AGENDA
VILLAGE BOARD MEETING OF THE
BOARD OF TRUSTEES
OF THE
VILLAGE OF NORTHFIELD
TUESDAY, January 18, 2022 – 7:00 P.M.

ROLL CALL of the Board of Trustees of the Village of Northfield.
PRESENTATION OF MATTERS BY THE VILLAGE PRESIDENT, TRUSTEES AND OTHER
OFFICIALS.
I.

Consent Agenda Items: Village President

All items listed will be enacted by one motion. There will be no separate discussion of these
items unless a Village Board member so requests, in which event, the item will be removed from
the Consent Agenda and considered in its normal sequence on the Agenda.
1. Approve the Report of Proceedings from the December 7, 2021 Village Board meeting.
2. Approve the Bills and Disbursements from November 16, 2021 to December 31, 2021:

General Fund
Water and Sanitary Sewer Fund
2019 Bond Project Fund
Storm Sewer Improvement Fund
Capital Equipment Replacement Fund
Foreign Fire Insurance Tax Fund
Grand Total

$
$
$
$
$
$
$

347,284.34
114,648.16
8,919.50
214.00
111,180.75
4,296.94
586,543.69

3. Annual Appointments:
A. Approval of a resolution appointing Village Manager Stacy Sigman as Village Clerk for
2022.
B. Approval of a resolution appointing Executive Assistant Holly Fabbri as Deputy Village
Clerk for 2022.
C. Approval of a resolution appointing Finance Director Steve Noble as Treasurer for 2022.
4. Approval of an Indemnification Agreement Ordinance with Cook County for 2022.
5. Acceptance of the Village Attorney’s recommendation that none of the Closed Session
Report of Proceedings be moved to the Open Session Report of Proceedings book.

II.

Action Items:

6. Consideration of the approval of the purchase of replacement point-to-point equipment, from
Scientel Solutions, in the amount of $26,783.08.
7. Consideration of the approval of amendments to the Village’s existing policies and
procedures contained in the consolidated Village Policy Handbook.
III. Public Comment
IV. Information Items:
8. BOARD UPDATE: These items are presented for information purposes to inform the Board
of ongoing projects and events. These issues will not be discussed unless indicated.
Departmental Updates:
1. Office of the Village Manager
2. Community Development & Building Department
3. Finance Department – Monthly Report
4. Fire-Rescue & Public Works Departments
5. Police Department
V. Adjourn: Village President
9.

10.

Adjourn into Executive Session to approve the Closed Session meeting minutes from
September 21, 2021, pursuant to 5 ILCS 120/2(c)(21), and to discuss the employment,
compensation and performance of specific employees, pursuant to 5 ILCS 120/2(c)(1).
Return to Open Session.

VI. Adjourn: Village President

The Village of Northfield is subject to the requirements of the Americans with Disabilities Act of 1990. Individuals with disabilities who
plan to attend this meeting and who require certain accommodations in order to allow them to observe and/or participate in this
meeting, or who have questions regarding the accessibility of the meeting or the facilities, are requested to contact the Village
Manager’s office at 847/446-9200 or 847/446-7131 (TDD) at least one week prior to the meeting, if possible, to allow the Village of
Northfield to make reasonable accommodations for those persons.
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Agenda Item Number
VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022

Ordinance

Subject:

Resolution

Report of Proceedings

Bid Authorization/Award
Submitted By: Stacy Sigman, Village Clerk
Department:

Office of the Village Manager

Information
X

Other: Report of Proceedings

Details:
Attached is the draft Report of Proceedings from the Tuesday, December 7, 2021 Village Board
meeting.

Executive Action:
A motion to approve the Report of Proceedings from the December 7, 2021 Village
Board meeting.

DRAFT REPORT OF PROCEEDINGS
OF THE
REGULAR BOARD MEETING OF THE BOARD OF TRUSTEES
OF THE VILLAGE OF NORTHFIELD
TUESDAY, December 7, 2021 - 7:00 p.m.

As provided by public notice, the Board of Trustees of the Village of Northfield met in the
Council Chambers of the Village Hall at 7:00 p.m. on Tuesday, December 7, 2021, for the
Regular Board meeting. The meeting was called to order by President Greg Lungmus. The
Village Clerk took the roll call.
PRESENT:

President

Greg Lungmus

Trustees

Todd Fowler
Barnaby Dinges
Tom Whittaker
Matt Galin
Tracey Mendrek
Charles Orth

ABSENT:

ALSO PRESENT:

Attorney Mallory Milluzzi

CONSENT AGENDA ITEMS
Village President asked the Clerk to read the Consent Agenda items into the record.
Those were reported as follows:
1.

Approve the Report of Proceedings from the October 19, 2021 Village Board meeting

2.

Bills and Disbursements from October 1, 2021 to November 18, 2021, in the amount of
$2,100,746.01

3.

Resolution honoring William Kelly for his service on the Plan and Zoning Commission.

4.

Approval of the following Commission appointment:
Pat Bader to Plan & Zoning Commission – unexpired term 12-08-21 to 09-24

5.

Approve the Village Board Meeting Schedule for 2022
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Trustee Orth made a motion, seconded by Trustee Fowler to approve Consent Agenda
items 1 through 5.
Upon the following roll call vote, a motion to approve Consent Agenda items 1 through 3
were approved.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

Trustee Orth read the resolution honoring William Kelly into the record and presented a copy to
his family.
CONSIDERATION OF A SPECIAL USE FOR KENILWORTH MEDICAL
ASSOCIATES TO OPERATE A MEDICAL OFFICE AT 1622 WILLOW ROAD
Trustee Whittaker made a motion, seconded by Trustee Orth, to consider a Special Use
for Kenilworth Medical Associates to operate a medical office at 1622 Willow Road.
Community Development Director Gutierrez stated that the petitioner, Kenilworth
Medical Associates, Inc. was requesting a Special Use in order to operate a 4,200 square foot
allergy/immunology medical practice in the office building at 1622 Willow Road. On November
1, 2021, the Plan & Zoning Commission voted unanimously to recommend approval of the
proposed special use.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve a Special Use for Kenilworth
Medical Associates to operate a medical office at 1622 Willow Road.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF A SPECIAL USE FOR GLENVIEW415, LLC TO OPERATE A
FITNESS CLASS STUDIO TO BE KNOWN AS THE BAR METHOD AT 301 HAPP
ROAD
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Trustee Fowler made a motion, seconded by Trustee Galin, to consider a Special Use for
Glenview415, LLC to operate a fitness class studio to be known as The Bar Method at 301 Happ
Road.
Community Development Director Gutierrez stated that the Petitioner, Glenview 415
LLC, was requesting a Special Use in order to operate a fitness class studio in a 1,200 square
foot tenant space at 301 Happ Road. The studio will be called The Bar Method. On November
29, 2021, the Plan & Zoning Commission voted unanimously to recommend approval of the
proposed special use.
Trustee Mendrek inquired if there could be any potential parking issues. The petitioner,
Catherine James, was present and replied that classes would only be 45 minutes and most would
not be held during peak hours. Community Development Director noted the studio will have a
maximum of 20 people and that the Special Use met the parking requirements.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve Special Use for Glenview415,
LLC to operate a fitness class studio to be known as The Bar Method at 301 Happ Road.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF APPROVAL OF AN UPDATED CABLE TELEVISION
FRANCHISE AGREEMENT WITH COMCAST OF ILLINOIS VI, LLC
Trustee Orth made a motion, seconded by Trustee Galin, to approve an updated Cable
Television Franchise Agreement with Comcast of Illinois VI, LLC.
Village Attorney Milluzzi remarked that the Village’s franchise agreement with Comcast
expired on October 31, 2021. Comcast and the Village are bound by the terms of the expired
agreement until a new agreement is executed. The proposed Agreement was based on a model
agreement developed between Comcast and the Northwest Municipal Conference communities.
Before this, municipalities had to negotiate individual Agreements and Comcast was reluctant to
deviate from their standard agreement. Working on a regional basis provided municipalities with
some additional leverage to work with Comcast in developing a model that works well for both
parties. The model agreement has numerous favorable provisions regarding remedies,
indemnification, audits, insurance, and use of the right of way. The significant terms of the
Agreement include the following:
1.

5% of Comcast’s gross revenue be paid to the Village;
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2.
Comcast is given the right to use the Village rights of way, subject to our local
ordinances;
3.
Free cable television service be provided in each eligible Village building; and
4.
Comcast must indemnify and hold the Village harmless from any claims or injuries
arising out of Comcast’s operation of its cable system in the Village.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve an updated Cable Television
Franchise Agreement with Comcast of Illinois VI, LLC.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF AN ORDINANCE TO ADOPT THE 2021 TAX LEVY
Trustee Fowler made a motion, seconded by Trustee Dinges, to consider an ordinance to
adopt the 2021 Tax Levy.
Finance Director Noble stated that at the October 19, 2021 meeting, the Village Board
adopted a resolution estimating the 2021 tax levy (exclusive of debt service) at $4,699,290. This
proposed 2021 tax levy represents an increase of 1.4% over the 2020 tax levy and, since it is less
than a 5% increase, does not require a formal public hearing. Northfield is a home rule unit of
government and as such, is exempt from the property tax cap. The Village, however, adopted an
ordinance that pledges compliance with the property tax cap. The proposed 2021 levy complies
with the tax cap and consists of a 1.4% inflation factor, based on the twelve-month change in the
CPI-U from December 2019 to December 2020. If approved, the operating levy would increase
the Village’s share of a $10,000 tax bill by about $14.00.
The 2021 levy ordinance does not include the debt service for the infrastructure bonds.
These levies were filed separately with County Clerk and are in place for the life of the bonds.
For 2021, the total levy for bonds is $608,625 bringing the total levy to $5,307,915, or 1.1%
more than the 2020 levy. The ordinance establishes a 2021 tax levy of $4,699,290.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve an ordinance to adopt the 2021
Tax Levy.
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AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF A MOTION TO APPROVE A RESOLUTION ABATING THE
2021 PROPERTY TAXES FOR THE 2015 GENERAL OBLIGATION (ALTERNATE
REVENUE) REFUNDING BOND ISSUE
Trustee Whittaker made a motion, seconded by Trustee Fowler, to consider a resolution
abating the 2021 property taxes for the 2015 General Obligation (Alternate Revenue) Refunding
Bond issue.
Finance Director Noble stated that in 2015 the Village issued a General Obligation
(Alternative Revenue) bond ordinance. The 2015 bonds also included annual tax levies for the
life of the bonds. For the 2015 refunding bonds, water system revenues were pledged to pay the
bonds. The expectation was that the pledged revenue sources would make the payments on the
bonds and the Village would abate the property tax each year. The resolution in front of the
Board fully abates the 2021 property tax levies contained in the bond ordinances for $230,624
for the 2015 bonds.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve a resolution abating the 2021
property taxes for the 2015 General Obligation (Alternate Revenue) Refunding Bond issue.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF A MOTION TO APPROVE A RESOLUTION ABATING THE
2021 PROPERTY TAXES FOR THE 2009 GENERAL OBLIGATION (ALTERNATE
REVENUE BOND ISSUE
Trustee Fowler made a motion, seconded by Trustee Mendrek, to consider a resolution
abating the 2021 property taxes for the 2009 General Obligation (Alternate Revenue) Bond issue.
Finance Director Noble noted in 2009, the Village issued $1,650,000 in General
Obligation (Alternative Revenue) bonds for road improvements. For the 2009 bonds, Motor Fuel
Tax revenues were pledged with the expectation that this revenue would make the payments on
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the bonds and the Village would abate the property tax each year. The resolutions in front of the
Board fully abate the 2021 property tax levies contained in the bond ordinances for $135,130 for
the 2009 bonds.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve a resolution abating the 2021
property taxes for the 2009 General Obligation (Alternate Revenue) Bond issue.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF APPROVAL OF A HIGHWAY AUTHORITY AGREEMENT
AND A LIMITED ENVIRONMENTAL INDEMNITY AGREEMENT WITH BYLINE
BANK FOR 1756 WILLOW ROAD
Trustee Whittaker made a motion, seconded by Trustee Orth, to approve a Limited
Environmental Indemnity Agreement and a Highway Authority Agreement with Byline Bank for
the property located at 1756 Willow Road.
Village Attorney Milluzzi stated that Byline Bank had requested a Limited
Environmental Indemnity Agreement (LEIA) and Highway Authority Agreement (HAA) for
their property located at 1756 Willow Road. The site used to be occupied by a gas station and is
a leaking underground storage tank (LUST) site. The property is currently vacant and actively
being addressed under the State of Illinois' LUST regulations, administered by the Illinois
Environmental Protection Agency (IEPA).
In 2009, the site was remediated by then-owner Edens Bank. Byline Bank acquired the
site in 2015 when they merged with Edens Bank. The remediation work included the excavation
and off-site disposal of the soils impacted by gasoline leakage from underground tanks. Some
soil, however, in the eastern right-of-way (ROW) on Walnut Avenue could not be excavated due
to the presence of a natural gas line. The remediation consultant proposed to the IEPA that a
Highway Authority Agreement (HAA) be used to address this and approved that approach.
The proposed HAA with the Village addresses any remaining affected soil in the Walnut
Street ROW. The HAA serves as an institutional control to ensure that groundwater within the
right of way is not used for potable water purposes and limits access to these soils to ensure the
adequate protection of human health and the environment. The draft HAA follows the standard
format of the State regulations for a Tiered Approach to Corrective Action Objectives. To
address issues where the HAA does not go far enough to protect the Village, a separate
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Environmental Indemnity Agreement is proposed. That document is structured to indemnify,
hold harmless and defend the Village against future claims, release the Village from liability, and
ensure the Village is reimbursed for any future costs associated with remediation.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve a Limited Environmental
Indemnity Agreement and a Highway Authority Agreement with Byline Bank for the property
located at 1756 Willow Road.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF AN AMENDMENT TO THE LEASE AGREEMENT WITH STC
TWO, LLC THAT PROVIDES FOR THE POSSIBILITY OF EIGHT ADDITIONAL 5YEAR TERMS FOR THE LEASE OF THE CELL TOWER LOCATED AT 1800
WINNETKA ROAD
Trustee Orth made a motion, seconded by Trustee Fowler, to approve an amendment to
the lease agreement with STC Two, LLC that provides for the possibility of eight additional 5year terms for the lease of the cell tower located at 1800 Winnetka Road.
Village Manager Sigman remarked that Crown Castle leases a parcel of property from the
Village upon which the cell tower is located. This lease was to expire on June 30, 2021, but was
temporarily extended numerous times to attempt to negotiate an extension of the lease.
The proposed Fifth Amendment to the Lease Agreement extends the lease of this
property for eight (8) five-year terms and provides significant revisions to the Lease Agreement
for the benefit of the Village. These terms include:
1.
The ability to add additional equipment mounted on the tower for police, public works,
and fire protection purposes.
2.
Additional indemnification for the Village, including indemnification for acts of any
subtenant.
3.
The ability of the Village to not renew the lease at the end of each five (5) year period.
(The current lease provided only the Tenant could exercise the right of non-renewal.)
4.
An increase in base rent to $47,467.68 per year commencing December 1, 2021, with
annual increases of 3.7%. (The current lease provided for a 3.4% increase.)
5.
An increase in the additional rent paid for the second telecommunications user to
$1,860.31 per month ($22,323.72 per year) commencing January 1, 2022, with annual increases
of 3.7%.
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6.
The Village’s receipt of a fifty percent (50%) share of the revenue received by the Tenant
from any future subtenants to be located on the tower.
7.
A requirement that the Tenant provides the Village with a business term statement and a
copy of the site license agreement for any future subtenant in order to verify the payments the
Village will receive from any future subtenant agreement(s).
8.
The right to annually request certification of compliance with the rent and revenue
obligations under the Lease and the right to conduct an audit of the Tenant’s records once each
five-year period to ensure proper payment of the rent and revenue obligations under the Lease.
9.
The payment of $20,000.00 to the Village upon execution of the Lease Extension.
10.
Expanded insurance requirements for the Tenant.
11.
Clarified maintenance requirements for the Tenant.
12.
An acknowledgment that notwithstanding any sublease, the Tenant shall remain
responsible for all obligations of the Tenant and any subtenant.
President Lungmus thanked Trustee Fowler and Attorney Rhodes for their perseverance
and concerted efforts that resulted in the agreement.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve an amendment to the lease
agreement with STC Two, LLC that provides for the possibility of eight additional 5-year terms
for the lease of the cell tower located at 1800 Winnetka Road.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF APPROVAL TO PURCHASE SEVEN PANASONIC
TOUGHBOOKS FROM CDS OFFICE TECHNOLOGIES IN THE AMOUNT OF $31,416
Trustee Whittaker made a motion, seconded by Trustee Fowler, to approve the purchase
of seven Panasonic Toughbooks, from CDS Office Technologies, in the amount of $31,416.
Director of Administrative Services Jewett noted that the mobile computers in the Police
squad cars were seven years old and would not support a required update to the dispatching
software (New World), which is going live on March 2, 2022. Staff originally anticipated this
update for the next fiscal year and the Capital Improvement Plan had $50,000 allocated in FY
2022/23 for this purpose. Unfortunately, the Glenview Dispatch Center and New World’s
update timeline will not allow this to be postponed until the next fiscal year.
Staff researched replacement devices and determined the best choice would be Panasonic
Toughbook FZ-55 semi-rugged laptops, which include built-in 4G and GPS capabilities. These
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devices are part of Panasonic’s Public Sector device program, which ensures three-year Criminal
Justice Information Services compliance, HIPPA compliance, escalated customer service, and
deployment support. Quotes include an extended warranty for a total of five years.
Staff received quotes from these frequently-sourced providers:
CDS Office Technologies:
$31,416.00
CDW-G:
$32,203.42
Insight
$32,255.72
Staff recommended moving forward with the lowest quote from CDS Office
Technologies. In addition, CDS Office Technologies included an extended protection plan for
the docking stations which the others lacked. Due to supply chain issues, a nine-week shipping
time was anticipated.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve the purchase of seven Panasonic
Toughbooks, from CDS Office Technologies, in the amount of $31,416.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

CONSIDERATION OF AN ORDINANCE ABATING THE LONGMEADOW SPECIAL
SERVICE AREA TAXES FOR 2021 IN THE AMOUNT OF $70,000
Trustee Orth made a motion, seconded by Trustee Galin, to approve an ordinance abating
the Longmeadow special service area taxes for 2021 in the amount of $70,000.
Finance Manager Noble stated that in 2004, following the annexation to the Village, a
Longmeadow Special Service Area (SSA) was established to install public sanitary sewers,
resurface the private roadways, and make some minor storm sewer improvements. An initial
20- year bond of $1,885,000 was issued to cover these costs. The principal and interest to repay
that bond was secured by a tax levy on all of the taxable properties within the SSA. In 2014, the
initial bond was called and the balance of $993,000 was refunded at a lower interest rate and
with a 2022 maturity date. When the initial bond was issued, the bondholder required the Village
to establish a reserve to cover any shortfalls in tax collection. Over the past 17 years, the Village
has received the full levy and never needed to access the reserves. The current bond matures in
December 2022. Last year, Village used $50,000 from the reserve to pay a portion of the 2020
debt service. The remaining reserve balance of $73,725 can now be used to pay a portion of the
final debt service due in 2022. The attached ordinance reduces the 2021 SSA levy, payable in
2022, by $70,000. The remaining $3,725 will be held in case there is a tax objection or refund.
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Finance Director Noble noted that this would be the last time for the abatement of the
Longmeadow Special Service area taxes.
President Lungmus indicated that VM Sigman said there were no written comments on
this matter. He then asked for public comment. There was none.
President Lungmus requested a roll call vote to approve an ordinance abating the
Longmeadow special service area taxes for 2021 in the amount of $70,000.
AYES: Fowler
Dinges
Whittaker
Galin
Mendrek
Orth

NAYS: 0

ABSTAIN: 0

ABSENT:

