.00 $30.00

Private Swim/Dive Lessons (R) $60.00 $2.00 $62.00

Private Swim/Dive Lessons (R) $100.00 $2.00 $102.00

Private Swim/Dive Lessons (R) $120.00 $3.00 $123.00

Private Swim/Dive Lessons (R) $180.00 $4.00 $184.00

Shrimp (R) $35.00 $1.00 $36.00

Jumbo Shrim (R) $35.00 $1.00 $36.00

Goldfish (R) $35.00 $1.00 $36.00

General (R) $45.00 $1.00 $46.00

AQUATICS



Fees & Charges Report

Supervisor: Andy Rousseau and Mike Iorio

Season: 2013 May-August Registration Session

Class Name Price Price 2013 Price

Aquajog (R) $72.00 $0.00 $72.00

Aqua Intervals (R) $48.00 $0.00 $48.00

Aqua Kickbox (R) $21.00 $0.00 $21.00

Aqua Pilates 1: S&L (R) $72.00 $0.00 $72.00

Aqua Pilates 2: P&B (R) $48.00 $0.00 $48.00

Aqua Zumba (R) $72.00 $0.00 $72.00

Basic Water Exercise (UIAC - AM) (R) $48.00 $0.00 $48.00

Basic Water Exercise (UIAC - PM) (R) $48.00 $0.00 $48.00

Basic Water Exercise (R) $72.00 $0.00 $72.00

Boot Camp (R) $60.00 $0.00 $60.00

Butts & Guts (R) $60.00 $0.00 $60.00

Cardio Circuit (R) $48.00 $0.00 $48.00

Cardio Kickboxing (R) $60.00 $0.00 $60.00

Deep Water Aerobics (UIAC - AM) (R) $69.00 $0.00 $69.00

Deep Water Aerobics (UIAC - PM) (R) $69.00 $0.00 $69.00

Deep Water Aerobics (CLP - TTh PM) (R) $48.00 $0.00 $48.00

Deep Water Aerobics (CLP - MWF (R) $72.00 $0.00 $72.00

Fit For Life (R) $60.00 $0.00 $60.00

Flexible  Water Passes (R) $42.00 $0.00 $42.00

Flexible Fitness Passes (R) $34.00 $0.00 $34.00

Flexible Tai Chi Advance A.M. Passes (R) $44.00 $0.00 $44.00

Flow Yoga (R) $51.00 $0.00 $51.00

Group Personal Training (R) $48.00 $0.00 $48.00

H20 Fusion (R) $48.00 $0.00 $48.00

Hi-Lo Let's Go (R) $60.00 $0.00 $60.00

Hydrosculpt (R) $21.00 $0.00 $21.00

Kettlebells I (R) $48.00 $0.00 $48.00

Low Impact Aerobics (R) $60.00 $0.00 $60.00

Pilates Conditioning (R) $51.00 $0.00 $51.00

Power Yoga Strength (R) $51.00 $0.00 $51.00

Fitness & Wellness



Prenatal Aquatherapy (R) $48.00 $0.00 $48.00

Senior Strengtheners (R) $48.00 $0.00 $48.00

Strength & Conditioning (R) $48.00 $0.00 $48.00

Tai Chi Beg. 1 (R) $50.00 $0.00 $50.00

Tai Chi Beg. 2 (R) $59.00 $0.00 $59.00

Yoga Principles (R) $51.00 $0.00 $51.00

Zumba (R) $60.00 $0.00 $60.00

Season: 2013 September-December Registration Session

Class Name Price Price 2013 Price

Basic Water Exercise (UIAC - AM) (R) $48.00 $1.00 $49.00

Basic Water Exercise (UIAC - PM) (R) $48.00 $1.00 $49.00

Basic Water Exercise (R) $72.00 $2.00 $74.00

Boot Camp (R) $60.00 $2.00 $62.00

Butts & Guts (R) $60.00 $2.00 $62.00

Cardio Circuit (R) $48.00 $1.00 $49.00

Cardio Kickboxing (R) $60.00 $2.00 $62.00

Deep Water Aerobics (UIAC - AM) (R) $69.00 $2.00 $71.00

Deep Water Aerobics (UIAC - PM) (R) $69.00 $2.00 $71.00

Fit For Life (R) $60.00 $2.00 $62.00