PUBLIC COMMENT
Chaya Rubenstein, from the League of Woman Voters of Winnetka-NorthfieldKenilworth, thanked Village Manager Sigman and President Lungmus for attending the
December 2nd State of the Villages’ Zoom meeting. She noted the recording of this meeting
could be made available to anyone interested. The November 29th Meet & Greet meeting with
Senator Morrison was canceled, but hopefully can be rescheduled. She wished everyone a happy
holiday.
DEPARTMENT UPDATES
Administration
VM Sigman reported the Village had received approval from IDOT to proceed with the
expedited Happ Road Phase II engineering, under the new 1440 program. This came with some
conditions which have all been certified and documented following the Qualified Base Selection
process. Phase II work can officially commence once the fully executed IGA is received from
Cook County Board after their upcoming December meeting. In addition, staff was working on
obtaining another grant source for this project. There is a Main Street grant program that
potentially could bring additional resources for the Phase III construction. Cook County will pay
for any costs that cannot be secured through grants. Staff was beginning to explore ITEP
(Illinois Transportation Enhancement Program) grants for things such as the roundabout,
plantings, special initiatives, and aesthetic improvements.
The Village was also working on a lead service line replacement grant. Northfield
currently has approximately 110 private lead service lines. The EPA is offering a grant program
but calling it a loan that is 100% forgivable. The Village intends to get this grant submitted by
the end of the year, working on some of the historical preservation sign-offs and other things that
the application requires. Staff will be seeking 100% reimbursement for all of the lead service
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lines in the Village and are optimistic in getting 100% participation if it comes at no cost to the
residents. In addition, the EPA will allow the Village to apply for any resulting engineering and
administration costs. If this grant is submitted by the end of the year, the Village should hear
back regarding the grant by next August and be ready in early 2023 for the replacement of the
service lines.
Trustee Orth inquired about the number of lead service lines in Northfield. Village
Manager Sigman replied that the data showed 110 lines, but this number could be slightly higher
or lower. With the upcoming meter replacement in the Village, the lead service lines would be
confirmed. The Village will plan for additional, unanticipated lines which the EPA allows, but
only apply for reimbursement of the lines replaced. The lead service lines are predominantly in
older houses but throughout the entire community.
Trustee Dinges asked if this program had any connection with the federal infrastructure
money for lead piping and referenced a newspaper article stating $288 million was being
allocated for this in Illinois. Village Manager Sigman replied that the original program the EPA
ran was a loan program, but they changed this after receiving $100 million from the federal
government that mandated it be 100% forgivable. She noted that Northfield will apply for a
portion of this 100% forgivable loan while the money is still available. She stated that in the
future, the EPA expects a much larger tranche of money from the federal government but this is
expected to be only 60% forgivable, and engineering and administrative costs might not be
eligible. Village Manager Sigman stressed that it would be wonderful if the Village could use
their skills and application to obtain this money since these lead service lines are the
responsibility of the private homeowners but quite expensive to replace. The Village would be
required to administer the work and hire any necessary engineers. The grants will be awarded on
a first-come, first-serve basis so the Village is anxious to submit their application as soon as
possible. It is forecasted to be a $2.5 million grant so the application is comprehensive. After
submittal, the Village should know fairly soon where they are in line to potentially receive this.
No town is allowed more than $5 million but Northfield should have no problem with this cap.
If in early 2022 it appears promising that this grant will be received, the Village will spend
approximately six months contacting residents that have lead service pipes. They will be
educating them about the program and providing a construction easement across each of the
properties to change out the lines.
Trustee Galin questioned how invasive replacing the lines could be for residents. Public
Works Director replied that it should be able to be done in a relatively non-invasive manner.
President Lungmus remarked that this program falls under the “almost too good to be
true” category and noted this was not widely advertised and after hearing about it, Village
Manager Sigman quickly got on this great program and stressed how it would be fabulous to get
these lead service lines replaced throughout Northfield.
Village Manager Sigman stated that the first $100 million of fully forgivable loans only
became available in 2020 in the middle of the pandemic. The EPA did not initially advertise this
Lead Service Line loan program, and never emphasizing that there was forgivable loan, as
opposed to a low-interest loan, funds available. As result, there were few applicants but lately
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more engineering firms are starting to hear about this. The Village is in a very fortunate position
because a study was done in the last 18 months determining where 98% of the lead service lines
exist throughout Northfield. This data allows the Village to get their application in by the end of
the year giving them a good chance of being considered for the forgivable loan. If unsuccessful,
there should be additional tranches of money but these are anticipated to be only 60% forgivable
and it could prove difficult to have residents pay the remaining 40% to replace their lead service
lines.
Trustee Orth inquired if there were any commercial properties with lead service lines.
Village Manager Sigman replied that she was not sure and but that there could be a couple of
commercial properties. She indicated she would share the mapping we had with the Board.
Community Development Department & Building Department
Director Gutierrez reported that on November 8, 2021, the Architectural Commission met
for a 2nd consecutive meeting to review a sign variation request regarding a tenant sign for an
office building at 191 Waukegan Road. In October, the petitioner was asked to reduce the size of
the proposed sign which was almost 100 square feet, where only 24 square feet are allowed
under the Village’s sign ordinance. The petitioner came back with tweaks but made no
significant changes to the sign so the Commission voted to deny the variation and sign itself.
Staff and the Commission made it very clear the sign would be too large in context with most of
the other signs on Waukegan Road. The new Plan & Zoning appointee, Patrick Bader, will be
attending an orientation on Friday, December 17. There were no applications for the Plan &
Zoning Commission, Architectural Commission, or the Zoning Board of Appeals for January.
Finance Department
Finance Director Noble reported that as of October 31st, which is the 6-month mark of the
fiscal year, the general fund was up 5.5 % over expected. Income tax revenues outpaced the
budget by 14%. Building permit revenues were coming down a little but still were above the
projected revenues for the year. Sales tax revenues continued to be surprising and through
October were $200,000 or 14% above the YTD budget. Home Rule sales taxes, excluding car
sales, were $162,000 or 32% above the YTD budget. There was continued revenue from
hundreds of miscellaneous internet sales taxes and interestingly the number of taxpayers in this
category increased from approximately 185 in 2019 to 900. On the expense side, the Village was
doing well and expenditures were 2% under budget. The Water and Sewer fund was close to
budget but a little below budget on the revenues coming into it. Residents had been calling in and
complaining about their water bills stating that they were not using more water. However, the
Village purchases its water from Winnetka and usage is up 18% so a lot more water was brought
into the Village. There was a new category on the financial report called the American Rescue
Plan Fund. In October, the Village received its first allocation of funds from the American
Rescue Plan Act for $366,098. A second allocation of the same amount will be available in 2022.
The Village has chosen to use its allocation to upgrade the Village's water metering to an
Advanced Metering Infrastructure (AMI) system. This will allow both Village staff and
customers to receive real-time alerts for unusual usage (such as leaks) and more economically
collect meter data for billing purposes.
On the revenue side regarding vehicle stickers and after discussion with a third party
vendor, there are plans next year to obtain the Secretary of State’s registered vehicle information
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to update the Village records and gain more compliance. The next year’s budget planning had
commenced and a draft budget schedule was sent to the Board. Finance will be meeting soon
with Public Works to discuss capital projects and equipment purchases for next year.
President Lungmus commented about all the knockdowns on Wagner Road. He also
mentioned that he would be in favor of eliminating vehicle stickers but this was complicated
since is a revenue source for the Village. Trustee Whittaker noted that this could be a great
discussion for a future meeting due to the personnel, mailing, postage, printing, and collections
required surround vehicle stickers. Village Manager Sigman stressed that a revenue replacement
would be needed. Trustee Dinges remarked that the sticker communicated and showed a certain
amount of pride in where the residents resided. He recommended sending out a mailing
reminding residents how the vehicle stickers help pay for fire, police, and other Village
activities.
Village Manager Sigman thanked Finance Director Noble and Public Works Director
Nystrand for the significant time their departments have dedicated to the challenging water
billing issues. They have been identifying what was wrong, addressing the issues, and
implementing new procedures (such as hiring a water billing clerk and two additional meter
readers) to avoid issues in the future. New water meters have been preordered and Attorney Hill
has been working on a contract to present to the Board in January, so the meter replacement
program should be in place by next spring. Trustee Dinges will be working on the
communication of this to the community. Staff will be working with Glencoe who did a great job
replacing their water meters, so the hope is to use some of its playbook to find out how they
rolled it out to ensure Northfield’s successful transition to an automated, improved water meter
billing system.
Fire-Rescue & Public Works Departments
Chief Nystrand reported that the fire-rescue department responded to 185 calls since the
last board meeting. There had been a spike in COVID-related calls so there was an ongoing
focus on COVID issues and getting enough PPE supplies for first responders. There had been
staffing issues due to COVID, so they hired 5 additional people to help fill the shifts.
In October, Public Works worked with Municipal Partnership Initiative (MPI) and
Schroeder to eliminate the trip hazards on sidewalks that had been identified earlier in the year.
They also finished up with the end-of-season landscaping and winterizing On October 25, they
cleaned up from the high winds and rain damage. In November, they worked on putting up
holiday decorations throughout the Village and restored all of the water main breaks. The
department had also been busy reading water meters.
Trustee Orth thanked Public Works for the awesome job they did on the holiday
decorations throughout Northfield and noted that he had heard many compliments about them.
Police Department
Chief Lustig reported that the new officer was working with the field training officer, had
been placed into the rotation, and was doing well. Corporal Jones retired to become a pilot so
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there is another vacancy but there is a potential candidate. The department had been assisting
Evanston on their task force.
Trustee Whittaker thanked everyone for their contributions in 2021 and wished everyone
a happy holiday.

ADJOURNMENT
There being no other business or issues to come before the Board, Trustee Orth made a
motion, seconded by Trustee Galin to adjourn the meeting.
Upon the following roll call vote, the motion was approved.
The meeting was adjourned at 8:10 P.M.
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Agenda Item Number

VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022

Ordinance

Subject:

Resolution

Bills & Disbursements

Bid Authorization/Award

Submitted By: Steve Noble, Finance Director
Department:

Information

X

Finance

Other: Bills and Disbursements

Details:

Bills & Disbursements from November 16, 2021 to December 31, 2021:
General Fund
Water and Sanitary Sewer Fund
2019 Bond Project Fund
Storm Sewer Improvement Fund
Capital Equipment Replacement Fund
Foreign Fire Insurance Tax Fund

$ 347,284.34
$ 114,648.16
$
8,919.50
$
214.00
$ 111,180.75
$
4,296.94

Grand Total

$ 586,543.69

Executive Action:

A motion to approve the Bills & Disbursements from November 16, 2021 to December 31, 2021
in the amount of $586,543.69.

3 A, B, & C
Agenda Item Number

VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022
Subject:

Annual Appointments

Ordinance
X

Resolutions

_______Bid Authorization/Award
Submitted By: Everette Hill, Village Attorney

Information

Department:

Other:

Legal

Details:
Annually, the Village must adopt resolutions appointing the Village Clerk, Deputy Village Clerk and
Treasurer. For 2022, the following appointments are recommended:
•
•
•

Stacy Sigman - Village Clerk
Holly Fabbri - Deputy Village Clerk
Finance Director Steve Noble as the Treasurer

Executive Action:
A. A motion to approve a resolution appointing Stacy Sigman the Village Clerk for 2022.
B. A motion to approve a resolution appointing Holly Fabbri the Deputy Village Clerk for 2022.
C. A motion to approve a resolution appointing Steve Noble the Treasurer for 2022.

RESOLUTION
Appointment of Village Clerk
Village of Northfield
WHEREAS, the Village Board of the Village of Northfield, as provided by statute,
have created the office of Village Clerk, and
WHEREAS, the Village Board of the Village of Northfield appoint or re-appoint
the Village Clerk on an annual basis to perform the duties as set forth in Chapter Two,
Article V, of the Village Code; and
WHEREAS the Village Board desires to appointed Village Manager, Stacy A.
Sigman, Village Clerk:
NOW, THEREFORE BE IT RESOLVED by the President and Board of Trustees
of the Village of Northfield, Cook County, Illinois that Stacy A. Sigman is hereby
appointed Village Clerk for the Village of Northfield for calendar year 2022.
BE IT FURTHER RESOLVED that this resolution shall be in full force and effect
from and after its passage and approval in the manner provided by law.
AYES:
NAYS:
ABSENT:

PASSED and APPROVED this 18th day of January, 2022.
______________________________
Greg Lungmus, Village President
ATTESTED and FILED this 18th day of January, 2022.

______________________________
Holly Fabbri, Deputy Village Clerk

RESOLUTION
Appointment of Deputy Village Clerk
Village of Northfield

WHEREAS, the efficient and ongoing operations of the Village of Northfield
require that a Deputy Village Clerk be available to act in the stead of the Village Clerk
and;
WHEREAS, the Deputy Village Clerk position in Northfield is an appointed
position renewed annually;
NOW, THEREFORE, BE IT RESOLVED by the President and Board of Trustees
of the Village of Northfield, Cook County, Illinois, that Holly Fabbri, Executive Assistant
to the Village Manager, of the Village of Northfield, is hereby appointed Deputy Village
Clerk for the Village of Northfield for calendar year 2022.
BE IT FURTHER RESOLVED that this resolution shall be in full force and
effective immediately upon its passage and approval in the manner provided by law.

AYES:
NAYS:
ABSENT:

PASSED and APPROVED this 18th day of January, 2022.
_______________________________
Greg Lungmus, Village President
ATTESTED and FILED this 18th day of January, 2022.

_______________________________
Stacy Alberts Sigman, Village Clerk

RESOLUTION
Appointment of Village Treasurer
Village of Northfield
WHEREAS, the Village Board of the Village of Northfield, as provided by statute,
have created the Office of Village Treasurer, and
WHEREAS, the Village Board of the Village of Northfield appoint the treasurer on
an annual basis to perform the duties as set forth in Chapter Two, Article VI, of the
Village Code; and
WHEREAS the Village Board desires to appoint Finance Director Steve Noble as
Treasurer:
NOW, THEREFORE BE IT RESOLVED by the President and Board of Trustees
of the Village of Northfield, Cook County, Illinois that Steve Noble is hereby appointed
Village Treasurer for the Village of Northfield for calendar year 2022.
BE IT FURTHER RESOLVED that this resolution shall be in full force and effect
from and after its passage and approval in the manner provided by law.
AYES:
NAYS:
ABSENT:

PASSED and APPROVED this 18th day of January, 2022
______________________________
Greg Lungmus, Village President
ATTESTED and FILED this 18th day of January, 2022.

______________________________
Stacy Alberts Sigman, Village Clerk
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Agenda Item Number

VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022
Subject:

Hold Harmless Agreement with Cook County

X

Ordinance
Resolution

______Bid Authorization/Award
Submitted By: Stacy Sigman, Village Manager

Information

Department:

Other:

Office of the Village Manager

Details:
The Village adopts an annual indemnification agreement, in the form of an ordinance, with Cook County
in lieu of their insurance and surety bond requirements. If approved, the ordinance allows our Public
Works crew to perform work within the County’s rights-of-way without the lengthy permit process.
The proposed ordinance would be in effect for 2022.

Executive Action:
A motion to approve an Indemnification Agreement Ordinance with Cook County for 2022.

ORDINANCE NO.
An Ordinance Implementing an
Indemnification Agreement with
County of Cook in Lieu of
Insurance and Surety Bond Requirements
For 2022
VILLAGE OF NORTHFIELD,
COOK COUNTY, ILLINOIS
WHEREAS, the Village of Northfield needs to perform construction, maintenance, repair,
or activities including, but not limited to, parades, direction of or stoppage of traffic to, or on,
Village of Northfield property lying in, or upon, rights of way of the County of Cook within the
corporate limits of the Village of Northfield; and
WHEREAS, the County of Cook with regard to the issuance of permits for disturbance of
County Right of Way requires that insurance protecting the County of Cook from any and all
claims that may arise during the course of or in consequence of such work be secured, and
further, that a surety bond be posted to guarantee restoration of the County Right of Way
following completion of any construction, maintenance, repair or activity; and
WHEREAS, the County of Cook will waive surety bond and insurance requirements in
favor of the Village of Northfield and, will accept from the Village of Northfield in lieu of such
insurance, a Hold Harmless Agreement.
NOW THEREFORE, BE IT ORDAINED by the President and Board of Trustees of the
Village of Northfield, Cook County, Illinois;
SECTION 1: That for and in consideration of waiver by the County of Cook of the
insurance and surety bond requirements as foresaid for projects or activities which may be
undertaken by the Village of Northfield involving a disturbance of any right of way of the County
of Cook within the corporate limits of the Village of Northfield that we do hereby agree that;
a. The Village of Northfield, or its successors, or assigns, shall indemnify and save
harmless the County of Cook, its officers, agents, employees and servants against all loss,
damage or expense that it or they may sustain as a result of any suit, actions or claims of any

character brought on account of property damage, injury to or death of any person, or persons
including persons performing any work or activity under a permit issued by the Cook County
Highway Department which may arise in connection with the work or activities to be performed
under all permits arising in any manner from the negligence or wrongful acts or failure to act by
the Village of Northfield and its employees in the performance of the work or activity, or any
contractor doing emergency work or maintenance for the Village of Northfield; and
b. The Village of Northfield shall, at its own expense, appear, defend and pay all
charges of attorneys, costs and other expenses arising therefrom or incurred in connection
therewith, and, if any judgment shall be rendered against the County in any such action, the
Village of Northfield shall, at its own expense, satisfy and the Village of Northfield shall
discharge the same.
SECTION 2: The Village of Northfield shall also indemnify and save harmless the
County of Cook from any claims against or liabilities incurred by the Village of Northfield of any
type or nature, to any person, firm or corporation arising from the Village of Northfield's wrongful
or negligent performance of the work or activity.
SECTION 3: No amendment or repeal of this ordinance shall become effective until
thirty (30) days next following written notice to the County of Cook of such proposed
modification or repeal. Said notice shall be served upon the County of Cook at the office of the
Superintendent of Highways, 69 West Washington Street, Chicago, IL 60602-3007.
SECTION 4: The Village Clerk of the Village of Northfield is hereby authorized and
directed to forward to the County of Cook, Department of Highways, Permit Division, a certified
copy of this ordinance upon its passage and approval.
SECTION 5: This ordinance shall be in full force and effect upon its passage, approval
and publication as required by law. All ordinances or parts of ordinances in conflict with the
terms and provisions hereof are hereby abolished.

SECTION 6: Nothing in this ordinance negates the necessity of obtaining a permit,
where such permit is otherwise required. This Hold Harmless Agreement does not negate bond
and insurance from private contractors doing new construction for the municipalities.
SECTION 7: This ordinance shall be in full force and effect from and after its passage,
approval and publication in the manner provided by law.

AYES:
NAYS:
ABSENT:

PASSED and APPROVED by me this 18th day of January 2022.

Greg Lungmus, Village President
ATTESTED and FILED in the office of the Village Clerk this 18th day of January 2022.

Stacy Alberts Sigman, Village Clerk

STATE OF ILLINOIS
COUNTY OF COOK

)
)
)

SS

CERTIFICATE OF PUBLICATION

I, Stacy Sigman, as the Village Clerk of the Village of Northfield, Cook County,
Illinois, hereby certify and affirm as follows:

1.

That the Board of Trustees of the Village of Northfield passed and
approved Ordinance No. 22- entitled “An Ordinance Implementing an
Indemnification Agreement with the County of Cook in Lieu of Insurance
and Surety Bond Requirements for Year 2022” at its regular meeting on
the 18th day of January 2022, said Ordinance providing for publication of
said Ordinance in pamphlet form.

2.

The publication was completed by preparing the Ordinance, with a pamphlet
title page and then posting the Ordinance in pamphlet form at the Village
Hall at 361 Happ Road, Illinois, available for public inspection, on the 19th
day of January 2022 and remaining available for public inspection for a
minimum 10 day period. The Ordinance remains available for review and
inspection upon request made to the Village of Northfield.

3.

That the pamphlet form of Ordinance No. 22- was duly published from the
19th day of January 2022 until the 31st day of January 2022.

DATED this 19th day of January 2022.

_____________________________
Village Clerk
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Agenda Item Number

VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022

Ordinance

Subject:

Resolution

Closed Session Report of Proceedings Review

Bid Authorization/Award
Submitted By: Everette M. Hill, Jr., Village Attorney
Department:

Legal

Information

X

Other:

Details:
Per the Illinois Opening Meetings Act, we are required to review the summary notes contained in the
Closed Session book on a semi-annual basis. It is my recommendation that none of summary notes,
currently in the Closed Session Report of Proceedings book, be transferred to the Open Session Report
of Proceedings book.

Executive Action:
A motion to accept the Village Attorney’s recommendation that none of the Closed Session
Report of Proceedings be moved to the Open Session Report of Proceedings book.
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Agenda Item Number

VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022
Subject:

Ordinance

Replacement Point-to-Point Wireless Network Connection

Resolution
X

Bid Authorization/Award

Submitted By: Melissa Jewett, Director of Administrative Services

Agreement

Department:

Other:

Office of the Village Manager

Details:
The Village maintains a point-to-point (PTP) wireless network connection between Village Hall and the Public
Works/Fire facility. This is the only network connection allowing Public Works/Fire access to Village systems
including finance, permitting, document management, voicemail and the internet.
The average useful life for PTP equipment is seven years. The Village’s equipment is in its 11th year and is well
overdue to be replaced. The aging equipment has caused the connection to become weaker over time, and has
recently caused outages that left the Public Works/Fire facility without any access.
Staff has researched alternatives including a leased line from AT&T or Comcast which would cost approximately
$1,000 per month and a Village-owned fiber connection between which would cost approximately $125,000.
Given these alternatives, staff is recommending replacing the PTP equipment as it is a reliable and cost effective
method of providing connectivity to Village systems. This project is included in the FY2021 budget for $20,000;
however, quotes came back higher due to COVID-19 supply chain issues. Staff received three quotes for the
PTP equipment replacement:
Bearcom (current vendor):
$35,344.00
Future Technologies:
$53,248.40
Scientel Solutions:
$26,783.08
Staff is recommending moving forward with the lowest quote from Scientel Solutions. The reference check for
Scientel Solutions service came back positive. As this purchase is for unique computer equipment, it is exempt
from bidding under the Village’s Purchasing Policy.

Executive Action:
A motion to approve the purchase of replacement point-to-point equipment, from Scientel
Solutions, in the amount of $26,783.08.

Phil Clark
Village of Northfield
1800 Winnetka Road
Northfield IL

BEARCOM TWO-WAY RADIO EQUIPMENT PROPOSAL
ITEM

QTY

DESCRIPTION

UNIT PRICE

EXTENDED

Point To Point System Replacement
1
2

1
1

PTP820 RFU-C 23GHZ HI
PTP820 RFU-C 23GHZ LO
System Includes:
4 Gigabit surge protectors
2 Ac Power Injectors
2 US Line Cords
2 Gland Kits
2 IDU and ODU Ground Cables
2 PTP820 100m Capacity
2 820SDP OPTICAL 1000
2 820G Single Modem

8200.00
8200.00

8200.00
8200.00

3
4
5
6

2
2
2
2

One Foot Antenna Dish 23GHZ
Extended Warranty 4 years
PTP Lightning Kits
PTP 820 6650 Mg Capacity upgrade

650.00
350.00
550.00
1100.00

1300.00
700.00
1100.00
2200.00

Notes:
Installation includes taking old equipment down
off of the towers.
Lease Option:

Equipment Total
Tax
Shipping estimate
Installation
Total Investment

$21,700.00
TBD
$300.00
$13,344.00
$35,344.00

Monthly Payment of only:

For Lease option details, refer to the attached page
Unless otherwise indicated, all items are in stock. Bearcom maintains the largest inventory
of wireless products in the United States!

Date:
11.01.21
Terms:
net 30
Proposal Prepared By:

Dave Bullock

Our Number: 800-900-BEAR
Our Vision: To be the premier provider of wireless communications equipment
through relentless customer service and an environment of opportunity
and prosperity for BearCom employees and shareholders

Client First Technology Consulting - CAM 820G - 11082021
Prepared By: Chris Cappiello
Future Technologies
355 Satellite Blvd NE, Suite 350
Suwanee, GA 30024 USA
(732) 233-7379
ccappiello@futuretechllc.com

Quotation

Prepared For: Aaron Ayala
Client First Technology Consulting

Date:
Project Number:
Option:
Payment Terms :
Format:
Link:

,,
(951) 739-7989
x3700
aayala@clientfirstcg.com

Item

11082021
000000
1
PO - Net 30
Full
1

Qty
Part Number
Description
Sell Price
2
01010419001
Coaxial Cable Grounding Kits for 1/4" and 3/8" Cable
$
20.49 $
2
07009304001
Hoisting Grip for CNT-400 cable
15.76
2
30010194001
50 Ohm Braided Coaxial Cable - 75 meter
315.29
2
C000082M001
PTP 820G, Single Modem, Eth Only
2,207.06
1
C230082R017
PTP 820 RFU-C,23GHz,TR1200/1232,ChL,Hi,22400-23020MHz
2,601.18
1
C230082R018
PTP 820 RFU-C,23GHz,TR1200/1232,ChL,Lo,21200-21800MHz
2,601.18
2
EW-E4PT82M1-WW
PTP 820G IDU (Single Modem) Extended Warranty, 4 Addl Years
230.16
2
EW-E4PT82RC-WW
PTP820G RFU-C Extended Warranty, 4 Additional Years
303.47
2
N000081L006
TNC Male Right Angle for CNT-400 braided cable
20.48
2
N000082L125
PTP 820/850 Act.Key - Capacity 500M with ACM Enabled, Per Tx Chan
788.24
2
N230082D021
PTP 820 1' ANT,SP,23GHz,RFU-C TYPE&Std UBR220 - Andrew
359.44
2
WB3616
Coaxial Cable Installation Assembly Kit (W/O LPU End Kit)
229.58
2
WB3657
LPU End Kit PTP 800/820
413.82
B/U
1
0
Install Materials
2
MW-CON-1-150
Microwave | 1' Antenna | 1 Cable | 150' RAD Center | Base Consumables | Per Antenna
2,549.23
B/U
1
0
Professional Services
2
MW-INST-1-150
Microwave | 1' antenna install only | 150' RAD Center | 1 cable - no conduit | Labor Only
5,320.00
1
MW-PATHING-BASE
Microwave | Pathing PER LINK | 1 Antenna Per End | 15 Minute Ethernet Test | Labor Only 5,000.00
1
FIELD-LOS
Field Line of Site Survey | PER LINK | NO Flash
4,000.00
2
HARD-AUDIT
Site Hard Audit | PER SITE
750.00
Header
File Name
Show Options: N
File Type
Quote valid for: 90 days
Total $
Client First Technology
#NUM! Consulting - CAM 820G - 11082021
Quotation

Extended $
40.98
31.52
630.58
4,414.12
2,601.18
2,601.18
460.32
606.94
40.96
1,576.48
718.88
459.16
827.64
5,098.46
10,640.00
5,000.00
4,000.00
1,500.00
53,248.40

Total $
opt $
no opt $

53,248.40
53,248.40
53,248.40

1. Taxes will be charged based upon local/state/federal tax jurisdictions and be billed separately.
2. Shipping terms are FOB origin. All incurred shipping costs will be billed separately. 3. Credit card payments incur additional fee.

Quote - Client First Technology Consulting - CAM 820G - 11082021

Proprietary and Confidential

1

Thank you for this opportunity!
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Client First Technology Consulting - CAM 820G - 11082021
Prepared By: Chris Cappiello
Future Technologies
355 Satellite Blvd NE, Suite 350
Suwanee, GA 30024 USA
(732) 233-7379
ccappiello@futuretechllc.com
Item

Qty
1
1

Part Number
MOB-SS
MOB-IN

Quotation

Prepared For: Aaron Ayala
Client First Technology Consulting

Date:

11082021

Option:

1

,,
(951) 739-7989
x3700
aayala@clientfirstcg.com

Description
Site Survey Mobilization
Install Mobilization

Unit $
4,000.00
8,000.00

Extended $
4,000.00
8,000.00

Total $

53,248.40

Total $

53,248.40

1. Taxes will be charged based upon local/state/federal tax jurisdictions and be billed separately.
2. Shipping terms are FOB origin. All incurred shipping costs will be billed separately. 3. Credit card payments incur additional fee.

1

Proprietary and Confidential

Thank you for this opportunity!
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Client First
Northfield PtP Link

November 16, 2021

Submitted To:

Aaron Ayala
Senior Consultant
951.739.7989 EXT 3700
aayala@clientfirstcg.com

Scientel Solutions, LLC.
2021 N. Eola Road
Aurora, Illinois 60502
Glenn Luckman
gluckman@scientelsolutions.com
(312) 877-4280

This proposal is valid for 60 days.

Proposal No. SCI00302

1

November 16, 2021
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1. EXECUTIVE SUMMARY
Scientel Solutions LLC (Scientel) prides itself in being The Universal Integrator - for all
types of advanced technology solutions both locally and abroad. We do this through
longstanding partnerships with the world’s leading technology companies. We are
headquartered near you, in Western Illinois. Scientel has been designing, engineering,
implementing, and maintaining network-based projects in both the Public and Private
sectors for over 25 years. Your needs match our strengths.
Part of that strength comes from an endless desire to learn, build, and share new
technology; the other part can be attributed to delivering a superior product and ultimately
a purely excellent customer experience. In doing this, we have partnered with
communications and situational awareness technology leaders including Axis, Avigilon,
Cambium, Vigilant, and Cisco. In addition to being certified in the products and solutions in
this proposal, Scientel technicians and engineers are also certified in Genetec and have
deployed systems on Command Central, Harris, EF Johnson, Tait and many others. We are
focused and remain vendor neutral.
Scientel is proposing a the procurement and installation of a Cambium PtP Link to Client
First.
In the following pages, Scientel articulates in detail, your valued offering through our bestin-class design, engineering, implementation, and support. Scientel has certified engineers
and technicians in all best of breeds in our proposal.

2. SCOPE OF WORK
Scientel will perform the following services based on the proposed design:
•

•
•

Procurement
o Scientel will procure the following hardware/equipment:
 (2) PtP 820 RFU-C & associated power equipment
 (2) PtP 820G IDU Single Modem & Warranty
 (2) Cambium Capacity Licenses
 (2) One Foot Antenna Dishes & LPU End Kit PTP 820
Staging
o Scientel will receive, stage, and configure the equipment at our Warehouse located
in Aurora, IL.
Installation
o Scientel will install the link at the following locations:
 361 Happ Road Northfield, IL
 1800 Winnetka Road, Northfield, IL
o Scientel will decommission existing radios at each location listed above.
o Scientel will then install and align the Cambium PTP 820G radio with its designated
antenna at each of the locations listed above.
o Prior to installation completion, Scientel will test to ensure the link is connected.

Proposal No. SCI00302
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•

Closeout
o Scientel will provide Northfield a closeout package which consists of:
 Installation photos
 Testing results
 Documentation with equipment information such as serial numbers, IP
Addresses, login credentials, and warranty information.
o TESTING ENTERPRISE LEVEL EQUIPMENT ONLY:
 We will make sure all equipment is working properly and accessible on the
network.
 Measure and document RSL (Receive Signal Level) & perform Speed Tests.
 Other test besides the above mentioned is out of scope.

3. ASSUMPTIONS
•
•
•
•
•
•
•

Scope of work allows for coordinated scheduled deployment and site access, any
interruptions to project schedule may be subject to change order.
Customer is responsible for any license or permit fees required by local ordinance
All work is to be performed during regular business hours, I.E. 8AM-5PM, Monday
through Friday.
Upon request, Scientel can provide a proposal for Support & Maintenance of these PtP
Links.
Northfield has requested the replacement of their indoor unit (IDU) and their outdoor
unit (ODU). Scientel has included with this proposal the procurement and installation of
a replacement coax cable that connects both units.
Scientel will provide the Speed Test results to the customer but cannot ensure any
speeds as a result of the implemented design that was provided to us.
This proposal includes a 500 Mbps license for each radio, as the radios Northfield
requested only have a capacity to support up to 500 Mbps.

4. GENERAL PROJECT RESPONSIBILITIES
Scientel Solutions Responsibilities
Scientel will designate a Project Manager who will direct Scientel’s efforts and serve as
the primary point of contact for the client. The Scientel Project Manager will have
significant authority to make certain decisions relative to the project, on behalf of Scientel,
and will have direct access to Scientel’s executive management for resolving problems
beyond the Project Manager’s immediate authority. The responsibilities of
the Scientel Project Manager include:
•

•
•

Participate with the client in daily progress review meetings and submit status
reports that identify the activities of the previous review period, as well as activities
planned for the upcoming review period, including an updated Project Schedule.
Maintain project communications with the client’s Project Manager(s).
Participate in weekly conference calls or face-to-face meetings and issue a mutually
agreed upon agenda for each call or meeting.
Manage the efforts of Scientel staff and coordinate activities with client’s project
team members.
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•
•
•
•
•
•
•

•

•
•
•
•
•

Measure, evaluate and report the progress against the Project Schedule.
Resolve deviations from the Project Schedule.
Monitor the project to ensure that support resources are available as scheduled and
as identified in the contract.
Assume accountability for all Scientel contractor and subcontractor supplied tasks
within the Project Schedule, if any.
Coordinate and oversee the installation of all hardware and software.
Review and administer change control procedures through the client’s Project
Manager, commonly referenced as a “Project Change Request” (PCR), issued by
the Scientel Project Manager.
Work with the client Manager(s) in designing and approving the format of an action
item log to be used in conjunction with the Project Schedule. The purpose of the log is
to identify outstanding issues, provide continual status updates on specific tasks and
to identify responsibilities of the parties.
Prepare and submit regular status reports that identifies the activities and milestones
completed in the previous month and activities planned for the current month and the
next month, including progress and payment milestones, and an updated Project
Schedule.
In the event that Scientel must replace or substitute a Project Manager, Scientel will
immediately notify the client of such a change and will provide the client with a
resume of the person Scientel intends to substitute or change.
Provide and coordinate lift trucks and trained/authorized operators as well as
licensed electricians to install devices as required. If tower crews are required per the
defined type of installation in the summary section, it is the responsibility of Scientel.
Provide wall penetrations, conduit, cable trays and other supporting equipment
necessary for the routing of power, grounding, and networking cables.
Prepare Method of Procedure (MOP) request for all service affecting work activities.
Schedule on-site work activities affected by MOP approval(s) based on the work
activity and time of day and day of the week restrictions designated in the approval.

Customer Responsibilities
The client will designate a Project Manager who will direct the client efforts and serve as
the primary point of contact for Scientel. The client’s Project Manager(s) will have
significant authority to make certain decisions relative to the project, on behalf of the
client, and will have direct access to the client’s executive management for resolving
problems beyond the Project Manager’s immediate authority. The responsibilities of the
client’s Project Manager(s) include:

•
•
•
•
•
•

Maintain project communications with Scientel’s Project Manager.
Identify the efforts required of the client’s staff to meet the client task requirements
and milestones in the Statement of Work and Project Schedule.
Measure and evaluate progress against the Project Schedule.
Monitor the project to ensure that support resources are available as scheduled.
Participate in Progress Reviews meetings.
Provide timely responses to issues related to project progress raised
by Scientel’s Project Manager.
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•
•
•
•
•

•
•
•
•
•
•

Approve and release payments in a timely manner predicated on project deliverables.
Ensure that all appropriate client personnel attend and actively participate in
Progress Reviews, conference calls, and other project meetings.
Assign one or more personnel who will work with Scientel staff as needed for the
duration of the project, including at least one system administrator.
Ensure acceptable Standard Change Request and Approval Letter(s) are approved by
authorized signature(s).
Provide building access to Scientel personnel to all facilities where the system is to be
installed during the project. Temporary identification cards should be issued
to Scientel personnel if required for access to client facilities. Access must be
available after business hours where required by Scientel, or as necessary to meet the
project schedule.
Provide any required parking permits to Scientel personnel for restricted access entry
and/or parking.
Obtain all zoning, site access, and other permits (including, but not limited to,
easements, impact studies, planning commission approval, variances, etc.) necessary
for this project and any other agreements required to gain use of sites.
Provide the appropriate fire inspection and building inspection certificates.
Provide adequate space, electrical power, communications lines, and environmental
appropriations for the communications equipment to be installed by Scientel.
Review and approve or revise delivered design documents within ten days of
submission.
The client must inform Scientel of all relevant rules, regulations, and requirements for
installation. Should these conditions impact the project schedule and limit
installation, the client may incur additional cost.

5. WARRANTY STATEMENT
Scientel Solutions LLC warrants that work will be performed in accordance with sound
engineering practice and professional standards, but makes no other warranty, express or
implied including the merchantability.
In the event of any error, omission, or other professional negligence or any breach of the
above warranty of which Scientel Solutions LLC is notified in writing within 90 days after
system acceptance, the sole and exclusive responsibility of Scientel Solutions LLC shall be
to re-perform deficient work at its own expense, and Scientel Solutions LLC shall have no
other liability whatsoever.
In no event shall Scientel Solutions LLC be liable, whether in contract or tort, including
negligence, for loss of profit, loss of product, loss of use, or for indirect, consequential or
special damages. The liability of Scientel Solutions LLC for injury or damage to persons or
property arising out of this work shall not exceed the lesser of the total amount received
by Scientel Solutions LLC pursuant to this contract or $1,000,000, whether in contract or
tort, including negligence and shall not extend to liability arising out of the negligence or
other fault of the client.
Proposal No. SCI00302
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6. PRICING
Item
Equipment & Materials
Staging, Installation & Closeout

Price
$ 18,383.08
$ 8,400.00
$ 26,783.08

TOTAL

7. BILLING MILESTONES
•
•

•

20% upon PO
40% upon start of installation
40% upon Project Completion

8. ACCEPTANCE
If the above proposal and terms are accepted by the proposal recipient, please indicate as
requested below. The completed document may be returned to Scientel with the necessary
Purchase Order via email at gluckman@scientelsolutions.com

_____________________

Date: ____/____/_________

Name (Print): _____________________

Title: __________________

Signature:

THANK YOU FOR YOUR BUSINESS
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Agenda Item Number

VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022
Subject:

Ordinance

Amendments to the Village’s Adopted Policies

Resolution
Bid Authorization/Award

Submitted By: Melissa Jewett, Director of Administrative Services
Department:

Office of the Village Manager

Agreement
X

Other:Policy Amendment

Details:
Since the Village’s incorporation, policies have been adopted one at a time, as needed, and kept as
independent documents. In 2019, staff began its first comprehensive review of all of the Village’s
policies to update and consolidate them into a master Policy Handbook. The Village Board reviewed
and discussed the proposed updates to the policies and the creation of a Policy Handbook at their
December 2021 Committee of the Whole meeting and was supportive of the proposed changes.
Following the December meeting, staff found one additional policy (Social Media Policy) that has now
been added to the proposed updated and consolidated Policy Handbook. Attached is the proposed
final Policy Handbook as well as a red-lined version illustrating the proposed modifications.

Executive Action:
A motion to approve amendments to the Village’s existing policies and procedures contained
in the consolidated Village Policy Handbook.

1.1. Boards and Commission Appointments
To help facilitate the process of appointing and re-appointing members to the various Boards
and Commissions that serve Northfield, the Village Board has adopted the following policy.
The following are guidelines only. Notwithstanding anything herein to the contrary, the
President retains the power to nominate and the Village Board to confirm appointments in
accordance with Village Ordinance and Illinois law.
Re-appointments
The guidelines for re-appointments shall include consideration of the following:
1. The past performance of a member.
2. Each January, the Village Manager will prepare a summary of the previous annual
attendance for each Board/Commission member for the Village President’s review.
The incumbent shall have attended at least 75% of meetings. For all
Boards/Commissions that meet a minimum of four times in a six month period, the
Village President will send a letter to those whose records indicate less than 75%
attendance reminding them of this requirement, in conjunction with the Board or
Commission liaison and indicating the importance of meeting attendance. Two
consecutive 12-month periods of attendance below 75% may result in removal from
the Board/Commission.
3.1. Evaluations of performance will be conducted by the Chair, will evaluate and the Vice
Chair (where applicable), Board Liaison, and staff, and shall include as many
ofrecommend reappointments based on the following criteria/factors as may apply::
i. Willingness to serve another term
ii. Attendance at meetings
iii. Punctuality at meetings
iv. Level of preparation for meetings
v. Level of participation in meetings
vi. Demeanor and temperament toward petitioners, other members, and staff
vii. Degree of expertise shown to related to the activities of Board/Commission
viii. Appearance of fairnessFairness and consistency in decision-making
Incumbents will be evaluated using the following grading system
1. Well qualified
2. Qualified
3.
Do
not
recommend re-appointment
b. Evaluation and grading will be delivered to the Village President for review.
The Village President determines, after further consultation if necessary,
whether to re-appoint. If re-appointment is recommended, the Village
President advises the Village Manager who will contact the member to
confirm willingness to serve another term.
4.2. The Village President names will put forth the name of a qualified resident for another
term on a Board/Commission and the Village Board confirms the reappointment for
confirmation by the Village Board.

Formatted: Justified
Formatted: Underline
Formatted: Different first page header

Formatted: Justified, Numbered + Level: 1 + Numbering
Style: 1, 2, 3, … + Start at: 1 + Alignment: Left + Aligned at:
0" + Indent at: 0.25"
Formatted: Justified, Indent: Left: 0.5", Numbered +
Level: 3 + Numbering Style: i, ii, iii, … + Start at: 1 +
Alignment: Right + Aligned at: 1.13" + Indent at: 1.25"

Formatted: No Spacing,Subsection Title, Justified, No
bullets or numbering

Formatted: Justified, Numbered + Level: 1 + Numbering
Style: 1, 2, 3, … + Start at: 1 + Alignment: Left + Aligned at:
0" + Indent at: 0.25"

Formatted: Justified

New Candidate Selection
The guidelines for selectionsselection to Villageappointed Board and/or Commission
openings shall include consideration of the following:
A. The Caucus interviews candidates interested in serving as Village President or on the
Board of Trustees who have lived in the Village at least one year and who are United
States citizens. The candidates are then slated to be elected by residents at
Consolidated Elections
B.1.
Candidates for appointed positions are solicited through personal contacts of
the Village President, Board and Commission member recommendations, and
community referrals through solicitations of interest via the Village Newsletter,
Candidate Data form mailings and other appropriate meansWebsite. The Village
Manager maintains this list of potential candidates which is provided to the Village
President for review to fill Board/Commission openings as they occur.
C.2.
Evaluations of potential candidates will include as many of the following
criteria/factors as may apply:
a. Willingness to serve
b. Time availability
c. Education and relevant experience
d. Capacity to deal with various issues
e. Familiarity with issues normally before the Board/Commission
f. DemonstratesDemonstrated commitment to the community in current or
previous activities through regular attendance and active participation
g. Demeanor, temperament, and reputation for fairness
D.3.
The Village President will nominate a qualified resident to fill a term on a
Board/Commission and, subject to the confirmation of the Village Board confirms the
appointment.

1.2. Closed Meetings
Pursuant to Public Act 93-0523, effective January 1, 2004, all Illinois municipalities are
required to audio or video record closed or executive session meetings. Previously the
Open Meetings Act only required municipalities to keep written minutes of closed or
executive session meetings that were then made available to the public on a semi-annual
basis. To fulfill the requirements of Public Act 93-0523, the Village has adopted the
following procedures concerning verbatim recordings of closed or executive session
meetings for each Village Board, Board Committee, and Commission meeting (hereinafter
referred to as “local public body”):
Procedures:
From time to time, the Village Board may adjourn to Executive Session, also known under the
Open Meetings Act as a “closed” session. Since the Open Meetings Act (“the Act”) is also
applicable to every meeting of the appointed Boards and Commissions (“Commission”), it is
1
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appropriate that our Board and Commission members be familiar with the concept of closed
sessions and the Village’s policy with respect to these closed sessions.
It is within the realm of possibility that any Commission may, at some point in its existence,
find it advisable to adjourn to closed session. For most Commissions, such occasions will be
extremely rare. For others, the advisability of a closed session may be far more common.
Bear in mind also, that while a closed session may be permissible, it is seldom mandatory.
Below is a discussion of how the various exceptions might apply to each individual
Commission.
1. Plan and Zoning Commission
Litigation: Because the Plan and Zoning Commission is a recommending body only, it would
be a rare instance for it to be named as a party in a zoning litigation case. It usually occurs
when an attorney, not versed in zoning law, represents an aggrieved party. This will
undoubtedly trigger the need for a closed session(s) to discuss the status of the litigation. In
such instances, the Village Attorney is usually able to have P&Z dismissed from the lawsuit in
the pre-trial proceedings.