Flexible  Water Passes (R) $42.00 $1.00 $43.00

Flexible Fitness Passes (R) $34.00 $1.00 $35.00

Flexible Tai Chi Advance A.M. Passes (R) $44.00 $1.00 $45.00

Flow Yoga (R) $51.00 $2.00 $53.00

Group Personal Training (R) $48.00 $1.00 $49.00

Hi-Lo Let's Go (R) $60.00 $2.00 $62.00

Kettlebells I (R) $48.00 $1.00 $49.00

Low Impact Aerobics (R) $60.00 $2.00 $62.00

Pilates Conditioning (R) $51.00 $2.00 $53.00

Power Yoga Strength (R) $51.00 $2.00 $53.00

Senior Strengtheners (R) $48.00 $1.00 $49.00

Strength & Conditioning (R) $48.00 $1.00 $49.00

Tai Chi Beg. 1 (R) $50.00 $1.00 $51.00

Tai Chi Beg. 2 (R) $59.00 $2.00 $61.00

Yoga Principles (R) $51.00 $2.00 $53.00

Zumba (R) $60.00 $2.00 $62.00



Season: 2014 January-April Registration Session

Class Name Price Price 2013 Price

Basic Water Exercise (UIAC - AM) (R) $48.00 $1.00 $49.00

Basic Water Exercise (UIAC - PM) (R) $48.00 $1.00 $49.00

Basic Water Exercise (R) $72.00 $2.00 $74.00

Boot Camp (R) $60.00 $2.00 $62.00

Butts & Guts (R) $60.00 $2.00 $62.00

Cardio Circuit (R) $48.00 $1.00 $49.00

Cardio Kickboxing (R) $60.00 $2.00 $62.00

Deep Water Aerobics (UIAC - AM) (R) $69.00 $2.00 $71.00

Deep Water Aerobics (UIAC - PM) (R) $69.00 $2.00 $71.00

Fit For Life (R) $60.00 $2.00 $62.00

Flexible  Water Passes (R) $42.00 $1.00 $43.00

Flexible Fitness Passes (R) $34.00 $1.00 $35.00

Flexible Tai Chi Advance A.M. Passes (R) $44.00 $1.00 $45.00

Flow Yoga (R) $51.00 $2.00 $53.00

Group Personal Training (R) $48.00 $1.00 $49.00

Hi-Lo Let's Go (R) $60.00 $2.00 $62.00

Kettlebells I (R) $48.00 $1.00 $49.00

Low Impact Aerobics (R) $60.00 $2.00 $62.00

Pilates Conditioning (R) $51.00 $2.00 $53.00

Power Yoga Strength (R) $51.00 $2.00 $53.00

Senior Strengtheners (R) $48.00 $1.00 $49.00

Strength & Conditioning (R) $48.00 $1.00 $49.00

Tai Chi Beg. 1 (R) $50.00 $2.00 $52.00

Tai Chi Beg. 2 (R) $59.00 $2.00 $61.00

Yoga Principles (R) $51.00 $2.00 $53.00

Zumba (R) $60.00 $2.00 $62.00



Fees & Charges Report

Supervisor:Erica Cooper-Peyton

Season: 2013 May-August Registration Session

Class Name 2012 Price
Price 

Change
2013 Price

Extended Camp Drop-in (R) $15.00 $0.00 $15.00

Summer Arts Camp Late Fee (R) $5.00 $0.00 $5.00

Belly Dance - various classes (R) $27.00 $0.00 $27.00

Bharat Natyam Workshop (R) not offered - $14.00

Exploration Camp (R) $120.00 - Not offered

School's Out for Summer! (R) $30.00 $0.00 $30.00

Summer Arts Camp (R) $140.00 $0.00 $140.00

Summer Arts Camp Extended (R) $74.00 $0.00 $74.00

Teens in Action Camp (R) $62.00 $0.00 $62.00

Adult Tap Workshop (R) $46.00 $0.00 $46.00

Youth Tap Workshop (R) $40.00 $6.00 $46.00 *to match adults

Junior Performers (R) $48.00 - Not offered

Season: 2013 September-December Registration Session [Active fees begin]