Formatted: Font: Bold, Underline

2. Zoning Board of Appeals
Litigation: Unlike P&Z, the ZBA is a final decision maker on most matters that are within its
jurisdiction. For this reason, appellate relief from its decisions may be obtained exclusively
pursuant to the Illinois Administrative Review Act. This means that a lawsuit must be filed in
the Circuit Court of Cook County. Under the Administrative Review Act, it is mandatory that
the decision making body be named as a defendant in the lawsuit. This will undoubtedly
trigger the need for a closed session(s) to discuss the status of the litigation.
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3. Architectural Commission
Litigation: Like the ZBA, the Architectural Commission is a final decision maker in certain
types of cases; i.e. fence and sign variations. Therefore, relief from those decisions may be
obtained only by filing a lawsuit in the Circuit Court of Cook County. Under the Administrative
Review Act, it is mandatory that the decision making body be named as a defendant in the
lawsuit. This will undoubtedly trigger the need for a closed session(s) to discuss the status of
the litigation.
4. Police Pension Board
Personnel: The Police Pension Board is called upon to make decisions with respect to the
eligibility of sworn police officers for disability pensions. The discussions that are inherent in
these decisions, will always involve HIPPA protected information and will often involve
personal job performance matters. Because of this, it will often be advisable to hold these
discussions in closed session.
Litigation: Relief from Police Pension Board decisions is obtainable only through the Illinois
Administrative Review Act. This means that a lawsuit must be filed in the Circuit Court of
Cook County. Under the Administrative Review Act, it is mandatory that the decision making
body be named as a defendant in the lawsuit. This will undoubtedly trigger the need for a
closed session(s) to discuss the status of the litigation.
2
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5. Board of Police Commissioners
Personnel: Because the duties of the Board of Police Commissioners are generally connected
to personnel matters, the BOPC will often find it advisable to adjourn to closed session. The
BOPC should keep in mind that if it conducts discussions of the qualifications or job
performance of specific individuals in open session, the minutes of those discussions are
open to the public. The individuals who are the subject of such discussions may contend that
public disclosure of such discussions has caused personal harm. On the other hand, one of
the primary duties of the BOPC is to conduct hearings on disciplinary matters. While it is
permissible under the Open Meetings Act to conduct these hearings in closed session, it has
been the tradition of the Northfield BOPC to conduct the hearings in open session. The belief
is that the public has the right to be made aware of alleged transgressions of members of its
police force. Of course, in matters involving sexual misconduct, it may be advisable to go into
closed session for all or portions of the hearing to protect the identity of the alleged victim.
Litigation: In all matters decided by the BOPC, whether for hiring, promotion, or discipline,
there is no appeal to the Corporate Authorities. All decisions of the BOPC are subject to the
Illinois Administrative Review Act. Under the Administrative Review Act, it is mandatory that
the decision making body be named as a defendant in the lawsuit. This will undoubtedly
trigger the need for a closed session(s) to discuss the status of the lawsuit.
1. In A verbatim recording of all closed/executive meetings of any local public body of
the Village of Northfield shall be kept in the form of an audio tape recording. The
local public body shall provide the recording device and only one recording device
will be allowed to record the meeting. Individuals shall not be allowed to bring their
own recording device to closed meetings.
2. The Village Clerk, the Deputy Clerk, or the Secretary of the local public body, or
his/her designee if he or she is unavailable, will be responsible for operating the
recording device for all closed/executive meetings of the local public body. For any
Committee and Commission of the Village that does not have an appointed
Secretary, prior to conducting a closed/executive session, the local public body shall
designate an individual responsible for recording closed/executive meetings and
submit such designation in writing to the Village Clerk along with the audio tape as
soon as practicable after the final adjournment of the closed/executive meeting.
The individual designated by any Village Committee or Commission to record said
meetings may be a member of the Committee or Commission.
3. The Village Clerk shall maintain all audio tapes for each closed/executive session
meeting in a safe and secure location under lock and key. However, those tapes
involving personnel discussions relating to the Village Manager (if he/she is also the
Village Clerk) shall be maintained by the Village Attorney. The person designated to
record the closed/executive meeting shall be responsible for delivering the audio
tape to the Village Clerk or Deputy Clerk as soon as practicable after the final
adjournment of the closed/executive meeting. Access to non-released audiotapes
shall be limited to each member of the local public body as to the closed/executive
meetings that he or she personally attended, the Village Clerk, the Deputy Clerk, the
3
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4.

a.
b.
c.
d.
5.
6.

Village Manager, and the Village Attorney, unless otherwise directed in writing by
the corporate authorities of the Village of Northfield. Individuals allowed access to
audiotapes shall sign a log, maintained by the Village Clerk’s office, indicating the
date and time he or she listened to a particular tape and identifying the audiotape.
Individuals allowed access to audiotapes shall listen to a tape only under supervision
of the Village Clerk, the Deputy Clerk, or the Village Attorney or a designee. Those
tapes involving the review of the Village Manager (if he/she is also the Village Clerk)
shall be reviewed only by the Village Attorney. No copies of any non-released
audiotape shall be made.
The verbatim record of a closed/executive meeting shall be routinely destroyed 18
months after the final adjournment of the meeting if the Village Attorney, upon
review, determines that the following four conditions have been met, as required by
Section 2.06 of the Open Meetings Act:
The Board of Trustees has approved the minutes of the closed sessions as to be
accurate content, regardless of whether the minutes have been released for public
review;
More than 18 months have elapsed since the date of the closed session;
There is no court order requiring the preservation of such recording, and
The Board of Trustees have not passed a motion requiring the preservation of the
verbatim recording of that meeting.
The Village Clerk or Deputy Clerk shall, on a periodic basis, but not less frequently
than quarterly, inspect the recordings on the audiotapes to check quality and
completeness and report on any problems to the appropriate local public body.
Unless the local public body has determined that a recording on an audiotape no
longer requires confidential treatment or otherwise consents to disclosure, the
verbatim recordings of closed meetings made pursuant to Paragraph 1 above, shall
not be open for public inspection or subject to discovery in any administrative
proceeding other than one brought to enforce the provisions of the Open Meetings
Act. In a civil action brought to enforce the provisions of the Open Meetings Act, a
duplicate audio tape containing the recording at issue or original audio tape (as
ordered by the court) will be made available to the court for in camera examination
for the purpose of determining whether a violation of the Open Meetings Act exists.
In the case of a criminal proceeding, a duplicate audiotape containing the recording
at issue or the original audiotape (as ordered by the court) will be made available to
the court for in camera examination for the purpose of determining what portion, if
any, must be made available to the parties for use as evidence in the prosecution.

Implementation
A small desktop tape recorder will be used to record closed/executive meeting keeping the
recordings on a tape separate from the open session recordings. More than one
closed/executive meeting may be recorded on a tape keeping a record of the date of the
meeting and the start number and stop number on the tape recorder to indicate the
location of a specific meeting on the tape. As in the past, staff will continue to keep written
summary notes of closed/executive meetings which will be released by the Village Attorney
and Board of Trustees on a semi-annual basis.
4
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Violations of this Policy
Violations of the Open Meetings Act can be punished by conviction oflight of the above, the
following shall be the policy with respect to an appointed Board or Commission of the Village
of Northfield going into closed session:
Plan and Zoning Commission, the Zoning Board of Appeals, and the Architectural
Commission: It is the policy of the Village of Northfield that there will be no adjournment
to closed session without either (a) the prior written consent of the Village Manager or (b)
the presence of the Village Attorney.
Police Pension Board: Because this Board employs its own independent attorney, it is the
policy of the Village of Northfield that the Police Pension Board must consult with either
its own attorney or the Village Attorney prior to adjournment into closed session.
Board of Police Commissioners: Because most of the work of the BOPC involves individual
personnel decisions (hiring, promotions, and discipline), it is the policy of the Village of
Northfield that either the Chief of Police or the Deputy Chief of Police shall discuss each
BOPC meeting agenda with either the Village Attorney or the Village Manager as to the
advisability of a closed session prior to the meeting.
If a Village Commission is named in a lawsuit, the Village will so advise each member as soon
as it is practicable to do so. In most instances of litigation, the Village Manager will arrange
to have the Village Attorney attend the next meeting of the affected Commission to explain
the ramifications of the litigation. This will typically be done in closed session. In other
instances, the staff liaison to the Commission will anticipate any situation that might involve
a closed session for any of the reasons stated above or for any other reason. The staff liaison
will discuss the matter with the Village Manager or the Village Attorney as may be deemed
appropriate. The staff member will then discuss the matter with the Commission chair prior
to the meeting. In cases of the Plan and Zoning Commission, the Zoning Board of Appeals, or
the Architectural Commission, if the Village Manager believes a closed session to be
appropriate, the Village Manager will likely direct the Village Attorney to attend the closed
session.
The following are the procedural requirements for adjourning to close session:
1. If the closed session is to occur at a special meeting of the Commission, the closed
session must be an agenda item. Remember, every meeting of a Board or
Commission must convene and close in open session.
2. In order to adjourn the open meeting into closed session, a motion to do so must be
made and seconded.
3. The motion must state the statutory exception in the Open Meetings Act that allows
this particular closed session. The motion must also cite the precise paragraph of the
Open Meetings Act containing the exception. For litigation, the citation is 5 ILCS
120/2 (c) 1. For personnel matters, the citation is 5 ILCS 120/2 (c) 11.
5
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4. Once the motion is made and seconded, a roll call vote must be taken. It is not
permissible to take a voice vote or a show of hands.
5. If the Commission is to remain in the same room for the closed session, that room
must be cleared of all persons other than Commission members, staff, and the Village
Attorney. (the chair has the right to also bar the staff and the Village Attorney)
6. An audio recording of the entire closed session must be made. Failure to do so is a
violation of the Act. It is permissible to destroy the recording after 18 months have
passed. Minutes of the closed session must also be kept (minutes, unlike the audio
recording, must be kept in perpetuity). The minutes should be approved at the next
closed session after the meeting for which they are taken. Approving those minutes
is the only exception to the “no final action” rule stated in paragraph 10 below.
7. In order to convene the closed session, the chair must call the roll and each person in
the room must be identified on the record.
8. The chair must note the exact time of convening the closed session on the record.
9. One of the most difficult aspects of a closed session is to assure that the members do
not stray from the topic or topics announced purpose for going into closed session. It
is the duty of the chair and/or the Village Attorney to assure that this does not
happen.
10. A Board or Commission may never take final action in closed session. If the topic
requires final action, the vote must be taken in open session after the closed session
is adjourned.
11. A motion and second must be made and a vote taken to adjourn the closed session.
The vote on the motion to adjourn need not be by roll call.
12. The chair must then call the Commission back into open session with a roll call vote.
If there is no further open session business to be discussed, a motion to adjourn the
open session must be made.
13. Remember that your Commission has gone into closed session for a purpose. It is
inappropriate for members to discuss closed session business outside the closed
session with anyone, even each other.
Keep in mind that a violation of the provisions of the Open Meetings Act, including
requirements related to closed sessions, is a Class C misdemeanor which carries ,
punishable by a fine of up to $1,500 and imprisonment of /or up to 30 days. The Act also
provides that the court may assess reasonable attorney’s fees and other litigation costs
brought by a private party in prison.
2.1. Capitalization
This policy is to formalize the Village’s practices for capitalizing fixed assets.
1. An expense should be capitalized if all threeeach of the following criteria are met:
1.a.The expense results in the Village acquiring a physical, tangible asset.
2.b.
The expense is not a routine maintenance item and has a value of
$2,500 or more. and/or IT hardware with a value of $1,000 or more.
3.c. The tangible asset has a useful life of at least two years.
6
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4.2.

5.3.

Examples of routine/maintenance items that would NOT be capitalized:
a. Fluid changes, filter changes, repairs that do not increase the useful life of
equipment, inspection, and minor repair of equipment.
b. Replacement of broken/worn parts (alternator, transmission, pumps, etc.) on
a truck.
c. Overhaul of a major piece of equipment that does not extend useful life.
Examples of items that WOULD be capitalized:
a. Rebuilding most of the major mechanical systems on a refuse truck to extend
its useful life by three years at a cost of $20,000.
b. Purchase of a new refuse truck.
c. Purchase of office furniture or equipment when all items purchased (i.e. the
“job,” “project,” or “program”) are greater than $2,500. For example, assume
the purchase of a pump costing $1,500 and a control panel costing $1,000.
Both items would be capitalized as the “job,” “project,” or “program” totals
more than $2,500.
d. All personal computers, monitors, and file servers should be capitalized.
Printers and other computer hardware should be capitalized if the individual
items cost $1,000 or more.
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2.2. Credit Cards
The Village Board has authorized the use of credit cards for Village business for the Village
Manager and Department Heads. The limit on each card is $5,000.
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Credit cards are issued primarily for staff use when traveling on Village business. However,
on occasion, credit cards may be used to purchase goods for the Village when normal
purchasing procedures are impractical. The card may only be used for Village business and
cannot be used for personal purchases with the intent of reimbursing the Village at a later
date.
Non-compliance with this policy-procedure statement may result in permanent revocation
of the employee's credit card, collection of unauthorized purchase amounts, and disciplinary
actions that may include termination and legal action against the violator.
Procedure:
Prior to purchasing with the credit card, the vendor must be notified that the Village of
Northfield is exempt from sales taxes.
Credit card payments are processed through the normal accounts payable procedure, which
includes preparation of a voucher signed by the employee incurring the expenses, receipts,
or other relevant documentation and review by the Finance Department. All credit card
purchases will appear on the "List of Bills" presented for approval to the Village Board on a
monthly basis.every month. The "List of Bills" will include the amount of the purchase, the
vendor, and the purpose of the purchase.
7
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Credit cards must be kept in a secure location. Should the card be lost or stolen, the credit
card company and the Finance Director must be notified immediately.
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2.3. Debt Management
The purpose of this policy is to provide a functional tool for debt management and capital
planning, including conduit financings, as well as, to enhance the Village's reputation for
managing its debt in a conservativeconservatively and prudent manner.prudently. The
objectives of this policy areVillage will undertake debt using the following standards: (1) the
Village would obtainwill use financing only when necessary appropriate and fiscally prudent
(2) the process for identifying the timing and amount of debt or other financing beis done as
efficientefficiently as possible and (3) the most favorable interest and other costs beare
obtained.
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1. Background
Currently, the Village of Northfield has three outstanding long-term debt issues:
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In 2004, the Village issued $1,285,000 Series 2004A Tax Exempt and $600,000 Series 2004B
Taxable Special Service Area Bonds. The Village issued the bonds to extend sanitary sewer
service and road resurfacing to the Longmeadow Special Service Area. The Bonds are
payable solely from property taxes levied against all property in the area.
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In 2007, the Village issued $3.5 million in general obligation alternate revenue bonds to
finance improvements to the Village's water system. The bonds are payable from water
revenues and as long as the pledged water revenues were used to pay the debt service,
they did not count against the Village's then legal debt limit.
In 2009, the Village issued $1,565,000 in general obligation alternate revenue bonds to
finance street resurfacing projects throughout the Village. The bonds are payable from the
Village's state motor fuel tax allotment and as long as the pledged MFT revenues were used
to pay the debt service, they did not count against the Village's then legal debt limit.
The Village currently has no statutory debt limit because of its status as a home rule unit of
government (pursuant to the November 2010 referendum vote).
2. Goals
The Village shall pursue the following goals when issuing debt:
• •
Maintain or exceed the existing AA+AAA credit rating for each general
obligation debt issue.
• •
Take all practical precautions to avoid any financial decision, which will
negatively impact current credit ratings on existing or future debt issues.
• •
Consider market timing.
• •
Determine the amortization (maturity) schedule, which will best fit with the
overall debt structure of the Village’s general obligation debt. The Village may choose
to delay principal payments or capitalize interest during project construction. For
8
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•
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•

•
•

revenue bonds, the Village will consider the amortization schedule that will best fit
with the overall debt structure of the enterprise fund and its related rate structure.
The Village will consider coordinatingbalance the length of the issue withagainst the
livesexpected useful life of assets, whenever practicablethe asset.
•
Consider the impact of such new debt on overlapping debt and the financing
plans of local governments which overlap, or underliesister units of government
existing in the Village.
•
Assess financial alternatives to include new and innovative financing
approaches, including, whenever feasible, categorical grants, revolving loans, or other
statestates/federal aid.
•
Minimize debt interest costs. This includes considering issuing balancing the
advantages of Revenue debt against the lower interest cost of General Obligation
debt whenever possible in order to reduce debt interest costs.
•
Level or declining debt service shall be employed unless operational matters
dictate otherwise, or exceptthe objective is to achieve overall level debt service with
existing bonds. or when operational matters dictate otherwise. The Village shall be
mindful of the potential benefits of bank qualification and will, thus, strive to limit its
annual issuance of tax-exempt debt to $10 million or less when such estimated
benefits are greater than the benefits of exceeding the bank qualification limit..
Should subsequent changes in the law raise this limit, the Village policy will be
adjusted.
•
The cost of issuance of private activity bonds is usually higher than for
governmental purpose bonds. Consequently, private activity bonds will be issued only
when they will economically benefit the Village.
•
The interest cost of taxable debt is higher than for tax-exempt debt. However,
the issuance of taxable debt is mandated (under federal tax law) in some
circumstances and may allow valuable flexibility in subsequent contracts with users
or managers of the improvement constructed with the bond proceeds. Therefore, the
Village will usually issue tax-exempt obligations tax-exempt, but may occasionally
issue taxable obligations.
Formatted: Justified

32. Debt Issuance in General
A.• Authority and Purposes of the Issuance of Debt. The Village has the authority to
incur debt by issuing bonds for any lawful
municipal purpose as authorized
by the State Constitution and its Home Rule Powers. The Village has the power
and authority to contract debt, borrow money, and issue bonds for public
projects as defined therein.. Under these provisions, the Village may
contractundertake debt to pay for the cost
of
acquiring,
constructing,
reconstructing, improving, extending, enlarging, and equipping such projects or
to refund bonds.
B.• Types of Debt Issued.
The Village may issue long-term debt, which may
include general obligation bonds, capital appreciation bonds, special assessment
or other revenue bonds, or any other authorized debt instrument. The Village may
enter into long-term leases for public facilities, property, and equipment with a
useful life greater than one year. The Village may also issue short-term debt to
9
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finance the purchase of non-capital equipment having a life exceeding one year
or provide increased flexibility in financing programs.
C.• Capital Improvement Program. The Capital Improvement Program (CIP), prepared
by the Village Staff, shall determine the Village's capital needs. The program shall
be a multi-year plan to acquire, develop and/or improve the Village's
infrastructure.
Projects included in the CIP shall be prioritized and the means
for financing each shall be identified. The first year of the program shall beinclude
the establishment of the Capital Budget. If the current resources are insufficient
to meet the needs identified in the Capital Budget, the Village Board may consider
incurring debt to fund the shortfall. The Village Board, upon advice from the
Village Finance Director and financial advisor, may also consider funding multiple
years of the Capital Improvement Program by incurring
debt. The CIP
should be revised and supplemented each year in keeping with the Village’s
policies on debt management.
D.• Structure of Debt Issues. The term of a debt issue shall not exceed the economic
or useful life of the improvement or asset that the issue is financing. The
Village shall design the financing schedule and repayment of debt to take the best
advantage of market conditions and, as practical, to recapture or maximize its
credit capacity for future use, and minimize the impact to the taxpayer. In keeping
with the stated goals of this debt management policy, the Village shall structure
each general obligation issue (except refunding issues) to comply with the debt
repayment provisions in Section IV. E. 54. D. e.
E.• Sale of Securities. A competitive bidding process, based upon the lowest offered
True Interest Cost (TIC) is the preferred method of issuing debt. The Village Board
may determine that a negotiated or private placement sale beis more
advantageous. Sale documents should require ascending coupons to provide
opportunities for refunding debt and taking out the highest coupons on the
original bonds as sold generatingin order to generate the highest possible savings.
At the time of every bond sale, the market shall be assessed to determine the
most aggressive call features that can be incorporated that will not be detrimental
to the interest cost but will preserve future refunding/restructuring opportunities.
F.• Credit Enhancements. The Village may enter into agreements with commercial
banks or other financial entities for the purpose of acquiring letters of credit,
municipal bond insurance, or other credit enhancements that will provide the
Village with access to credit under terms and conditions as specified in such
agreements when their use is cost -effective or otherwise advantageous.
G.• Inclusion of Local Institutions. In the interest of promoting the Village of
Northfield, whenever practical and in the best interests of the Village of
Northfield, local financial institutions are to be offered the opportunity to bid on
debt instruments.
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43. Legal Constraints and Other Limitations on the Issuance of Debt
The Village Board may utilize the guidelines established by this policy, or may choose, inat its
discretion, to consider other relevant factors in incurring debt. The validity of any debt
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incurred in accordance with applicable law shall not be invalidated, impaired, or otherwise
affected by non-compliance with any part of the procedure set forth pursuant to this policy.
A. A.
Authority for Debt. The Village may, by ordinance, incur indebtedness or
borrow money, and authorize the issue of negotiable obligations, including refunding
bonds, for any capital improvement of property, land acquisition, or any other
lawful purpose except. The Village should not issue debt to cover current expenses,
unless approved by the Village Board finds that there is no other alternative.
B. B.
Debt Limitation. The Village currently has no statutory debt limit because of
its status as a home rule unit of government (pursuant to a November 2010
referendum vote)..
C. C.
Methods of Sale. Bonds shall be sold at a public sale via sealed proposal. The
Village may issue debt by negotiated sale or private placement if the bond
ordinance or subsequent resolution so provides.
a. a.
Bonds. All bonds will mature within the period or average period of
usefulness of the assets financed; and the bonds will mature in installments,
the first of which is payable not more than five years from the
datedestablished date of the bonds. Term bonds may be allowable if
recommended by the Village's financial advisor.
b. b.
Financial Advisor. To ensure independence, the Financial Advisor will
not bid on noror underwrite any Village debt issues on which it is advising.
D. D.
Credit Implications. When issuing new debt, the Village should not exceed
credit industry benchmarks where applicable.. Therefore, the following factors should
be considered in developing debt issuance plans:
a. a.
Ratio of Bonded Debt to Estimated Full Market Value. The formula for
this computation is Bonded Debt, which is the (total outstanding debt,),
divided by the most recent Estimated Full Market Value, which amount
(market value of all taxable real estate within the Village). For purposes of this
calculation, Estimated Full market Value is defined as three times the State’s
Equalized Assessed Valuation of all taxable real estate within the Village.
b. b.
Ratio of Bonded & Share of Overlapping Debt (debt of other taxing
districts within the Village) to Estimated Full Market Value. The formula for
this computation is Bonded Debt and Overlapping Debt (Village
resident’sresidents’ share of the overlapping debt) divided by the current
Estimated Full Market Value as determined above.
c. c.
Bonded Debt & Overlapping Debt Per Capita. The formula for this
computation is Gross Bonded Debt and Overlapping Debt (Village
resident’sresidents’ share of the overlapping debtOverlapping Debt) divided
by the current population as determined by the most recent census
information available.
d. d.
Ratio of Annual Debt Service to General Government Expenditures.
The formula for this computation is annual debt service expenditures for
governmental debt divided by General Government (i.e., General, Special, and
Debt Service Funds) expenditures (excluding interfund transfers).
e. e.
Rapidity of Debt Service Repayment. The Village's general obligation
bond issues should be structured whereby 100% of the debt will be retired
11
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within twenty years. It is also desirable to structure the Village’s general
obligation bond issues so that at least 50% of the principal will be retired
within 10 years.
f. f.
Current General Fund Cash Reserve. The Village should maintain a
General Fund cash and investments balance equal to no less than six months
of total annual expenditures. Such calculation, including a projection to April
30th (of the current fiscal year), shall be made on an annual basis by the
Finance Director during the budget process.
54. Debt Administration
A. A.
Financial Disclosures. The Village shall prepare appropriate disclosures as
required by the Securities and Exchange Commission, the federal government, the
State of Illinois, rating agencies, underwriters, investors, agencies, taxpayers, and
other appropriate entities and persons to ensure compliance with applicable laws and
regulations.
B. B.
Review of Financing Proposals. All capital financing proposals that involve a
pledge of the Village's credit through the sale of securities, execution of loans or lease
agreements, and/or otherwise directly involve the lending or pledging of the Village's
credit shall be referred to the Finance Director who shall determine the financial
feasibility, and the impact on existing debt of such proposal, and shall make
recommendations accordingly to the Village Manager.
C. C.
Establishing Financing Priorities. The Finance Director shall administer and
coordinate the Village's debt issuance program and activities, including the timing of
issuance, method of sale, structuring the issue, and marketing strategies. The Finance
Director along with the Village's financial advisor shall meet, as appropriate, with the
Village Manager and the Village Board regarding the status of existing and any
proposed debt.
D. D.
Rating Agency Relations. The Village shall endeavor to maintain effective
relations with the rating agencies. The Village Manager, Finance Director, and the
Village's financial advisors should meet with, make presentations to, or otherwise
communicate with the rating agencies on a regular basis in order to keep the agencies
informed concerning the Village's capital plans, debt issuance program, and other
appropriate financial information.
E. E.
Investment Community Relations. The Village should endeavor to maintain a
positive relationship with the
investment community. The Finance Director
and the Village's financial advisor shall prepare reports and other forms of
communications regarding the Village's indebtedness, as well as its future financing
plans as necessary.
F. F.
Refunding Policy. The Village should consider refunding outstanding debt
when legally permissible and financially advantageous. Refunding issues should strive
for a net present value debt service savings of three percent or greater. The Village
may consider a refunding issue for non-financial reasons when appropriate.
G. G.
Investment of Borrowed Proceeds. The Village acknowledges its ongoing
fiduciary responsibilities to actively manage the proceeds of debt issued for public
purposes in a manner that is consistent with Illinois statutes that govern the
12
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investment of public funds, and consistent with the permitted securities covenants of
related bond documents executed by the Village. The management of public funds
should enable the Village to respond to changes in markets or
changes
in
payment or construction schedules so as to (i) minimize risk, (ii) insureensure liquidity,
and (iii) optimize returns.
65. Conduit Financings
Under federalFederal and State statuteslaw, the Village Board has the authority to issue taxexempt bonds for non-profit organizations organizedestablished under Internal Revenue
Code 501 (c) (3), and economic development revenue bonds, also known as private activity
bonds, under the Tax Reform Act of 1986. These tax-exempt bonds are collectively referred
to as conduit financings. The Village has no liability or responsibility for the repayment of the
debt authorized under these statutes. The Village will consider these financings on a caseby-case basis.
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2.4. Fund Balance/Net Position
A Fund Balance/Net Position Policy establishes athe minimum target level at whichfor the
projected end-of-year fund balance/net position. In striving to achieve this minimum level,
the Village must observe, as a result ofconsider the constraints imposed upon the resources
reported by the governmental and proprietary funds by law and sound practice. This policy
is established to provide financial stability, cash flow for operations, and the assurance that
the Village will be able to respond to emergencies with fiscal strength. More detailed fund
balance financial reporting and the increased disclosures willtransparency should aid the user
of the financial statements in understanding the availability of resources. for purposes of the
policy statement, “Fund Balance” shall include the concept of both Fund Balance and “Net
Position”.
It is the Village’s philosophy to support long-term financial strategies, where fiscal
sustainability is its first priority, while also building funds for future growth. It is essential to
maintain adequate levels of funds balance/net positionFund Balance to mitigate current and
future risks and to ensure tax rates. Fund balance/net positionBalance levels are also crucial
consideration in long-term financial planning. Credit rating agencies carefully monitor levels
of fund balance/net position andFund Balance, including unassigned fund balanceFund
Balance in the General Fund to evaluate the Government’s continued creditworthiness.
1. Definitions
Governmental Funds
The fund balanceFund Balance will be composed of three primary categories:
1. Nonspendable Fund Balance – portion of a Governmental Fund’s fund balance that
areis not available to be spent, either in the short-term or long-term, or through legal
restrictions (e.g., inventories, prepaid items, land held for resale and endowments).
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2. Restricted Fund Balance – portion of a Governmental Fund’s fund balance that is
subject to external enforceable legal restrictions (e.g., grantor, contributor, and
property tax levies).
3. Unrestricted Fund Balance – is made up of three components:
a. Committed Fund Balance – the portion of a Governmental Fund’s fund balance
with self-imposed constraints or limitations that have been placed at the
highest level of decision making through formal Board action. The same action
is required to remove the commitment of fund balance.
b. Assigned Fund Balance – the portion of a Governmental Fund’s fund balance
to denote an intended use of resources but with no formal Board action.
c. Unassigned Fund Balance – available expendable financial resources in the
General Fund that is not the object of a tentative management plan.
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Some funds are fundedgenerated by a variety of resources, including both restricted and
unrestricted (committed, assigned, and unassigned).) funds. The Government assumes that
the order of spending fund balance is as follows: restricted, committed, assigned, unassigned.
Formatted: Font: Bold

Proprietary Funds
Proprietary funds include enterprise funds. The net position will be composed of three
primary categories:
1. Net Investment in Capital Assets – That portion of a proprietary fund’s net position
that reflects the fund’s net investment in capital assets less any amount of
outstanding debt related to the purchase/acquisition of said capital assets. Related
debt, for this purpose, includes the outstanding balances of any bonds, mortgages,
notes, or other borrowings that are attributable to the acquisition, construction, or
improvement of capital assets of the Government.
2. Restricted Net Position – That portion of a proprietary fund’s net position that is
subject to external enforceable legal restrictions (e.g., grantor, contributor, and bond
covenants).
3. Unrestricted Net Position – That portion of a proprietary fund’s net position that is
neither restricted nor invested in capital assets (net of related debt).
2. Authority
Governmental Funds
Committed Fund Balance – A self-imposed constraint on spending the fund balance that must
be approved by ordinance or resolution of the Board. Any modifications or removal of the
self-imposed constraint must use the same action used to commitconstrain the fund balance.
Formal action to commitconstrain the fund balance must occur before the end of the fiscal
year. The dollar amount ofresulting from the commitment canconstraint may be determined
after year end.
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Assigned Fund Balance – A self-imposed constraint on spending the fund balance based on
the Village’s intent to use fund balance for a specific purpose. The authority may be delegated
to members of the management team by the Board.
Formatted: Font: Bold

3. Minimum Unrestricted Fund Balance Levels
Governmental Funds
General Fund
Purpose – IsThis is a major fund and the general operating fund of the Village. It is used to
account for all activities that are not accounted for in another fundother funds.
Fund Balance – Unrestricted fund balance target should represent no less than six months of
actual operating expenditures plus transfers for the current year. Balances above the
minimum may be transferred to other funds or to capital projects or may be “assigned” for
other purposes at the Board’s discretion.
Special Revenue Funds –
Motor Fuel Tax and Foreign Fire Insurance Tax Funds (and any other revenue funds
specifically designated by the Board in the exercise of its Home rule Powers)
Purpose - Used to account for and report the proceeds of specific revenue sources that are
legally restricted or committed to expenditures for specified purposes other than debt
service or capital projects.
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Financing – Special revenue funds are provided by a specific annual property tax levy or other
restricted and/or committed revenue source. Financing may also be received from other
charges for services, etc.
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Fund Balance – Derived from restricted revenue sources and therefore, legally restricted. No
specific minimum was established for the special revenue funds.
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Debt Service Fund
Purpose – Established to account for financial resources that are restricted, committed, or
assigned to expenditure for principal and interest.
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Financing – The municipalityVillage levies an amount or transfers in an amount of the
principal and interest that is anticipated to be paid.
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Fund Balance – Derived from property taxes; therefore, legally restricted. Any fund balance
accumulation should be a maximumnot exceed the amount of the next principal and interest
payment due.
Capital Equipment Replacement Fund
Purpose - Established to account for and report financial resources that are restricted,
committed, or assigned to expenditure for capital outlays including the acquisition or
15
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construction of capital facilities and other capital assets, excluding those types of capital
related outflows financed by proprietary funds.
Formatted: Justified

Financing – Primarily, interfund transfers are used to finance projects.
Fund Balance – Considered segregated for maintenance, construction and/or development;
therefore, considered committed. No specific minimum was established for the capital
projects fundCapital Equipment Replacement Fund.
Proprietary Funds
Enterprise Fund
Purpose - Established to account for and report financial resources atthat are invested in
capital assets, net of related debt, restricted, or unrestricted for future spending related to
the Water/Sewer Fund. The focus of enterpriseEnterprise fund measurement is uponfocused
on the determination of operating income, changes in net position, financial position, and
cash flows. The generally accepted accounting principles applicable are those similar to
businesses in the private sector. Enterprise funds are required in order to account for
operations for which a fee is charged to external users for goods or services and the activity
(a) is financed with debt that is solely secured by a pledge of the net revenues, (b) has third
party requirements that the cost of providing services, including capital costs, be recovered
with fees and charges or (c) establishes fees and charges based on a pricing policy designed
to recover similar costs.
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Financing – User fees, debt financing, or grants are used to finance operations, capital outlay
and improvements, and debt service retirements.

Formatted: Justified, Indent: Left: 0"
Formatted: Justified

Net Position – Considered investedInvested net position is figured as investment in capital
assets net of related debt (for amounts capitalized as capital assets, less the outstanding debt
related to the acquisition of said assets). Restricted net position relates to bond covenant
reserves as outlinedset forth in the bond ordinance. No specific minimum is established for
thethis enterprise fund.
4. Other Considerations
In establishing the above policies for unrestricted fund balance/net positionFund Balance
levels, the Village considered the following factors:
1.• The predictability of the Village’s revenues and the volatility of its expenditures (i.e.,
higher levels of unrestricted fund balance may be needed if significant revenue
sources are subject to unpredictable fluctuations or if operating expenditures are
highly volatile)
2.• The Village’s perceived exposure to significant one-time outlays (e.g., disasters,
immediate capital needs, state budget cuts)
3.• The potential drain upon General Fund resources from other funds as well as the
availability of resources in other funds (i.e., deficits in other funds may require a
higher level of unrestricted fund balance be maintained in the General Fund, just as,
16
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the availability of resources in other funds may reduce the amount of unrestricted
fund balance needed in the General Fund)
4.• Liquidity (i.e., a disparity between when financial resources actually become available
to make payments and the average maturity of related liabilities may require that a
higher level of resources be maintained)
5.• Commitments and assignments (i.e., governments may wish to maintain higher levels
of unrestricted fund balance to compensate for any portion of unrestricted fund
balance already committed or assigned by the government for a specific purpose)
Formatted: Justified

If any of the above factors change, the Village should readdress current unrestricted fund
balance/net asset levels to ensure amounts are appropriate.
2.5. Investment Policy
This Policy applies to all investment activities of the Village of Northfield with the exception
of the Police Pension Fund, which is governed by an independent Board of Trustees and has
a separate investment policy. Financial assets of all other funds shall be administered in
accordance with the provisions of this Policy.
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1. Prudence
Investments shall be made with judgment and care, under circumstances then prevailing,
which persons of prudence, discretion and intelligence exercise in the management of their
own affairs,. Such investments shall be made not for speculation, but for investment,
considering the probablein consideration of the safety of their capital, as well as the
probablepotential income to be derived.
The standard of prudence to be used by investment officials shall be the “prudent person”
standard and shall be applied in the context of managing the overall portfolio. Village officers
and employees acting in accordance with this policy and any other written procedures, and
exercising due diligence shall be relieved of personal liability for an individual security’s credit
risk or market changes, provided that officers and employees report deviations from
expectations in a timely fashion and take appropriate action to control adverse
developments.
2. Objectives
Funds will be invested in accordance with the Public Funds Investment Act, 30 ILCS 235/0.01
et seq. and in conformance with federal, legal and other State requirements. The investment
portfolio shall be managed in accordance with the following objectives:
1. Safety. Safety of principal is the foremost objective of the investment program.
Village investments shall be undertaken in a manner that seeks to ensure the
preservation of capital in the Village’s overall portfolio by mitigating credit and
interest rate risk.
2. Diversification. Investments shall be diversified to avoid unreasonable risks
associated with specific security types and individual financial institutions.
17
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3. Liquidity. The Village's investment portfolio shall remain sufficiently liquid to enable
the Village to meet all reasonably anticipated operating requirements.
4. Rates of Return. The investment portfolio of the Village shall be designed to obtain a
reasonable return, which for the purposes of this policy means the portfolio should
obtain a market rate of return, taking into account the Village's investment risk
constraints and cash flow needs.
5. Ethics and Conflict of Interest. Any transactions that might impair public confidence
shall be avoided. Officers and employees involved in the investment process shall
refrain from personal business activity that could conflict with the proper execution
and management of the investment program, or that could impair their ability to
make impartial decisions.
Authorized investment officers of the Village and employees in policy-making positions shall
refrain from personal business activity that could conflict, or give the appearance of a conflict
with proper execution of the investment program, or which could impair their ability to make
impartial investment decisions. Such individuals shall disclose to the Village any material
financial interest in financial institutions which conduct business with the Village, and they
shall further disclose any personal financial investment positions that could be related to the
performance of the investment portfolio. In addition, such individuals shall subordinate their
personal investment transactions to those of the Village’s investment portfolio, particularly
with regard to the time of purchases and sales.
No person acting as Treasurer or investment advisor for the Village, or who is employed in
any similar capacity by or for the Village, may do any of the following:
1. Have any interest, directly or indirectly, in any investments in which the Village is
authorized to invest.
2. Have any interest, directly or indirectly, in the sellers, sponsors, or managers of those
investments.
3. Receive, in any manner, compensation of any kind from any investments in which
the Village is authorized to invest.
3. Responsibility
The establishment of investment policies is the responsibility of the Village Board.
Management and administrative responsibility for the investment program is delegated to
the Finance Director/Treasurer under the direction of the Village Manager.
This policy shall be reviewed periodically by the Village Board and any modifications must be
approved by the Village Board of Trustees.
4. Cash Management
1. Receipts. All monies due the Village shall be collected as promptly as possible.
Monies that are received shall be deposited in an approved financial institution no
later than the next business day after receipt by the Village. Amounts that remain
uncollected after a reasonable length of time shall be subject to any available legal
means of collection.
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2. Disbursements. Any disbursement due to suppliers of goods or services and any
disbursements due to employees for wages and reimbursements shall be approved
at the regular monthly Village Board meeting. Petty cash purchases may be approved
in the aggregate without identifying the supplier.
3. Cash Forecast. At least annually, a cash forecast shall be prepared to project cash
requirements for the fiscal year. The forecast shall be updated periodically to identify
future investable balances.
4. Pooling of Cash. Except where otherwise provided by the Village Board of Trustees,
the Finance Director will be authorized to pool the cash of various funds to maximize
investment earnings where in his opinion it is advantageous and prudent to do so.
Investment income will be allocated to the various funds based upon respective fund
participation in the investment.
5. Financial Institutions
It shall be the policy of the Village to maintain funds in financial institutions on the following
basis:
1. FDIC Insurance. The financial institution must be a member of the FDIC.
2. Capital Rating. The institution must be adequately capitalized as defined by the FDIC.
3. Regulatory Constraints or Disciplinary Action. The financial institution must represent
to the Village that it is not subject to any cease and desist order, memo of
understanding, or other formal or informal compliance agreement with any bank
regulatory authorities. Should an institution become subject to any such agreement,
it will advise the Village of Northfield immediately.
4. Meets Village Needs. Any financial institution selected by the Village may be
requested to provide a range of services and products to meet the current and
foreseeable needs of the Village.
5. Location. Every attempt will be made to invest Village funds locally, provided local
institutions are price competitive.
6. Reports. Each institution used by the Village shall be required to provide quarterly
Consolidated Reports of Condition and Income for review by the Finance Director.
The Village Board authorizes the Finance Director to invest up to the FDIC insured limit in any
financial institution.
An institution that does not meet criteria 1, 2, 3 and 6 is disqualified as a depository. Any
investments in the institution may be held to maturity, but no further investments will be
allowed until such time as the bank meets the relevant criteria.
6. Authorized Investments
The Village may invest in the following as permitted by the Public Funds Investment Act, 30
ILCS 235/2:
1. Bonds, notes, certificates of indebtedness, treasury bills or other securities which are
guaranteed by the full faith and credit of the United States as to principal and interest,
and obligations of United States Agencies with maturities of no more than 10 years.
2. Certificates of Deposit (CDs) with maturities of no more than 5 years.
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3. Interest-bearing savings accounts, time deposits or any other investment constituting
direct obligations of any institution defined by the Illinois Banking Act and that is
insured by the Federal Deposit Insurance Corporation.
4. The Illinois Funds.
5. Funds or investment pools that hold eligible investments in accordance with Illinois
law.
Securities may be acquired and disposed of with joint authorization of the Village Manager
and Finance Director.
At least three authorized institutions will be contacted each time an investment is placed.
The Finance Director will select the institution that is most beneficial to the Village.
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7. Diversification
In order to reduce the impact of a default, the Village will diversify its investments by security
type and institution. With the exception of U.S. Treasuries and other securities backed by
the full faith and credit of the U.S. government, no more than 33% of the Village's investment
portfolio will be invested in securities of a single issuer or with a single financial institution
(for this purpose, the Illinois Funds and other similar investment pools or funds are not
deemed to be issuers). In addition, the Village's deposits in any investment pool or fund shall
not exceed 5% of the fund's or investment pool's portfolio.
8. Collateral
Funds on deposit in excess of FDIC limits will be secured by collateral. Investments in U.S.
Treasuries or Federal Agencies do not require collateral. The Village will accept the following
as collateral:
1. U. S. Government Securities
2. Obligations of Federal Agencies
3. Obligations of Federal Instrumentalities
4. Obligations of the State of Illinois – rated A or higher
The amount of collateral provided is to have a current market value equal to at least 110% of
the current amount by which Village funds on deposit (including accrued interest) exceed the
FDIC insured amount. Maturities of collateral will be no more than five years longer than the
maturity of the investment. Collateral with maturities of no more than ten (10) years longer
than the maturity of the investment are acceptable if the Village’s deposits in excess of FDIC
limits are collateralized at 115%.
The Finance Director will review the ratio of fair market value of collateral to the amount of
funds secured monthly, and additional collateral will be required when the ratio declines
below the 110% level.
Pledged collateral will be held in safekeeping by an independent third party bank, the Federal
Reserve Bank, or the State Treasurer's Municipal Safekeeping account. The collateral will be
held in accordance with an agreement with the institution that precludes the release of the
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pledged assets without authorized signatures; however, the agreement allows for an
exchange of collateral of like value. Collateral transfers require the approval of either the
Village Manager or the Finance Director.
9. Safekeeping and Custody
All security transactions entered into by the Village shall be conducted on a delivery-versuspayment (DVP) basis. Securities will be held by an independent third party custodian
designated by the Finance Director and evidenced by safekeeping receipts and a written
custodial agreement.
10. Internal Controls
The Finance Director shall establish a system of internal controls. These internal controls and
this Investment Policy shall be reviewed by an independent, certified public accountant in
conjunction with the annual examination of the financial statements of the Village. The
controls shall be designed to prevent losses of Village funds arising from fraud, employee
error, misrepresentation by third parties, unanticipated changes in financial markets, or
imprudent actions by employees.
11. Financial Reports
All investments and interest earnings will be reported in the Village's accounting records on
a basis consistent with generally accepted governmental accounting procedures. In addition,
a monthly summary of all outstanding investments will be prepared for the Village Board
containing the following:
1. Cost, amortized cost and market value of all outstanding investments.
2. Description of the type of investment (CD, T-Bill, etc.).
3. The names of financial institutions with currently outstanding certificates of deposit
and the amounts of those certificates.
4. All money market, cash accounts, and Illinois Funds account balances.
Other information deemed necessary for the fair disclosure of the Village's cash and
investment position.
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2.6. Petty Cash
Petty cash funds are maintained by the Village for the sole purpose of reimbursing
incidental costs incurred by an employee or Village Board member for Village
business or operations. Petty cash funds do not exist for the purpose of
circumventing and shall not be used to circumvent the Village's purchasing
procedures.
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Procedures:
-1. Petty cash funds may only be used to reimburse an employee who has
incurred an incidental expenseexpenses associated with Village operations.
Petty cash funds shall not be advanced to an employee for an expense not
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-2.
-3.
-4.
-5.