Class Name 2012 Price
Price 

Change
2013 Price

Belly Dance classes- 4 Wks (R) $27.00 $1.00 $28.00

Belly Dance Workshops (R) $14.00 $1.00 $15.00

Bharata Natyam (R) $66.00 $1.00 $67.00

Movement Classes (TB's, BB's) (R) $44.00 $1.00 $45.00

Youth Beginning Ballet (R) $46.00 $1.00 $47.00

Children's Beginning Tap (R) $49.00 $2.00 $51.00

Adult  Tap Classes (Beg & Int/Adv) (R) $98.00 $1.00 $99.00

Adult Beginning Ballet (R) $98.00 $2.00 $100.00

Family Halloween Dance (R) $10.00 - not offered

Candy House Creations (R) $9.00 $1.00 $10.00

C-U Around Town (school's out) (R) $40.00 $1.00 $41.00

Hip-Hop Dancing (R) $14.00 $1.00 $15.00

Youth Exploration Series (R) $14.00 $1.00 $15.00

Holiday Camp (R) $40.00 $1.00 $41.00

Season: 2014 January-April Registration Session

Class Name 2013 Price
Price 

Change
2014 Price

Belly Dance classes- 4 Wks (R) $27.00 $1.00 $28.00

Belly Dance Workshops (R) $14.00 $1.00 $15.00

Bharata Natyam (R) $43.00 $1.00 $44.00

Movement Classes (TB's, BB's) (R) $44.00 $1.00 $45.00

Youth Beginning Ballet (R) $44.00 $1.00 $45.00

Children's Beginning Tap (R) $49.00 $2.00 $51.00

Adult  Tap Classes (Beg & Int/Adv) (R) $94.00 $2.00 $96.00

Adult Beginning Ballet (R) $94.00 $2.00 $96.00

C-U Around Town (school's out) (R) $40.00 $1.00 $41.00

Hip-Hop Dancing (R) $48.00 $1.00 $49.00

Acrylics Painting Classes (R) $182.00 $4.00 $186.00

Daddy Daughter Date Night (R) $22.00 $1.00 $23.00

COMMUNITY



Fees & Charges Report

Supervisor: Erica Schnieder

Season: 2013 May-August Registration Session

Class Name 2012 Price
Price 

Change
2013 Price

Meadowbrook Garden Deposits ONLY $15.00 $0.00 $15.00

Meadowbrook Garden Deposits ONLY $30.00 $0.00 $30.00

Meadowbrook Garden Deposits ONLY $45.00 $0.00 $45.00

Victory Garden Deposits ONLY $15.00 $0.00 $15.00

Victory Garden Deposits ONLY $30.00 $0.00 $30.00

Organic Garden Plot (R) $50.00 $0.00 $50.00

Organic Garden Plot (R) $30.00 $0.00 $30.00

Organic Garden Plot (R) $60.00 $0.00 $60.00

Victory Garden Plots (R) $30.00 $0.00 $30.00

Victory Garden Plots (R) $30.00 $0.00 $30.00

Nature Birthday Parties (R) $125.00 $0.00 $125.00

Special Tour Programs (R) $35.00 $0.00 $35.00

Traveling Naturalist Programs (R) $50.00 $0.00 $50.00

Nature Hikes (R) $8.00 $0.00 $8.00

Tales & Trails (R) $6.00 $0.00 $6.00

Outdoor Little School (R) $12.00 $0.00 $12.00

Animal Adventure Camp (R) $125.00 $0.00 $125.00 REGULAR COST

Crystal Lake/ Earthscope Camp (R) $140.00 $0.00 $140.00 REGULAR COST

Kindercamp/ Kneehigh Nature Camp (R) $68.00 $0.00 $68.00 REGULAR COST

Nature Extended Camp (R) $74.00 $0.00 $74.00 REGULAR COST

Nature Extended Camp late fee (R) $5.00 $0.00 $5.00

Extended Camp Drop-in (R) $15.00 $0.00 $15.00

Pizza Garden (R) $8.00 $8.00 $16.00 Increased from 2012 price to cover 

supply costs and leader

Animal Program- Meet a Critter (R) $6.00 $0.00 $6.00

Vermi Composting (R) NA $40.00

Pond Discovery (R) NA $9.00

Season: 2013 September-December Registration Session (with Active Network increase)