yet incurred unless pre-approved by the Finance Director or Village
Manager.
All requests for petty cash reimbursement shall be submitted on a petty
cash form (Exhibit A) and shall be accompanied by a proper receipt or other
sufficient documentation evidencing the amount to be reimbursed.
Unless otherwise authorized by the Village Manager, pettyPetty cash
reimbursements shall be limited to no more than $50.00 per request.
Petty cash reimbursements shall not be made for items regularly stocked
by the Village or for the cashing of personal or payroll checks.
All Petty Cash Requests require approval by an appropriate department
headDepartment Head or designated Supervisor. Requests made by a
department headDepartment Head or the Village Manager may be
approved only as follows:
Formatted: Justified

Request Made By:
Village Manager

Approval By:
Finance Director or Assistant Finance
Director in Director's absence

Department Heads

Village Manager or duly appointed Acting
Village Manager in Manager's absence

-6. Unannounced auditsAudits of petty cash funds may be made at any time but at least
twice per year by the Assistant Finance Director. Any irregularities or procedural
violations shall be brought to the attention of the Finance Director and Village
Manager.
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-7. Imprest balances are maintained for the following purposes:
Amount
Authorized Personnel
Petty
$ 450.00 H.R. Coordinator, Acctg. Asst.,
Cash Drawer –
Finance or Asst. Finance Director
Finance
Petty Cash
$ 1,000.00 H.R. Coordinator, Acctg. Asst.,
Checking Account
Finance or Asst. Finance Director
Postage
$ 32.00 All Finance Personnel
Petty Cash – Police $ 100.00 Police Chief, Deputy Chief,
Chief
Administrative Aide
Indigent/Prisoner
$
All officers with service
Cash/Gift Cards
100.00300 investigation memo
Cash DrawerFinance
Cash DrawerPolice

$50
$100

Custodian
Assistant
Director

Finance

Assistant
Finance
Director
Acctg. Assistant
Deputy Chief

Deputy
ChiefAssistant
Finance Director
Acctg. Asst., Finance or Asst. Assistant
Finance
Finance Director
Director
Records Personnel
Records

Petty cash
The above funds shall be reconciled by the custodian at least once per month. Differences
and/or irregularities encountered by the custodian shall be reported to the Assistant
Finance Director. and Village Manager.
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-8. In order to replenish the petty cash drawer back to its authorized imprest balance, an
Invoice Voucher must be processed. Petty Cash forms with supporting receipts must be
attached to the Invoice Voucher. The total of all Petty Cash forms must equal the
Voucher amount.
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Exhibit A
o Date of Transaction
o Description of item or service purchased:
 Meetings - include names of attendees, affiliation, and purpose of meeting.
 Seminars - include topic and location.
o Amount on attached receipt. Indicate if no receipt available and why.
o Signature of person being reimbursed.
o Signature of Department Head, Acting Village Manager, Village Manager, or
designated supervisor.
_______________________________
( RECEIVED OF PETTY CASH )
_______________________________
No. ______________ Date ____(1)__
Description of
Item/Service Purchased
(2)

Charge to Account
Total
(4)
Received By

Amount
(3)

(5)
Approved By

2.7. Purchasing
The primary goal of the purchasing policy is to insureensure that the best interests of the public
and the Village are served, and that purchases are in compliance with applicable laws.
Procedures:
1. Expenditure Limits and Requirements for purchases of equipment, materials or services:
a. Purchases up to $1,500: No price quotes or purchase order required.
b. Purchases between $1,500 and $2,500: At least three (3) price quotes are
required prior to purchase, unless approved by Finance Director or Village
Manager.
c. Purchases between $2,500 and $25,000: At least three (3) price quotes, Purchase
Order, and Village Manager's approval required prior to purchase.
d. Purchases over $25,000: Formal bidding process or request for proposal and
approval by the Village Board of Trustees prior to award of contract.
e. See Exhibit A for exemptions to quotation requirement.
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2. Purchase Order/Approval Process
a. Employee completes Purchase Order (Exhibit B) and attaches a copy of price
quotes (Exhibit C).
b. Department Head reviews P.O. for completeness and budget adequacy.
Department Head signs and forwards P.O. to the Finance Department Accounting
Assistant.
c. Accounting Assistant reviews P.O. for conformance with Village procedures. For
purchases over $2,500, the P.O. must be signed by the Village Manager.
d. Copies of the Purchase Orders will be distributed by the Accounting Assistant as
follows:
i. Vendor (White) Copy - mailed or returned to the vendor.
ii. Receiving (Yellow) Copy - returned to the purchasing employee. When the
item is delivered or the service performed, this copy must be returned to
the Accounting Assistant with the invoice and invoice voucher (Exhibit D).
3. Receiving and Payment processProcess
a. When an invoice is received, an invoice approval stamp or voucher must be
completed (Exhibit D) and supporting documents attached (invoice, yellow P.O.,
quotes, etc.). The stamp/voucher will be reviewed for accuracy and signed by the
Department Head. For items over $2,500, the Village Manager must sign the
voucher if it is different from the original P.O.
b. The Department Head must forward the invoice voucher, invoice, and supporting
documents to the Accounting Assistant, who will review the paperwork for
accuracy and compliance with Village procedures.
c. The Accounting Assistant processes the invoice for payment and returns the
yellow copy of the invoice voucher to the appropriate Department Head.
Exhibit A- Exemptions to Price Quote Requirement
Only the following items are exempt from price quote requirements:
•
•
•
•
•
•
•
•
•
•

Maintenance components of technical equipment

Engineering consultants or studies
Professional services
Land acquisition
Technical supplies/services
Emergency equipment or building repairs
Used equipment
Original replacement parts
Standardized equipment replacements
Single source items
Professional and artistic purchases
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•
•
•
•
•
•

Specialized computer software packages
Blanket purchase orders for which quotations were received at the beginning of the fiscal
year or season
Cooperative purchases with other governmental agencies
Newspaper advertisements
Maintenance service for condominiums
Purchases under $1,500
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2.8. Revenue Collection
This policy establishes revenue collection guidelines for unwarranted alarm service charges,
overdue parking citations, ambulance services, water/sewer services, emergency response cost
recovery, and other miscellaneous charges. Situations may arise that could warrant an extension
of the time frames listed below prior to turning an account over to the collection agency.
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Should an account be turned over to collection, the collection agency fee will be added to the
amount owed and payments will be made directly to the collection agency.
a.1.Parking citations
i.a. First overdue notice is mailed approximately 15 days after issuance.
ii.b.Second and final notice is mailed approximately 30 days after the first notice.
iii.c.
Citations that remain unpaid 30 days after the final notice (approximately
75 days after initial issuance) are forwarded to the collection agency for further
processing. The collection agency fee will be added to the amount owed.
b. Ambulance service
i. First reminder is mailed approximately 30 days after the initial billing.
ii. Second reminder is mailed approximately 60 days after the first reminder.
iii. Third reminder is mailed approximately 90 days after the second reminder.
iv. Fourth reminder is mailed approximately 30 days after the third reminder, and
advises patient that the account will be sent to collation.
v. Account forwarded to collection agency 60 days after the fourth reminder. The
collection agency fee will be added to the amount owed.
c.2. Water/sewer service, emergency response recovery, unwarranted alarm service charges,
and miscellaneous
i.a. First notice is mailed approximately 30 days after the initial billing for a final water
meter reading, unwarranted alarm service charges, emergency response, or other
services.
ii. Second and final notice is mailed approximately 30 days after the first notice.
iii.b.
Bills that remain unpaid five working days after the final notice
(approximately 65 days after the final water meter reading or other billing) will be
forwarded to the collection agency. The collection agency fee will be added to the
amount owed.
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3.1. Acting Village Manager
In the absence ofIf the Village Manager, the Fire-Rescue Chief/Director of Public Works Michael
S. Nystrand, anticipates being absent for more than two consecutive days, he or she will serve
asappoint an Acting Village Manager.
In the absence of to act in his or her stead. If the Village Manager and the Fire-Rescue
Chief/Director of Public Works, Chief of Police William Lustig will serve as Acting is unable to
make such an appointment, the Village ManagerPresident shall do so based on seniority and
availability.
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In the absence of the Village Manager, the Fire-Rescue Chief/Director of Public Works, and the
Chief of Police, Finance Director Steve Noble will serve as Acting Village Manager.
In the absence of the Village Manager, the Fire-Rescue Chief/Director of Public Works, the Chief
of Police, and the Finance Director, Community Development Director Steve Gutierrez will
serve as Acting Village Manager.
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3.2. Performance Reviews
Each employee will be reviewed on an annual basis using the attachedVillage’s standardized
form. If there is a specialized review for a particular department or position, this can be utilized
in addition to the standardized form. An example of this is sworn Police Officers. Reviewers will
fill out the standardized Village review sheet, but this will be augmented with the more extensive
standard Police performance review form.Performance Review Form.
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The Fire-Rescue, Police, and Public Works Departments conduct their annual reviews each year
in January. The Administration, Community Development, Finance Departments conduct their
annual reviews each year in May. This practice will add continuity to the process and provide a
concise consistent method of evaluation for all employees.
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3.3. Recruitment and Appointment
The Village is an equal opportunity employer and as such prohibits unlawful discrimination in the
hiring, promotion, transfers, compensation, administration of benefit plans, termination, and all
other conditions of employment. We hire, in our judgment, the best qualified candidate for each
available opening.
As an equal opportunity employer, we insist that age, race, color, sex, religion, national origin,
disability, ancestry, sexual orientation, or disability isgender identity are not pertinent to yourthe
conditions of employment or work performance and will not be a consideration in the Village of
Northfield’s personnel practices. Typically, the Village does not hire employees younger than 18;
however, some positions may be filled with employees in the 16 to 17-year old age category,
where the Human Resources DepartmentVillage has certified that the position complies with the
regulations set by the Department of Labor, Wage, and Hour Division for Child Labor Laws.
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The Village Manager is responsible for the recruitment and appointment of all Village employees
except those positions specifically provided for in the Village Code and those positions under the
jurisdiction of the Northfield Board of Police Commissioners.
The Human ResourcesAdministrative Services Director coordinates the selection process of
applicants. The Village Manager retains the final authority for the appointment of all staff
members and the heads of the operating departments.
The Department Head (or their designee), Administrative Services Director, and Payroll
Coordinator will each complete their page of the New Hire Checklist, which sets forth the steps
of the hiring process.
1. Determination of Need of New or Additional Personnel
Each department headDepartment Head shall notify the Village Manager of any requirements of
new, additional or replacement personnel, setting forth the number required and all relevant
criteria for the position.
The Village Manager reviews all requests for personnel to determine the feasibility of filling the
vacancy by one or more of the following methods:
1. Recruitment Process- In considering employees for promotion or transfer into a vacant
position, the Village Manager may recruit from outside the department using one or more
of the following:
a. Newspaper advertisement
b.a.
Advertisement of the position in professional journals
c.b. Contacts with professional/vocational organizations
d. Contacts with educational institutions
e. Contacts with employment offices
c. Social media
d. Online job posting boards
The Village may also utilize recommendations from present employees and
intradepartmental notification of job announcements as recruitment methods in
conjunction with at least one of the methods listed above.
2. Promotion from within the Department- Vacant or new positions in the Village
organization may be filled by promotion from a lower position classification within the
department. The factors determining promotions may include performance, potential for
continued development, educational background and performance in a competitive
selection process. Qualified employees are encouraged to seek promotion within the
organization.
3. Transfer of other Qualified Village Employees- If a Village employee outside of the
department expresses interest in an available position; the requisitioning department
headDepartment Head may interview the employee. If he or she, in the sole
determination of the department headDepartment Head, meets the requirements of the
job, the department headDepartment Head will make arrangements for the transfer, per
66
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approval of the Village Manager. However, as with promotions from the same
department, transfers from one department to another may be based on performance,
potential for continued development, educational background, and competitive selection
process.
Recruitment for any available position in the Village organization is normally limited to a period
of a specific length.
2. Recruitment
Notice of employment opportunities, depending on the position, willmay be published by posting
the announcement on official bulletin boards, newspapers, other municipalities, oronline job
websites, the Village website, and related professional organizations. The announcement may
specify the title, salary range of the class, nature of the work to be performed, the minimum
qualifications, and all information on the time, place, and manner of makingcompleting the
application.
3. Employment Application
All applications shall be made on a job application form provided by the Village and shall be
submitted on or prior to the closing date specified in the announcement. Applications shall
require information concerning education, experience, and other pertinent job related
information. All applications shall be signed and the truth of the statements contained therein
certified by such signature. A formal driver’s license history check and background checks are
required.
A formal driver’s license history check and background checks are required, depending on the
position applied for.
In general, employment applications for employment shall be submitted to the appropriate
Department Head on the Village’s official employment application form. The application form
shall be completed in its entirety and any evidence of falsification or fraud on the form may be
grounds for discharge or disqualification from consideration for employment.
4. Disqualification of Applicants
The Village Manager or designee may reject any application that indicates the candidate does
not possess the minimum qualifications required for the position, or where the initial screening
of applicants indicates that candidates with greater qualifications are available. Except as
provided by law, the Village Manager may refuse to examine an applicant, or, after examination,
may disqualify such applicant, or may remove such person already hired and/or appointed if the
individual:
1. Does not meet the requirements established for the position applied for and/or does not
otherwise demonstrate the necessary qualifications for the job.
2. Is currently engaged in the illegal use of a controlled substance or the excessive and
untreated use of alcohol.
3. Has made a false statement or omission of fact in his/her application form or resume.
66
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4. Has used or attempted to use political pressure or bribery to secure an advantage in the
selection process.
5. Has directly or indirectly obtained information regarding the examination to which, as an
applicant, he/she was not entitled.
6. Has failed to submit hisa fully completed application form correctly and/or within the
prescribed time limits.
7. Fails to cooperate in any part of the application or selection process.
8. Has established an unsatisfactory employment or personnel record as evidenced by a
reference check that demonstrates actual or potential unsuitability for employment in
the applicable position.
9. Has taken for another or allowed another to take for him/her all or part of any
examination, or has been found cheating or engaged in other inappropriate acts or
omissions in any other way on an examination.
10. Has otherwise violated the provisions of this policy and/or engaged in any other act or
omission deemed harmful to the Village, its employees, residents, property, and/or
reputation.
Whenever an applicant is rejected or disqualified, a notice of such rejection or disqualification
may be provided to the applicant if deemed appropriate. Applications, whether accepted or
rejected, shall not be returned.
5. Selection of New Employees
The selection of a new employee from the group of approved qualified applicants will be made
by the department head or designeesDepartment Head, with the approval of the Village
Manager. The selection process will include one or more of the following steps:
1. Screening of applications on the basis of previous experience, education, training, and
special abilities
2. Screening interview
3. Job-related pre-employment tests
4. Investigation of previous employment history and personal references
5. Demonstration of capability of completing tasks
6. Assessment center
7. Post-offer polygraph examination as required by specific position
8. Post-offer psychological examination as required by specific position
9. Post-offer medical and drug examination (refer to below)
10. Such other testing processes as may be required by the Village Manager
11. Criminal background investigation
After an applicant has been selected to fill the position, the Department Head will make certain
that all necessary forms have been completed and that the individual is informed of
compensation and benefits. The Department Head and Finance Director will maintain necessary
records and information regarding each Village employee.
6. Examinations
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Examinations shall relate to those matters which fairly test the aptitude, and qualifications of
applicants and employees for a position. Examinations may include written, oral, or work
simulation tests; ratings of experience and training; fingerprinting and background investigation;
polygraph test (only if permitted by law); post-offer physical examinations; post-offer
alcohol/drug screen; post-offer psychological evaluation; any combination of these; or any other
tests deemed necessary and permitted by law.
The Village of Northfield requires that a medical examination be taken by all protective service
employees after making an offer of employment to a job applicant and before the applicant
begins his or /her employment duties. Moreover, the Village’s offer of employment is
conditioned upon the results of such examination (and/or an inquiry) if all entering employees in
the same job category are subjected to such an examination. The physical examination may
include a drug screen by a licensed physician designated by the Village.
7. Personnel Action Report (PAR)
Whenever an individual is selected for employment, the Department Head will submit a PAR to
the Village Manager. The PAR should include the following information:
1. Starting pay grade/step and annual salary rate (include hourly pay if applicable).
2. Posting classification.
3. Starting date of employment.
4. Date probationary or work analysis period is expected to be completed.
5. Any other pertinent data related to specific conditions of employment.
Upon the approval by the Village Manager, a copy of the PAR shall be sent to the Finance
Department. The Finance Department will forward a copy to the Department Head (yellow), and
the employee (pink). The Board of Fire and Police Commissioners should also be given a copy
ofif applicable.
8. Employment Authorization
With the exception of positions under the jurisdiction of the Board of Police Commissioners,
position appointments shall be made by the Village Manager upon recommendation by the
Department Head.
9. Letter of Understanding and Acknowledgement
Each new employee will be required to sign a Letter of Understandingan Acknowledgement
detailing items received as a part of orientation and any requirements or understandings that are
applicable to that employee. This would include but not be limited to such items as the Employee
Handbook, the employee’s job description, and the health insurance manual.
10. Employee Orientation
All new employees should receive the proper orientation to ensure thetheir success and
understanding of their new position with the Village of Northfield. The goal is to create not only
a well-trained employee, but to generate a welcome into the Village of Northfield. The
orientation process is led by the Administrative Services Director.
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Employee The new employee shall meet with the Human ResourcesPayroll Coordinator in the
Finance Department for the portion of the orientation, which includes filling out W-4 forms,
receipt of the Employee Handbook, payroll services, employee benefits, etc., according to the
New Employee Orientation Checklist.
The Employee shall be trained on the telephone system, computer set-up, and other specialized
equipment pertaining to the department.
On the first day of employment, or the earliest reasonable opportunity thereafter, each new
employee willmay be provided a facilities tour by the Department Head or designee. This tour
shall include the Village Hall, Police Department, and Public Works and Fire-Rescue Facility, or
other areas as determined by the Department Head. The intent of this tour is to introduce each
employee to general Village operations. The tour of the facility in which the employee is assigned
will be conducted by the hiring department head or designee.Department Head. In the course
of this tour, each new employee will be introduced to the senior management staff of the Village.
The Department Head, or designee, will address each of the items on the New Employee
Orientation Checklist that are the responsibility of the Department Head. The Human
ResourcesPayroll Coordinator and Administrative Services Director will address those items listed
as the responsibility of Human Resourcestheir respective responsibilities. Policies and
procedures specific to a particular department will be reviewed by the appropriate Department
Head or designee.
11. Probationary and Work Analysis Period
All new employees of the Village of Northfield shall be subject to a Work Analysis Period or, in
the case of sworn police personnel) a Probationary Period (sworn Police personnel only), during
which time the employee’s performance is subject to close review by his or her supervisor(s) and
Department Head. The Probationary Period for sworn employees of the Police Department is
defined in the Rules and Regulations of the Board of Fire and Police Commissioners. An employee
may be released at any time during the period, provided the Department Head submits evidence
via a PAR and written performance appraisal, prior to the release, a PAR to the Village Manager
articulatingstating the reasonsreason(s) for the request for release.
Position
Period
Sworn Police Personnel
24 Months
(See Board of Fire and Police Commissioners Rules and Regulations)
Fire-Rescue Personnel
1224 Months
All Other Personnel
6 Months
UnderAfter the successful completion of the Work Analysis Period, the Department Head shall
forward a PAR to the Village Manager that the individual has completed the period to the
satisfaction of the appropriate supervisor and Department Head.
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The Work Analysis Period for all other employees commences from the date of employment.
Exceptional circumstances may require the extension of a Work Analysis Period. Extensions may
be granted upon the recommendation of the Department Head and approval of the Village
Manager.
Completion of the Work Analysis Period does not create any additional job protections for an
employee. Instead, the purpose of the Work Analysis Period is to provide a time period of time
where an employee’s performance is subject to close review. Employment after successful
completion of the Work Analysis Period is still terminable at will unless provided elsewhere in
law or by the Employee Handbook.
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3.4. Telework
I. Purpose
The Village of Northfield strives to provide a safe and healthy workplace for all employees. This
policy sets forth our response to such emergencies as hazardous weather, pandemic, or any other
event that would result in the closure of Village administrative offices and the need for
employees to work remotely (telework). This policy provides guidelines for teleworking, as an
alternative work arrangement, when it is necessary in order to maintain essential Village
operations.
II. Definitions
• Exempt Status Employees: Exempt Status Employees are not subject to the provisions
of the Fair Labor Standards Act, pertaining to overtime, minimum wage, record keeping,
uniforms and equipment, meal periods, and rest periods.
• Non-Exempt Status Employees: Non-exempt Status Employees are generally paid on an
hourly basis and are subject to the Fair Labor Standards Act. They are eligible for
applicable overtime pay and meal and rest periods.
• Remote Access: Remote Access is any connection to the Village’s network with computer
equipment that is not normally part of the Village Computer Network [Wide Area
Network (WAN) and Local Area Network (LAN)].
• Teleworking: Teleworking is performing job functions from home or another off-site
location instead of an employee's designated Village work site.
Ill. Teleworking Program Eligibility
Eligibility is based on many criteria including assessment of individual job requirements and
responsibilities. Due to the nature of the services offered by the Village, employees in some job
classifications may not be approved for teleworking. The Village has the discretion to grant
teleworking arrangements on a case-by-case and position-by-position basis. The employee’s
Supervisor, Department Head, and the Village Manager retain the discretion to determine
employee eligibility subject to business needs and job requirements.
Each Department has identified and designated certain employeesEmployees whose jobs are
eligible for part-time or full-time telework. We acknowledge that during an emergency event
66
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these employees may be ill or unable to work because of conditions beyond their control. We
have and those whom the Village has equipped these employees with the resources needed to
telework, may be required or permitted to do so during emergencies. When a situation arises
that calls for teleworking, the Village Manager will notify those employees who have been
identified as eligible for telework to begin working from home.
IV. Participation Parameters
1. While teleworking, the employee must be accessible to his or her supervisor and will work
their normal schedule, unless an alternative schedule is agreed to by the employee’s
Supervisor.
2. Teleworking is not designed to be a means of emergency care for the employee’s children
or other family members. Although an individual employee's schedule may be modified
to accommodate family care needs, the focus of the arrangement must be on job
performance and meeting Village needs.
3. Employee must be able to telephonically attend staff meetings and other meetings
deemed necessary by management.
4. Unless the Employee’s medical condition would prohibit compliance, Employee must be
available to report to a Village facility at any time, without prior notice, for any reason,
when summoned by a Supervisor. This includes physical attendance at required meetings.
5. Employee shall devote full time and attention to Village business during teleworking
hours.
6. While teleworking, employee continues to be subject to all Village, City, State, and Federal
rules, policies and procedures.
V. Responsibility for Teleworking Costs
1. Only the following teleworking costs and supplies will be covered by the Village:
• Provision and replacement of, and repairs to, Village-issued laptops or other computer
equipment. If the equipment is damaged or lost during its use as a result of the
employee’s carelessness, the Village may deem the employee to be responsible.
• Basic office supplies currently in stock at Village offices that can be easily transported (e
.g. notebooks, pens, pencils, markers). All supplies must be returned to the Village as soon
as the teleworking arrangement ends.
2. The following costs are the responsibility of the employee:
• Home workspace furniture, ergonomic equipment, and related modifications.
• Internet and network access, and related continuing charges.
• Purchase, repair, or replacement of employee-owned equipment and supplies. Note: the
Village will not provide technical support for non-Village equipment that is not compatible
with equipment currently supported by the Village. Employees are responsible for the
maintenance and repair of their own equipment.
• Purchase, repair, or replacement of Village-owned equipment and supplies if mishandled
or lost during employee's use.
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•
•

Homeowner's and Renter's insurance covering the home office space, including any
changes in rates or coverage required for teleworking and maintaining a home office.
Cost of utilities while working remotely, including cell phone/telephone, unless the Village
has separately authorized partial mobile phone reimbursement.

3. Teleworking workspace:
The employee's teleworking workspace is the employee's responsibility, and is not the
Village's responsibility. The employee's teleworking workspace must comply with
recommended safety rules for the workplace and, at minimum:
• Be secured, so that Village data is not compromised, shared, or lost
• Be secured to minimize theft or damage to equipment
• If network access is required, workspace must have appropriate internet service
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IT IS NOT THE VILLAGE’S INTENTION TO CAUSE AN EMPLOYEE TO EXPEND MONEY TO COMPLY
WITH A MANDATORY TELEWORKING ORDER.It is not the Village’s intention to cause an
employee to expend money to comply with a teleworking order. Should an employee anticipate
that compliance with Articlearticle V above will cause such an expenditure, that employee should
immediately so inform his or her supervisor, who will consult with the Village managerManager
about a plan to mitigate such an expense.
VI. Work-Related Injuries
If an employee is injured during teleworking hours while conducting Village business, the
employee must suspend teleworking, notify his/her Department Head at the first available
opportunity, and follow Village policy for reporting on-the-job injuries. The Department Head is
to follow all applicable rules and procedures governing employee injuries. Such injuries may be
covered by Workers' Compensation provided that all eligibility requirements are met.
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The Village assumes no liability for injuries to the employee that occur outside the employee's
scheduled work hours, or while not engaged in Village business. The Village assumes no liability
for injuries to any third parties and/or the employee's family members in the employee's
teleworking workspace.
VII. Remote Access and Network Security
Teleworking employees are responsible for the following:
• Complying with all applicable Village Policies
• Establishing an appropriate remote work environment
• Ongoing security of the Village's computing and data resources by taking reasonable and
prudent measures on a routine basis
• Appropriate use of the Village's remote access resources
• Limiting use of the Village's network, application, and data resources to official Village
business
• Securing Village-issued computer equipment to prohibit access or use by non-Village
employees
66
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•
•

Confidentiality of the remote access usernames and passwords- employees shall not
share usernameusernames and passwords with others
Terminating all remote access connections at the end of any teleworking work
dayworkday

Village IT staff will work with employees directly to establish initial network connectivity between
Village-issued hardware (laptop/mobile device), but is not responsible for troubleshooting or
fixing non-Village related network equipment, including but not limited to high-speed modems,
wireless routers, or gateways. Village IT staff is not responsible for supporting any non-Village
issued hardware used in a home office environment, including but not limited to monitors,
phones, VoIP, or wireless keyboards and mice. Village-issued laptops and other Village-issued
computer equipment used in the employee's teleworking workspace remain the property of the
Village. The Village reserves the right to access and review electronic files, messages, mail,
Internet usage and other digital archives, and to monitor the use of electronic communications
on Village-issued laptops and other Village-issued computer equipment at any time.
VIII. Policy Compliance
Failure to comply with any part of this policy may result in the immediate revocation of
teleworking privileges and may also result in employee discipline up to and including termination.
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4.1. Public Storm Water Drainage Ditches
The purpose of this policy is to provide the Public Works and Engineering Departmentsthe Village
Engineer with a maintenance policy for existing storm water drainage ditch systems within the
Village, and a corrective action procedure for any drainage problems, which may exist within
them. These procedures will be implemented to ensure the positive flow of storm water within
the Village’s public right-of-ways. State, county, and private rights-of-way drainage ditches are
not eligible for participation in this program.
TheThis policy is intended to provide Village staff with the criteria and information necessary to
evaluate existing drainage ditch problems in the public right-of-way system, which may have
developed over time as a result of ground settlement, grade modifications, or vegetative
obstructions.. For purposes of this policy, the Village shall not consider standing water a problem
within the drainage ditch system unless it exists for longer than a 72-hour timean extended
period after a rain eventof time.
In addition, this policy will provide Village staff with the data that will aid in investigating and
selecting those drainage ditches, which may be eligible for modifications in the Village’s Capital
Improvement Program, as well as, and set forth criteria for private funding participation. State,
county, and private drainage ditches do not qualify for participation in this program.
1. Village Responsibilities- Substantial Public Benefit
If, following a review by Village staff, a proposed project is deemed to predominantly benefit a
neighborhood or a significant portion of the communityVillage as a whole, the Village will
66
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consider undertaking the required improvements through its annual Capital Improvement Plan
program (funding permitting). These types of projects include:
• Drainage problems, which are caused by deficiencies in the existing drainage system.
• Drainage problems, which occur due to flat or back-pitched slopes.
• Drainage problems, which are the result of root exposure from a public parkway tree.
• Drainage problems, which are the result of ground settlement or where the parkway holds
water and the curb is higher than the adjacent sidewalk.
• Culvert pipes whichthat run under public streets.
2. Resident Responsibilities- Substantial Public Benefit
It shall be the responsibility of the homeowner to maintain the parkway areas immediately
adjacent to their property. This would includeincludes any grass or vegetation, ditch or swale,
and pipes or culverts that may exist. If, following a review by Village staff, the proposed project
meetsinvolves one or more of the following conditions thanthen the fulltotal cost of the project
and/or maintenance of the area will be the responsibility of the homeowner:
• Drainage problems caused by vegetative growth or debris obstructions, which could
alleviate the problem through normal routine maintenance such as mowing, pruning, or
clean-up could alleviate the problem.
• Any drainage problem resulting from an obstruction, corrosion, crushing, or other
blockageblockages of the free flow of water through a drainage culvert or pipe located
under a driveway or other means of access to the property.
• Any drainage problem resulting from the unauthorized addition of fill material, grade
modifications, or manmade obstructions, etc.
3. Village/Resident Voluntary Program- Mix of Public/Private Benefit
In areas where an existing storm drainage ditch system is in place, a resident may request for
aesthetic and/or personal maintenance reasons that the ditch be eliminated and replaced with a
piped system. The piped system, ifIf installed in lieuplace of a ditch, the piped system shall be
the maintenance responsibility of the Village, however. However, any culvert passing under a
driveway, or other means of access to the property, shall be the homeowner's sole responsibility
of the homeowner. If installed, the cost of these improvements shall be paid on a 50/50 costsharing basis between the resident and the Village. To qualify for 50/50 cost -sharing, the project
must be undertaken as part of the Village’s annual storm water ditch maintenance program. In
no case shall a resident have the right to install a pipe or culvert in the public right-of-way on
their own and bill the Village for their halfany portion of the cost.
The Village shall be responsible forIf a project is eligible for the 50/50 program, the Village will
undertake the installation of all approved improvements, either through the engagement of a
contractor or by utilizing its own staff. All areas disturbed by approved improvements shall be
restored with topsoil and seed. Once restored, it shall be the homeowner’s responsibility to
water and maintain the areasite to ensure that a fullcomplete grass stand of grass is achieved.
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Applications are available for participation in this program throughare available on the Village
Newsletter or similar meansWebsite. Upon receipt of an application for participation, together
with a $100 non-refundable fee, the Public Works Department will inspect the potential project
site, verify the information obtained from the applicant, and make determination as to determine
the eligibility offor participation. If deemed necessary, theThe Village Engineer will work with
the Public Works Department to determine project scope and design. This if deemed necessary.
If applicable, this information, along with a preliminary cost estimate, if applicable, will be
provided back to the applicant.
Upon receipt of the project eligibility and cost estimate, the homeowner will be asked to execute
a project participation form and return it to the Village along with sufficient funds to cover their
half of the project costs. Projects will not be formally placed into the program until the Village
receives both the participation form and the financial deposit. A written confirmation shall be
given to all residents that submit accepted applications. If sufficient Village funds are not
available to complete all requests that are received, applicants will be placed on a waiting list for
consideration in subsequent years. Residents may request a refund of their 50% contribution
and be removed from the waiting list.
Project priority shall be based on the availability of funds appropriated for this purpose, with the
first priority going to those preference for projects that provide for the greatestmost significant
public benefit. When funds are available for projects with a mix of public and private benefit,
these projects benefits, they will be processed in the order that they are received, and/ or until
budgeted funds are depleted.
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4.2. Public/Private Infrastructure Improvements
In an effort toTo ensure consistency in determining funding for infrastructure improvements, the
Village President and Board of Trustees havehas established a policy that balances the Village’s
resources with theits residents' present and future needs of its residents.
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This policy will identify the procedures for residents to follow with regard toconcerning the
identification for requestof requests for infrastructure improvements in the Village. This policy
will distinguish projects from abased on public benefit and private benefit perspective,ratio
perspectives and address potential funding mechanisms.
In terms of projects identified as substantially of public benefit, the Village’s current policy
regarding these infrastructure improvements within the public right-of-way (ROW) and
easements, is that they are funded publically. In cases of a newly-annexed area and/or
developments, the Village requiresProjects identified as benefitting the Village as a whole are
typically built with public funds. In a newly-annexed area or development, the Village will
typically require new residents and developers to be responsible for the new infrastructure
expenses. For those improvements of a substantiallysubstantial private benefit, the residents
areshall be responsible for their cost.
66
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Improvements built and paid for by the Village will be maintained by the Village. Any
infrastructure projects that are not dedicated to the Village areshall be maintained privately.
Should residents desire to dedicate these private infrastructure projects to the Village, a petition
must be signed by all affected property owners requestedrequesting dedication. Following the
Village Board acknowledgementBoard's acknowledgment that dedication would be considered,
the infrastructure project must be brought fully up to the current Village standards as
determinedset forth in the Village’s Subdivision or other Code and approved by the Village
Engineer and Public Works Staff. Such costs will be borne by the Department. The residents will
bear such costs. Once dedicated, the Village will assume maintenance. In those cases where an
existing infrastructure improvement meets Village specifications, but is not new, it canmay be
dedicated to the Village if the homeowner(s) pay for the depreciation of the improvements to
date, or pay to bring the improvement back to brand new condition.
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Potential new infrastructure projects may be brought to the Village’s attention by residents, the
Village Board, or staff. OnceIf the Village Board has determined, through a study and review with
the Village Engineer and Public Works staff, that an infrastructure project should be
implemented, the Board will utilize this policy to determine the breakdown of the public/private
benefit of the improvement based on the criteria identified in Exhibit A as follows:
1. Substantial Public Benefit
Following review by the Village Engineer and Public Works staff, if the proposed project
is deemed to predominately benefit a neighborhood or significant portion of the
community,the Village as a whole and/or existing public facilities, the Village Board will
consider installation ofinstalling the infrastructure project as part of its annual Capital
Improvement Plan. The latter is discussed in conjunction with the development of the
Village’s Budget each spring. The Village will maintain these facilities.

Formatted: Justified, Numbered + Level: 1 + Numbering
Style: 1, 2, 3, … + Start at: 1 + Alignment: Left + Aligned at:
0.25" + Indent at: 0.5"

2. Substantial Private Benefit
Following review by the Village Engineer and Public Works staff, if the proposed project
is deemed to predominately benefit private property, the Village, through negotiations
with the property owner(s), may elect to participate in one or more of the following:
1. Make no monetary contribution, and thus the property owner(s) pay for the entire
cost of the project;
2. Establish a Special Service Area, Special Assessment or Special Taxing District (see
Exhibit B) via the County for the property owner(s) to pay for the project;
3. Establish an informal Special Service Area (and lien property) to advance funds for
the cost of the project and to bill the property owner(s) directly on a semi-annual
basis to recover the advance plus interest;
4. Consider providing the engineering and contract administration as the Village’s
contribution to the project;
5. Consider providing a financial contribution to the project;
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In this case, the property owner(s) will have maintenance responsibility for the project.
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*Private property encompasses residential and/or commercial property
3. Mix of Public and Private Benefit
There may be projects which are neither of substantiallythat provide both public orand
private benefitbenefits. Should the project be a mix of public and private benefit, the
Village Engineer and Public Works staff will recommend to the Village Board the
percentpercentage of public vs. private benefit. to the Village Board. The Board, through
negotiations with the property owner(s)), may elect to participate in one or more of the
following:
1. Establish a Special Service Area, Special Assessment or Special Taxing District via
the County for the property owner(s) to pay for their share of the project based
on the estimated private benefit;
2. Establish an informal Special Service Area (and lien property) to advance funds for
the property owner(s) portion (private benefit) of the project and to bill the
property owner(s) directly on a semi-annual basis to recover the advance plus
interest;
3. Consider providing the engineering and contract administration as the Village’s
contribution to the project;
4. Consider making a financial contribution to the project.
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In this case, the Village will recognize the fact thatconsider whether the infrastructure
improvement may or may notshould be dedicated to the Village. If it is dedicated to the
Village, the Village pays forwill maintain the maintenanceimprovements. If it is not
dedicated, all maintenance remains the responsibility of the private owners. The Village
would only assumewill also consider the establishment of a permanent maintenance of
that new improvement which is in the public ROWSpecial Service Area administered
through the County.
As a general rule, if there is to be anyan assessment against property owners, 75% of the
property owners affected by the proposed infrastructure improvement must agree to the
project, thereby obligating the remaining 25% of the affected property owners to
participate in the project. The Village’s payment for public infrastructure projects,
together with contributions to private projects, will depend upon the availability and
allocation of funds. If property owners request an improvement, they will be required to
provide the necessary easements for the project at no cost to the Village. Property
owners will be responsible for all permits and costsfees associated with connection to any
infrastructure improvements. If the Special Service Area charges are based on anything
other than the equalized assessed valuation of the affected properties, the Village may
require that 100% of the affected property owners agree to the project.
Annexations. This policy wouldis to be used as a guideline for annexations. The final
determination as to infrastructure improvements, cost -sharing, dedication, etc.,
wouldmay be memorialized in an annexation agreement.
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(Re)Development. From time to time, new development, redevelopments, Planned Unit
Developments, etc.., occur in the Village. This policy may be used as a guideline,;
however, the Village may negotiate a development agreement to memorialize the final
determination of infrastructure improvements, cost sharing, dedication, etc. would be
negotiated and memorialized by a development agreement.
4.3. Sidewalk Replacement Program
The Village of Northfield may have certain duties to exercise ordinary care to maintain its
property reasonably safe for intended and permitted users. The purpose of this policy is to
attempt to assure the maintenance of sidewalks owned by the municipality in a safe condition
for pedestrian use. This effort is limited by budgetary constraints, which require the Public Works
Department to exercise judgment and discretion in identifying conditions in need of repair or
replacement and establishing priorities in scheduling the necessary work.
The Public Works Department is responsible for the oversight of the sidewalk inspection and
repair program, including:
• Evaluating municipal-owned sidewalks for purposes of planning inspections, repair,
and replacement
• Scheduling a recurring and systematic sidewalk condition inspection cycle
• Responding to notifications by citizens and employees of sidewalk conditions
• Planning the repair and replacement of municipal sidewalks
• Evaluating contracts and IGA’s to ensure the municipality is indemnified and held
harmless in the replacement or repair of any sidewalk or pathway that is not owned
by the Village
• Providing notice of necessary repairs of an un-owned sidewalk or pathway and
requesting reimbursement
4.
Evaluation It is the intent of this policy to provide a guideline to effectively evaluate the
structural condition of all sidewalks within the Village. The Public Works Department shall
inspect the entire Village sidewalk system on an annual basis, replacing sections as necessary
pursuant to this policy (dependent on budget allocations). All sidewalks shall at a minimum be
five feet wide and five inches thick, with a contraction joint every five feet. All sidewalks
passing through driveways, roads, etc. shall be a minimum of six inches thick (as well as five
feet wide).
On the Sidewalk Evaluation Form, staff is to enter the name of the street that is being surveyed,
and the stationed location, using 0+00 to designate the beginning of each block. (Denote the
back of curb or other location where the sidewalk begins at an intersection with a cross street
as the beginning or end of each block.) Using the sidewalk evaluation rating descriptions,
denote the station and address where the condition of the sidewalk is suspect. In the rating
column enter the condition of the sidewalk using the 1-5 evaluation criteria. Under the
“remarks” column, note the principal defect(s) that resulted in the assigned rating.
66