Class Name 2012 Price
Price 

Change
2013 Price

Educator Workshops $25.00 $0.00 $25.00

Nature Birthday Parties (R) $125.00 $3.00 $128.00

Special Tour Programs (R) $35.00 $1.00 $36.00

Traveling Naturalist Programs (R) $50.00 $1.00 $51.00

Nature Hikes (R) $8.00 $1.00 $9.00

Scout Days (R) $8.00 $0.00 Not Offered

Nature Tales and Trails (R) $6.00 $1.00 $7.00

Outdoor Little School (R) $12.00 $1.00 $13.00

Fantastic Fossils (R) $6.00 $0.00 Not Offered

Animal Skull Identification (R) $18.00 $0.00 Not Offered

Animal Program- (R) $8.00 $1.00 $8.00

Animal Care Helpers (R) $15.00 $1.00 $16.00

Environmental



Season: 2014 January-April Registration Session (with Active Network increase)

Class Name 2013 Price
Price 

Change
2014 Price

Seed Starting (R) $20.00 $5.00 $25.00

Nature Birthday Parties (R) $125.00 $3.00 $128.00

Special Tour Programs (R) $35.00 $1.00 $36.00

Traveling Naturalist Programs (R) $50.00 $1.00 $51.00

Nature Hikes (R) $8.00 $1.00 $9.00

Outdoor Little School (R) $12.00 $1.00 $13.00

Tales & Trails (R) $6.00 $1.00 $7.00

Spring Break Day Camp (R) $44.00 $1.00 $45.00

Owl Prowl (R) $9.00 $1.00 $10.00

Scout Days (R) $8.00 Not Offered

Animal Program (R) $8.00 $1.00 $9.00

Maple Magic (R) NA $10.00

Meadowbrook Garden Deposits ONLY $15.00 $0.00 $15.00

Meadowbrook Garden Deposits ONLY $30.00 $0.00 $30.00

Meadowbrook Garden Deposits ONLY $45.00 $0.00 $45.00

Victory Garden Deposits ONLY $15.00 $0.00 $15.00

Victory Garden Deposits ONLY $30.00 $0.00 $30.00

Organic Garden Plot (R) $50.00 $5.00 $55.00

Organic Garden Plot (R) $30.00 $5.00 $35.00

Organic Garden Plot (R) $60.00 $5.00 $65.00

Victory Garden Plots (R) $30.00 $5.00 $35.00

Victory Garden Plots (R) $30.00 $5.00 $35.00

Animal Adventure Camp (R) $125.00 $3.00 $128.00 REGULAR COST

Crystal Lake/ Earthscope Camp (R) $140.00 $3.00 $143.00 REGULAR COST

Kindercamp/ Kneehigh Nature Camp (R) $68.00 $3.00 $71.00 REGULAR COST

Nature Extended Camp (R) $74.00 $1.00 $75.00 REGULAR COST

Nature Extended Camp late fee (R) $5.00 $0.00 $5.00

Extended Camp Drop-in (R) $15.00 $1.00 $16.00



Fees & Charges Report

Supervisor: Nadine Schmitz

Season: 2013 May-August Registration Session

Class Name Price
Price 

Change
2014 Price

C.I.T. Program (R) $290.00 $6.00 $296.00

Rental per hour (lowest rate)* (R) $25.00 $0.00 $25.00

Rental Afterhours Fee (R) $10.00 $10.00

Rental Refreshments Coffee/hot tea (R) $7.00 $7.00

Rental Refreshments Iced Tea/Lemonade (R) $4.00 $4.00

(R) $0.00

(R) $0.00

Season: 2013 September-December Registration Session (with Active Network increase)

Class Name Price
Price 

Change
2014 Price

Educator Workshops (R) $30.00 $0.00 $30.00 budget sheet suggested a fee of 

$23.00. I'm leaving it at $30.00 which 

is what is currently charged.

Rental per hour (lowest rate)* (R) $25.00 $5.00 $30.00

Rental Afterhours Fee (R) $10.00 $10.00

Rental Refreshments Coffee/hot tea (R) $7.00 $7.00

Rental Refreshments Iced Tea/Lemonade (R) $4.00 $4.00

Season: 2014 January-April Registration Session (with Active Network increase)

Facility Name Price
Price 

Change
2014 Price

Educator Workshops (R) $30.00 $0.00 $30.00

Rental per hour (lowest rate)* (R) $25.00 $5.00 $30.00

Rental Afterhours Fee (R) $10.00 $10.00

Rental Refreshments Coffee/hot tea (R) $7.00 $7.00

Rental Refreshments Iced Tea/Lemonade (R) $4.00 $4.00

Environmental



Fees & Charges Report

Supervisor: Janet Soesbe

Season: 2013 May-August Registration Session

Class Name 2012 Price
Price 

Change
2013 Price

Foundations of Tango (R) $35.00 $9.00 $44.00

Intro to Tango for Couples (R) $74.00 $6.00 $80.00

Intermediate Tango (R) $45.00 ($1.00) $44.00

Advanced Tango (R) $45.00 not offered

Season: 2013 September-December Registration Session [Active fees begin]

Class Name 2012 Price
Price 

Change
2013 Price

Beg. Tango - 4wk course (R) $40.00 $1.00 $41.00

Intermed. Tango- 5 wks (R) $40.00 $1.00 $41.00

Tango for Couples- 5 wks (R) $80.00 $2.00 $82.00

Season: 2014 January-April Registration Session

Class Name 2013 Price
Price 

Change
2014 Price

Chicago Flower & Garden Show Trip $60.00 $2.00 $62.00 *unknown. Depends on bus

Beg. Tango - 4wk course (R) $40.00 $1.00 $41.00

Intermed. Tango- 5 wks (R) $40.00 $1.00 $41.00

Tango for Couples- 5 wks (R) $80.00 $2.00 $82.00

Lake House and Phillips

Facility Name 2102 Price
Price 

Change
2013 Price

LH Rental Room (R) $60.00 $0.00 $60.00

LH Rental Room Upper Ter (R) $75.00 $0.00 $75.00

LH Lower Terrace (R) $50.00 $0.00 $50.00

2-seater paddleboat 1 hour (B) $9.00 $1.00 $10.00

3-seater paddleboat 1 hour (B) $10.00 $1.00 $11.00

4-seater paddleboat 1 hour (B) $11.00 $1.00 $12.00

Phillips Center 1 room (B) $40.00 $5.00 $45.00 *actually Jan 2014

Phillips Center 2 rooms (B) $50.00 $10.00 $60.00 *actually Jan 2014

Phillips Center 3 rooms (B) $65.00 $15.00 $80.00 *actually Jan 2014

COMMUNITY
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URBANA PARK DISTRICT 
BEHAVIOR MANAGEMENT PROCEDURE 
 

I.  EQUAL ACCESS 

No eligible participant shall, on the basis of race, sex, creed, national origin, or disability be denied equal 

access to programs, activities, services, benefits or be limited in the exercise of any right, privilege, 

advantage or opportunity. 

II. BEHAVIOR 

Participants are expected to exhibit appropriate behavior at all times.  The following guidelines have 

been developed to help make Park District programs safe and enjoyable for all participants.  Additional 

rules may be developed for particular programs and athletic leagues as deemed necessary by staff. 

Inappropriate behavior can include: 

 Being disrespectful to other participants and staff, refusing to take direction from staff. 

 Using abusive or foul language. 

 Causing bodily harm to self, other participants, or staff. 

 Misusing or abusing Urbana Park District equipment, supplies and facilities. 

III. DISCIPLINE 

A positive approach will be used regarding discipline.  Staff will periodically review rules with 

participants during the program session.  If inappropriate behavior occurs, prompt resolution will be 

sought specific to each individual’s situation.  The Park District reserves the right to dismiss a participant 

whose behavior endangers the safety of themselves or others. 

IV. PROCEDURE 

Upon registration or entry into the program, the parent/guardian should be solicited for any information 

regarding special accommodations needed for the participant.  The special accommodations section on 

the registration form should be reviewed and discussed with the parent by a staff member. 

If any of these special accommodations are behavior related, the parent/guardian should be contacted 

for information about any behavior modification programs in place at school or home.  A staff member 

from Champaign Urbana Special Recreation should be contacted and they will work with the parents to 

utilize these in the program if feasible.  Documentation should be maintained regarding any problem 

behaviors, special accommodations, and behavior modification programs.  Champaign Urbana Special 

Recreation staff will make the determination if special assistance is needed for any individual in District 

programs, camps, and events. 
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Consequences for inappropriate behavior are: 

1. First Offense:  Participant will be removed from the group activity, receive a verbal warning that 

the exhibited behavior is inappropriate, and receive reinforcement of appropriate behavior.  

Participant may or may not return to the group, dependent upon severity of offense.  

Parent/guardian will be notified at pickup, and asked to sign a behavior report. 

 

2. Second Offense:  Participant will be removed from the group activity, receive a second verbal 

warning that the exhibited behavior is inappropriate, receive reinforcement of appropriate 

behavior.  Participant may or may not return to the group, and will sit out for an appropriate 

period of time, dependent upon severity of offense.  Parent/guardian will be notified at pickup 

that a second offense has occurred, reminded of the ramifications of a third offense, and asked 

to sign a behavior report. 

 

3. Third Offense:  The participant’s parent/guardian will be called for immediate pickup, and the 

participant will be suspended from the program for up to 5 days, without refund.  When the 

participant is picked up, the appropriate staff will meet with the parent/guardian, discuss the 

incident and consequence, receive reinforcement of appropriate behavior, and revisit the 

ramifications of a fourth offense.  The parent/guardian will be asked to sign the behavior report. 

(*If participant is not picked up/signed out within 30 minutes of the parent/guardian being 

contacted, the participant will be released in to the custody of the Urbana Police Department.) 

 

4. Fourth Offense:  The participant’s parent/guardian will be called for immediate pickup, and the 

participant will be suspended from that program permanently, without a refund for that 

particular season.  If the participant is registered for any subsequent programs, the 

parent/guardian will be refunded their deposit/fees for those programs and the participant will 

not be allowed to participate in any other program at the Urbana Park District.  When the 

participant is picked up, the appropriate staff will meet with the parent/guardian and discuss 

the incident and permanent suspension.  The parent/guardian will be asked to sign the behavior 

report.  (*If participant is not picked up and signed out within 30 minutes of the parent/guardian 

being contacted, the participant will be released into the custody of the Urbana Police 

Department.) 

Please note:  In cases of inappropriate behavior deemed extreme by staff, participants may be 

suspended or dropped from the program immediately, regardless of the number of previous offenses. 
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URBANA PARK DISTRICT 

MAINTAINING RECREATION STATISTICS: PURPOSE AND PROCEDURE 

The Urbana Park District will maintain seasonal and annual recreation program statistics in a variety of 

data bases including registration, financial, and specific data bases. The Board will be provided with 

routine and annual reports relating to recreation program statistics. 

Purpose: 
The primary purposes of maintaining statistics are: 

 For documentation that the Mission of the District is being met, 

 To assure that leisure/recreation needs of the District’s citizens are being met, 

 To assist in planning for future needs. 
 
Maintenance of statistics and regular reporting to the Board of Commissioners will encompass: 
Quality standards, 
Performance standards, 
Participant satisfaction, 
Demographic of the community, 
Variety of abilities, ages and interests in recreation and leisure needs, 
Year round opportunities, 
Special needs and economic hardships are being provided for. 
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URBANA PARK DISTRICT 
SCHOLARSHIP APPLICATION PROCEDURE 
 
 

1. The Urbana Park District awards partial scholarships for residents of the Urbana Park District 
based on financial need and availability of funds. Scholarships are available as funds permit and 
are assigned after a program has met minimum enrollment. No full scholarships will be 
awarded. This allows for more people to participate. It will be the judgment of the 
Superintendent of Recreation to determine the amount waived.  

2. Please allow at least 5 business days for your application to be processed. Scholarship 
applications must be received at least 2 weeks prior to a program’s deadline.  

3. You will be contacted by either phone or email as to the status of your request. Being granted 
assistance does not guarantee your placement in Urbana Park District programs. If assistance is 
granted, you must follow current registration guidelines and pay your portion of the program 
fees to be enrolled in the program. You are not registered until your payment is received. 
There will not be a spot reserved for your child prior to payment received.  

4. Please limit the number of submission requests to 2 per brochure. There is no limit to the 
number of programs you can request per submission.  

5. To apply for a scholarship, the adult head of household must complete and sign this application.  
 

Please include the following with your application: 
 

 Proof of residency 

 Fully completed application form  
o All participant information 
o All program information 
o All family information 

 Proof of household income as they apply (All adult incomes are required) 
o Last two months pay stubs for each job and each person or last two monthly bank 

statements 
o Link Card letter 
o Stipend letter or pay stubs 
o Child Support 
o Unemployment 
o Self-employment tax forms 

 
Under special circumstances, we have the right to ask for Income Tax forms and/or other income 
information.  
 
The Urbana Park District reserves the right to reject incomplete applications.  
 

 
Please return the completed forms to Urbana Park District, Phillips Recreation Center, 505 W. 
Stoughton, Urbana, IL  61801. If you have any questions or need assistance with completing 
application, please call 367-1544, ext. 0. 

 



For Office Use Only 

Received By: _________ Date: _______ MCID: _____________    Contacted By: _________   Date: _______ 

Season: Jan-April  May-Aug Sept-Dec Year: ______    Resident Non-Resident: _____________ 

      Approved  Denied  By: _________________ Date: _________ 

Comments:  

URBANA PARK DISTRICT APPLICATION FOR SCHOLARSHIP 

 

 

 

 

 
Please Print CLEARLY 

Main Contact ______________________________________________________  Birthdate ___________________ 

Home Address_____________________________________________ City _________________________ State _____ Zip _______ 

Primary Phone (____)____________________  Secondary Phone (____)____________________ 

Work Phone (____)____________________         Name of contact if not Main Contact ____________________________ 

Email address ______________________________________________________________________________ 

Emergency Contact _________________________________________  Emergency Phone (____)___________________ 

How would you like to be contacted? Please circle: Phone: (____)__________________ Email 

Please list each participant and program separately. Please use additional form if necessary. 

Participant    

(First and Last Name)              DOB    M/F  Age  Grade  Code         Program Name            Starts      Fee 

1. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

2. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

3. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

4. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

5. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

6. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

7. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

8. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

9. ___________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

10. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

11. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

12. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

13. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

14. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

15. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

16. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

17. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

18. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

19. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

20. __________________________  _______  ____  _____  _____  ______  ________________________  ______  _____ 

             Totals ____    ______    _______ 

Office Use Only 

Waived     Due 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 

_____    _____ 



 

Urbana Park District 

Waiver and Release of All Claims 

 
I recognize and acknowledge that there are certain risks of physical injury to participants in the above program(s), and I 

agree to assume the full risk of any injuries, damages or loss regardless of severity that I or my minor child/ward may 

sustain as a result of participating in any and all activities connected with or associated such program(s).  I agree to waive 

and relinquish all claims I or my minor child/ward may have as a result of participating in the program against the District 

and its officers, agents, servants and employees. 

 

I do hereby fully release and discharge the District and its officers, agents, servants and employees from any and all 

claims from injuries, damage or loss which I or my minor child/ward may have or which may accrue to me or my minor 

child/ward and arising out of, connected with, or in any way associated with the activities of the program(s).   

 

I further agree to indemnify and hold harmless and defend the District and its officers, agents, servants and employees 

from any and all claims resulting from injuries, damages and losses sustained by me or my minor child/ward arising out 

of, connected with, or in any way associated with the activities of the program(s).  In the event of an emergency, I 

authorize District officials to secure from any licensed hospital, physician, and/or medical personnel any treatment 

deemed necessary for me or any minor child/ward’s immediate care and agree that I will be responsible for payment of all 

medical services rendered. 

 

A cancellation fee may be charged if you cancel a class or program. 

 

 
Please print name: ___________________________________________________ 

Signature: __________________________________________________________  

Date: ______________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



INCOME INFORMATION 

List ALL income received per MONTH for each individual in the household.  Income includes non-cash sources, 

including (but not limited to): Link Card amounts, grants, donations from other agencies, subsidized housing, and 

Public Assistance. You must list the gross income BEFORE deductions for taxes, social security, etc.  Please refer to the 

definition of income at the bottom of the page.  You must list all employers and income. You are required to provide 

copies of check stubs, bank statements, or a letter from employer (on official letterhead), etc. to verify income. 

 

1. Name  _______________________________________________________ Age________________ 

 

Employer ______________________________________ Monthly Earnings___________________ 

 

 Source of Other Income  __________________________ Monthly Other Income_______________ 

 

2. Name  _______________________________________________________ Age________________ 

 

Employer ______________________________________ Monthly Earnings___________________ 

 

 Source of Other Income  __________________________ Monthly Other Income_______________ 

 

3. Name  _______________________________________________________ Age________________ 

 

Employer ______________________________________ Monthly Earnings___________________ 

 

 Source of Other Income  __________________________ Monthly Other Income_______________ 

 

Do you receive childcare assistance?  No____  Yes____  If yes, from what agency?_______________________ 

 

DEFINITION OF INCOME 

Income is defined as any money received before any deductions.  Please check all that apply.  

Monetary compensation for services including wages, salary, commissions or fees 

Net income from non-farm and farm self-employment 

Social security 

Unemployment compensation 

Public assistance or welfare payments 

Government and private pensions or annuities or payments 

Alimony and Child support payments 

Grants for education or research 

Stipends or student support of any kind 

 

OTHER CASH RESOURCES  Please check all that apply. 

Dividends or interest on savings bonds or income from estates or trusts 

Net rental income  

Income from family members or anyone in other countries   

Regular contributions from persons not living in the household 

Net royalties 

Current savings account balance $______________ 

Current checking account balance $ ____________ 

 

FAMILY INFORMATION 

Number of Adults Living in Household      _____________ 

Number of Children Living in Household   _____________ 

Total Persons Living in Household     _____________ 

 

TOTAL MONTHLY HOUSEHOLD INCOME $ ___________ x 12 = ANNUAL INCOME $__________ 

IF ON 2- WEEK PAY SCHEDULE: INCOME $ ___________ x 26 = ANNUAL INCOME $ __________ 

Please check all that apply. List 

any items not shown below. 

          Monetary Value 

  Link Card       $_____________ 

  Grants       $_____________ 

  Donations       $_____________ 

  Housing       $_____________ 

  Welfare       $_____________ 

  _____________  $_____________ 

  _____________  $_____________ 

  _____________  $_____________ 

 



CERTIFICATION OF INCOME 

 

TO BE COMPLETED BY ADULT HEAD OF HOUSEHOLD 

 

The undersigned certifies and affirms: 

 

1. That my annual family income is less than:  

 

$19,100    $21,850    $24,550    $27,300     $29,500    $31,650    $33,850    $36,050    Above $36,050 

   

 

2. That I hereby authorize the Urbana Park District and the City of Urbana Grants Management Division to verify 

my income to determine my eligibility.  I hereby authorize release of information concerning my past and present 

financial history to Urbana Park District and the City of Urbana Grants Management Division for the purpose of 

determining eligibility.  A photocopy of this certification shall suffice as proper authorization for the release of 

the above referenced information. 

 

3. I certify that I reside at ______________________________________________________________. 

 

Signed this __________day of __________________________________, __________. 

 

Signature_______________________________________________________ 

 

The following information is requested by the Federal Government to monitor compliance with equal credit opportunity 

laws.  You are not required to furnish this information.  However, if you choose not to furnish this information, 

Federal regulations require this agency to note race and sex on the basis of visual observation or surname.  If you 

do not wish to furnish this information, please initial below. 

 

This information is not used to determine scholarship eligibility, nor will your name be attached to any results. It is for 

statistical purpose only.  

 

I do not wish to furnish this information__________________________(initial) 

 

 

 Name Sex Race/National Origin 

    

1. _____________________________________ ____ ____________________________________ 

    

2. _____________________________________ ____ ____________________________________ 

    

3. _____________________________________ ____ ____________________________________ 

    

4. _____________________________________ ____ ____________________________________ 

 

 
 

Race/National Origin 

  

   American Indian or Alaskan Native   

   Asian, Pacific Islander   

   Black/African-American   

   White/Hispanic 

  White/Non-Hispanic 

  Multi-Racial 

  

   Other (Please List)   
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