Formatted: Underline

Formatted: No Spacing,Subsection Title, Justified, No
bullets or numbering

The sidewalk inspection program shall be conducted in the spring of every year, so as to ensure
that all repairs are made as early in the season as possible (depending on the availability of a
contractor). The inspection process shall be conducted by two personnel selected by the
project manager. The sidewalk inspectors shall ride on the sidewalk slowly with a small golf
cart type vehicle. A roller-measuring device with foot counter shall be used to measure where
defective sidewalks are located. When a defective portion of the sidewalk is located the
inspectors shall closely investigate the area. If the area is determined to be defective, the
section will be marked with paint indicating the section to be removed and replaced.
Sidewalks with a rating of four or five shall be scheduled for replacement as soon as possible,
any sidewalk, which is determined to have an immediate trip hazard, shall be temporarily
repaired or barricaded so as not to cause an injury.
Each day, the inspectors shall submit the completed evaluation forms to the
individual designated as the sidewalk inventory project manager. Criterion
The primary criterion for selecting sidewalk sections for removal, replacement, or repair starts
with identifying the most significant irregularities. The Condition Chart below indicates ratings
that may be used to evaluate a sidewalk’s condition and if or when it will be scheduled for repair
or replacement. Condition evaluation shall be documented in the Sidewalk Inspection Form
(Appendix A) using this Chart.
Condition Type
Vertical Displacement / Settlement
Side Slope
Red
Greater than 2”
Greater than 2” per foot (e.g.
tree root)
Yellow
Between 1” – 2”
Between 1-2” per foot
Green
Less than 1”
Less than 2” per foot
Systematic Sidewalk Evaluation Planning
The Public Works Department shall develop a program of systematic inspection and evaluation
of the municipal sidewalks to inspect all high usage sidewalks every year and all low usage
sidewalks at least once every three years; budget, personnel, and weather conditions permitting
and in the exercise of the Public Works Department discretion given the competing interests of
other Public Works projects underway or planned. Establishing the municipality’s sidewalks
inspection cycle and which areas are considered high and low usage are set forth below as
potential areas of inspection:
• Primary (high usage) – Consider annual inspection of the sidewalks around schools,
nursing homes, and in the area of primary business/merchant districts that are
considered high pedestrian areas
• Secondary (low usage) – Consider a minimum tri-annual inspection of all bikeways or
pedestrian sidewalks on municipal easements or other property owned by the
municipality
The inspections cycle should be performed so that cost projections can be included in the annual
budget.
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The scheduled repair cycle is not dependent on receipt of a resident’s or employee’s notification
of a sidewalk condition. As a result of the systematic inspection, the Public Works Department
will use discretion in establishing a schedule for sidewalks within the municipality to be repaired
or replaced.
Sidewalk Evaluation Form
For tracking purposes, the Public Works Department will document inspected or reported
sidewalk conditions by identifying the locations inspected, the date of each inspection, the
name(s) of each employee performing the inspection, and the sidewalk’s condition using the
Condition Chart provided.
The Public Works Department will document sidewalk conditions on the following Sidewalk
Evaluation Form to track and record each condition identified and the action taken.
Citizen notification of sidewalk conditions should be forwarded to the Public Works Department
for follow-up. Any questions concerning this procedure should be directed to the sidewalk
inventory project manager.Public Works Director.
Evaluation Notification of Sidewalk Conditions:
1. New, no structural defects
2. Good condition
a. Cracking- shrinkage type cracks, no separation or displacement
b. Joint deterioration - none
c. Differential settlement or heaving at walk joints of ¼ to ½ inch at any point along
joint
d. Spalling- with little or no surface chipping, scaling or pitting
e. Sideslip- over ¼ inch and up to ½ inch per foot or less
3. Aged and minor defects
a. Cracking- structural cracks separated up to ½ inch
b. Joint deterioration- separation up to ½ inch
c. Differential settlement or heaving at walk joints of ¼ to 1 inch at any point along
joint
d.
Spalling- up to 35%The Village might receive a notice of sidewalk surface chipping away,
scaling, or pittingconditions in three ways:
e. Sideslip- over ½ inch and up to 1 inch per foot (without evidence of a continuing
slope accentuation).
4. Eminent failure
a. Cracking- severe structural defects, map cracking with no loose pieces, separation
from ¼ to ½ inch
b. Joint deterioration- chipped or cracked, separation of more than ½ inch and up to 1
inch
c. Differential settlement or heaving at walk joints of 1 to 1½ inch at any point along
joint
d. Spalling- 35%-50% of sidewalk surface chipping away, scaling, or pitting
66
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e. Sideslip- ½ inch and up to 1 inch per foot (without evidence of a continuing slope
accentuation e.g. tree roots).
5. Structural failure
a. Cracking- major cracks with chunks of loose concrete
b. Joint deterioration- major chips or cracks with separation of more than 1 inch
c. Differential settlement or heaving at walk joints of 1 to 1½ inch or greater at any
point along joint
d. Spalling- over 50% of sidewalk surface chipping away, scaling, or pitting
e. Sideslip- over 1 inch per foot
Voluntary Sidewalk Replacement 50/50 Program:
In the event that a particular section of sidewalk does not meet the replacement requirements,
and the resident whose property the sidewalk is located on wishes to have the section replaced
for aesthetic reasons, the Village will pay half of the cost of that replacement (dependent on
budget allocations). This cost is based on the current year bid prices utilizing the Village’s
contractor or own forces, whichever the case may be. In situations where the Village is not
repairing any sidewalks, or the repairs have already been completed, that section of sidewalk
will be added to next year’s replacement plan. In this situation, the Village may also elect to
make the repair utilizing its own forces and bill the resident for their half of the cost. Under no
circumstances will a resident be able to replace the sidewalk on their own, and bill the Village
for half of the cost.
•
•
•

Citizen notification
Employee notification (e.g., found in the course of their workday)
Scheduled systematic inspection reports

The Public Works Department will follow up on all citizen and employee notifications of sidewalk
conditions and consider such reports when developing a repair or replacement schedule.
Employees who identify sidewalk conditions outside the scheduled inspection cycle must notify
the Public Works Department for follow-up.
Follow up to Notification of Sidewalk Conditions
The Public Works Department will follow up on all notifications of sidewalk conditions, both
planned and unplanned.
Scheduling Repairs and Replacements of Sidewalks
Assuming there are sufficient resources, the Village, by and through the Public Works
Department, may elect to effectuate temporary repairs to an identified sidewalk condition until
permanent repairs can be made.
Alternatively, the Village may elect to designate a sidewalk condition for “removal and
replacement” using its resources or, budgetary constraints permitting, those of an outside
66

contractor. Should the condition be designated, the Village, by and through the Public Works
Department, has the discretion to schedule the contemplated work for the same fiscal year that
the condition(s) was (were) so identified or for a future fiscal year.
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SIDEWALK INSPECTION FORM
Name of Inspector:
Date:
Approved By:
Date:
Date

Location

Description of Condition Recommended
(Red, Yellow, Green)
Disposition

Action Taken

Designated sidewalk inspections should be completed using this evaluation chart.
Condition Type
Vertical Displacement /
Sideslope
Settlement
Red
Greater than 2”
Greater than 2” per foot (e.g. tree root)
Yellow
Between 1” – 2”
Between 1-2” per foot
Green
Less than 1”
Less than 2” per foot
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4.4. Qualifications-Based Selection
The Village of Northfield receives federal funds, which may be used to fund engineering and
design related consultant services. Our written policies and procedures as described herein for
Qualifications-Based Selection (“QBS”) will meet the requirements of 23 CFR 172 and the Brooks
Act.
1. Initial Administration – The Village of Northfield’s QBS policy and procedures assigns
responsibilities to the Department of Public Works, the Finance Department, and the
Village Manager within The Village of Northfield’s organization for the procurement,
management, and administration for consultant services.
2. Written Policies and Procedures – The Village of Northfield believes their adopted QBS
written policies and procedures substantially follows Section 5-5 of the Bureau of Local
Roads and streets (“BLRS”) Manual and specifically Section 5-5.06(e), therefore; approval
from the Illinois Department of Transportation (IDOT) is not required.
3. Project Description – The Village of Northfield will use the following five items when
developing the project description and may include additional items when unique
circumstances exist.
• A general description of the need, purpose, and objective of the project;
• Identification of the various project components;
• A desired timetable for the effort;
• Identification of any expected problems
• The anticipated total project budget.
4. Public Notice – The Village of Northfield will post an announcement on our website
https://www.northfieldil.org. The item will be advertised for at least 14 days prior to the
acceptance of proposals, and on continuous display on our website.
5. Conflict of Interest – The Village of Northfield will require consultants to submit a
disclosure statement with their procedures through the use of the IDOT “BDE DISC 2”
Template as the conflict of interest disclosure form.
6. Suspension and Debarment – The Village of Northfield will use the Federal System of
Award management (SAM) exclusions, IDOT’s Chief Procurement Officer (CPO) website,
and the three other state or Federal CPO’s websites to verify the eligibility of firms short
listed and selected for projects.
7. Criteria and weighting per the Village of Northfield’s QBS procedures:
Technical Approach (10 - 30%)
Firm Experience (10 - 30%)
Specialized Expertise (10 - 30%)
Staff Capabilities (Prime/Sub) (10 - 30%)
Work Load Capacity (10 - 30%)
Past Performance (10 - 30%)
66
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Local Presence*
Participation of Qualified and Certified DBE Sub-consultants*
(* The combined total of these two items cannot exceed 10%)
Price and cost related items, including cost proposals, direct salaries/wage rates; indirect
costs (overhead), and other direct costs shall not be used as a factor in the evaluation,
ranking, and selection. Any sealed cost proposals submitted in response to the
announcement will be returned to the sender unopened.
8. Selection – The Village of Northfield requires a three person selection committee.
Typically the selection committee members include the Director of Public Works, the
Finance Director, and the Village Manager. The selection committee members must
certify that they do not have a conflict of interest. Selection committee members are
chosen by the Village Manager for each project. The Village Manager will determine if
interviews will be required for each project. The Village of Northfield requires each
member of the selection committee to provide an independent score for each proposal
using the form below prior to the selection committee meeting.
Criteria
Criterion 1
Criterion 2…
Criterion X
Total

Weighting

Points

Firm 1

Firm 2…

Firm X

100%

The selection committee members’ scores are averaged for a committee score which is
used to establish a short list of three firms. The committee score is adjusted by the
committee based on group discussion and information gained from presentations and
interviews to develop a final ranking. If there are other firms within 10% of the minimum
score, the Village Manager may choose to expand the short list to include more than three
firms.
9. Independent Estimate – The Village of Northfield will prepare an independent estimate
for the project prior to contract negotiation. The estimate shall be used in the negotiation.
10. Contract Negotiation – The Village of Northfield requires a two-person team to negotiate
with firms. The team typically consists of the Director of Public Works and the Finance
Director. Members of the negotiation team may delegate this responsibility to staff
members. If a contract cannot be negotiated with the selected consultant, the team shall
attempt to negotiate a contract with the second-ranked consultant. If this negotiation
also fails, the Village of Northfield shall re-commence the QBS process.
11. Acceptable Costs – The Village of Northfield requires the Finance Director to review the
contract costs and the indirect cost rates to assure they are compliant with Federal cost
principles prior to submission to IDOT.
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12. Invoice Processing – The Village of Northfield requires the Finance Director to review and
approve all invoices for any project using federal funds prior to payment and submission
to IDOT for reimbursement.
Project Administration – The Village of Northfield requires the selected Project Manager to
monitor work on the project in accordance with the contract and to file reports with the Director
of Public Works, who will determine compliance with the conditions, and specifications of the
contract. The Village of Northfield’s procedures require an evaluation of the consultant’s work at
the end of each project. These reports are maintained in The Village of Northfield’s consultant
information file. The Village of Northfield follows IDOT’s requirements and the required
submission of BLRS Form 05613 to the IDOT district at contract close-out along with the final
invoice.
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4.5. Water Meter Removal and Testing in the Event of a Disputed Billing or Complaint
The purpose of this policy is to establish guidelines for the removal and testing of water meters
in the event of a disputed billing where the resident contestsbelieves that a high or low bill is a
result of a faulty meter.
All tests shall conform to the American Water Works Association (AWWA) standards on water
meter testing and maintenance.
1. Policy
1. The meter in question shall be removed by an independent water meter contractor of the
Village’s choice.
2. A temporary meter shall be installed at the location for the duration of time that the
meter in question is being tested. Water consumption during this time will be added to
the next quarterly billing.
3. In the event thatIf the water meter in question meets the criteria set forth in Section II2
(#3 and #4) of this policy, the replacement water meter shall become the new meter for
that location.
4. The meter contractor will test the meter and provide a copy of the results to the
complainant and the Village.
2. Testing Results
1. Once the meter has been tested; there are, three possible results that can be reported.
The meter can meet the AWWA standard; the meter can register higher than the AWWA
standard; or the meter can register lower than the AWWA standard.
2. If the test results indicate that the meter’s accuracy meets the AWWA standard, the
meter shall be reinstalled by the meter contractor. The complainant shall bear the
expense of this procedure shall be borne by the complainant.
3. If the test results indicate that the meter is registering at a rate which is higher rate than
the AWWA standard, the Village of Northfield shall be responsible for the cost of the
66
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procedure and will adjust the complainantscomplainant’s previous quarterly billing to
reflect the discrepancy.
4. If the test results indicate that the meter is registering at a rate whichthat is lower than
the AWWA standard, the complainant shall be responsible for the cost of the procedure
and the Village of Northfield will adjust the complainantscomplainant’s previous quarterly
billing to reflect the discrepancy.
3. Exclusions
1. This policy shall not apply in situations where there are visible signs of tampering.
Visible signs of tampering include, including but are not limited to: the separation or
removal of the lead seal andany seals, alarms, or actual physical damage to the meter
itself or remote meter system.
In situations where tampering has been determined, administrative and/or legal action may be
pursued in accordance with the Village Code.
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5.1. Annexation to the Village
The Village Board carefully considers policies and actions relating to boundaries and annexations,
as these affect the community tax base, the ability to deliver services to residents, and the long
term social and financial well-being of the community. Therefore, the following annexation
policy has been developed in an effort to assure orderly growth and development of the Village
by achieving annexation of unincorporated areas adjacent to and within the boundary of the
Village.
Policy:
1. It is the policy of the Village Board to encourage annexation of unincorporated areas lying
adjacent to and within the boundaries of the Village.
2. The Village Board will encourage annexation of these unincorporated properties on a
voluntary basis. A majority (2/3rds) of the owners of the proposed annexed homes
mustproperties should agree to the annexation. The Village may use a different method
of determining a sufficient percentage of property owners if it deems such an alternative
method to be more equitable.
3. The Village will attempt to work with organized homeownerproperty owner associations
rather than individuals whenever possible.
4. The Village Community Development Director will be prepared to provide expeditious
background and procedural information for any association or individual inquiring about
annexation.
5. The Village staff will assist those desiring to annex by providing all information concerning
zoning, and the necessity and cost of extending Village services. Staff will also assist the
petitioners in bringing their proposals before any Board or commissions (e.g., Zoning
Board of Appeals, Plan and Zoning Commission, etc.) that may be necessary.
6. The Village Board will provide cost-shared assistance to petitioners for matters such as
engineering advice fornot take over private utilities (e.g., storm sewers, water mains,
streets, etc.).until it meets the standards set forth in the Village’s Public Private
66

Formatted: Justified, Indent: Left: 0"
Formatted: Justified
Formatted: Underline

Formatted: Justified, Indent: Left: 0.25", Numbered +
Level: 1 + Numbering Style: 1, 2, 3, … + Start at: 1 +
Alignment: Left + Aligned at: 2.25" + Indent at: 2.5"

Formatted: Font: Bold, Underline
Formatted: Font: Bold, Underline

Infrastructure Improvements Policy. The Village Attorney will advise the Board on the
necessary legal requirements for the annexation at no additional charge to the
petitioners. The BoardVillage will also review, on a case by case basis, various financial
options to assist these individuals in financing the cost of the utility improvements
necessary for annexation. InFor appropriate cases, the Village will provide limited incourt services of the Village Attorney for court supervised annexations.
7. The homeowners are responsible for:
a. Providing to the Village Board appropriate evidence of support for the annexation by
the affected parties,
b. Preparing, with the help of the Village Attorney, the necessary petition of annexation
and plats for the area to be annexed,
c. Obtaining and paying contractors to perform any work necessary to bring utilities up
to Village standards. This will include all private connection work between the house
and the particular utility,
d. Continuing maintenance of any roads or other utilities not dedicated to the Village,
e. The execution of appropriate covenants requiring eventual compliance, if certain
code requirements are initially waived by the Village.
f. Any costs associated with a special district to which ongoing taxes or expenses may
be required.
8. The Village Board in its discretion may permit an extended schedule for the phase out of
septic systems so long as such systems meet the requirements promulgated by the Village
of Northfield and the Illinois Department of Public Health. All expenses related to hookup
to the inspected sanitary sewer system are the homeowners.
9. If persons desire annexation, but face legal infirmities such as contiguity to the
Village, the Village will consider a Pre-annexation Agreement whereby the area may
become part of the Village of Northfield when the infirmity is removed. It is
possible, through such Pre-annexation Agreements, to provide for immediate access
to Village services such as water, sewer, police, fire/rescue, etc. on a predetermined
fee basis. Any cost of extending sewer and water to such an area would be borne by
the users. Future hookups by persons not participating in the original cost would be
subject to a recapture agreement.
Upon annexation of any such property, the Village will encourage residents of such areas to
become fully and actively involved with the community through participation in planning for their
neighborhoods, service on Village Boards and Commissions, and other community activities.
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5.2. Badges Issued to Independent Contractorsand Village Identification Cards
It is the policy of the Village of Northfield to issue badges to certain independent contractors of
the Village who are invested with a limited measure of enforcement authority.
The following independent contractors may be issued a badge: Police Department Social
Worker or Psychologist, and Health Inspector.
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It is the policy of the Village that badges be used only during the course of such independent
contractor’san employee’s performance of his or her official duties, and then only as needed to
identify the independent contractorthem to the public as a duly empowered Village
representative. When displaying such a badge for
Other Village employees, independent contractors, and elected and appointed officials will be
issued a Village identification purposes, the independent contractor shall inform the individual
to whom he or she is presenting identification of their affiliation with the Villagecard on an asneeded basis.
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Such badges should never be used to imply that the independent contractor is authorized to:
act as a Police Officer; to effect an arrest; or to detain, search, or question an individual.
It is completely improper to display such a badge or identification card while off –duty, as it is or
to display the badge or identification card in an attempt to influence, gain favor, or to avoid being
ticketed, charged, or detained by a law enforcement officer of any jurisdiction. Badges and
identification cards must be returned upon termination of the individual’s association with the
Village. Any misuse of a badge covered by this policyor identification card shall be considered
grounds for severing the Village’s relationship with the independent contractordisciplinary
action.
Badges must be returned upon termination of the independent contractors association with the
Village.
5.3. Block Parties
The Village believes that the community activities sponsored by the residents of a block are
beneficial to the neighborhoods of the Village of Northfield. To that end, the following guidelines
are established for regulating and granting permission for safe block parties:
No person shall hold a block party upon the public streets of the Village without first obtaining
written permission therefore from the Village Manager, subject to the following rules and
regulations:
1. Permission may be granted for the closing of one block of a local public street, both sides
of which block are largely residential. The block may remain closed for a single period not
to exceed eight hours, if the Manager determines that the block party is of such type, size,
and duration that:
a. It would not substantially interfere with the safe and orderly movement of traffic
or emergency vehicles in the area;
b. It would not create an imminent danger or similar disorder; or
c. It is not to be held for an unlawful purpose.
2. Before permission shall be granted, the residents of said block shallA request permission
from theletter should be submitted to the Village Manager by letter signed by an adult
66
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resident who represents the residents of the block, not less thana minimum of seven
days prior to the requested block party, setting forth the following facts:
The including the date and time of the block party (with a rain date, if desired),
2. The and the name of the street upon which the block party is to be held, specifying by
name the street boundaries of the requested block of that street.
3. The residents of the said block shall erectplace barricades as approved by the Village’s
Public Works Department, to be placed at the boundary intersections of the block. Said
barricades will be delivered to the home of the applicant the last business day before the
scheduled block party. Such barricades shall be placed so that they do not interfere with
the movement of traffic on the boundary streets of the block. The barricades shall be
moveable, so that emergency vehicles may enter the block if necessary. The barricades
will be picked up from the applicant’s home the next business day following the block
party.
4. Upon granting permission to residents for a block party, the Village Manager shall notify
the Chief of Police, the Fire Chief, and the SuperintendentDirector of Public Works of the
dates, time, and location of such party.
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5.4. Social Messaging on Village Property, Proclamation
1. General
The Village recognizes that there are occasionally non-governmental special events or holidays
that individuals and groups in the community would like recognized by the Village of Northfield.
Individuals and groups may make requests of the Village Board for a Resolution/Proclamation,
use of the Community Events Sign, and/or use of Light Pole Banners. The Village Board reserves
the right to determine which observance the Village will recognize through these three separate
outlets.
o
Requests The policy establishes guidelines for the display of events on the Village’s Community
Events Sign located at the northwest corner of Willow Road and Central Avenue.
Guidelines:
- Use of the Community Events Sign will be limited to Village-oriented not-for-profit
groups who send a letter (or email) to the Village Manager requesting use of the sign to
promote a scheduled event, meeting, or program and which includes the time, place,
and duration of the event or services provided. Banners may not contain language
tending to promote a commercial or noncommercial purpose or political or religious
position.
should be made a minimum of three months prior to the planned celebration to allow time for
formal Board consideration, posting of any necessary sponsorship funds, and the production and
posting of banners.
Village Board approvals are in place for one year. Requestors will need to re-submit annually for
Board approval. As part of that process, the Board may waive or reduce any sponsorship fee if
the prior year’s banners are in good shape and can be reused.
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2. Use of Community Events Sign and Light Poles:
1. Community Events Sign:
-a. Access to the Community Events bannersSign will generally be postedgranted on a
first-come, first-serve basis. Banners , and the banners or posters may be
displayed for a maximum of two weeks prior to the event and must be removed
the next business day after the event. Additional . However, more or less time
may be grantedassigned by the Village Manager based on a reviewthe duration of
the circumstances. Also, ifevent and the availability of space. If the demand for a
particular time period is too heavy, the two- week maximum may be reduced to no
less than one week prior to the event to accommodate additional requests.
Banners shall be limited in size to the requirements as stated on the attached
specification sheet. No more than three (3) banners are permitted toshall be
displayed at one time.
-b. EventAll banners are to be developed and paid for by the community group. The
bannersapplicant. Banners shall be professionally prepared and every effort
should be made to make the banner as attractive as possible and all banners must
complyin compliance with the attached banner specifications.standards set forth
on the Village’s banner specification sheet.
-c. Each group isApplicants are responsible for delivering their banner to the Public
Works/Fire-Rescue Building, 1800 Winnetka Road, at least one week prior to the
date scheduled for display. Due to space restrictions at the facility, banners must
be picked and picking them up no later than 60 days following the last day of
display. Banners cannot be stored from year to year. The Village isshall not be
held responsible for bannersany banner left after 60 days and will not store
banners from year to year.
d. Only the Village of Northfield Public Works Department is authorized to install or
remove approved event banners.
e. Banner specifications and applications can be found on the Village’s website.
2. Light Pole Banners:
a. The detailed design for any light pole banners must be submitted and approved by
the Board with their Resolution/Proclamation request. If approved, up to eight
banners could be installed in the Village Center.
b. To ensure hanging banners are cost-neutral for the Village, there is a $250/per
light pole banner sponsorship required. All sponsorship funds must be received by
the Village no less than 45 days prior to the proposed banner installation date.
c. Access to the light pole banners will generally be granted on a first-come, firstserve basis, and the banners may be displayed for up to one month, with only one
celebration allowed in any month.
d. Applicants are responsible for delivering their banners to the Public Works/FireRescue Building, 1800 Winnetka Road, at least one week prior to the date
scheduled for display and to pick them up no later than 60 days following the last
day of display. The Village shall not be held responsible for any banner left after
60 days and will not store banners from year to year.
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e. Only the Village of Northfield Public Works Department is authorized to install or
remove banners.
f. Banner specifications and applications can be found on the Village’s website.
3. Village Board Resolutions/Proclamation: Individuals or groups requesting Village Board
approval of a proclamation/resolution to commemorate a certain event or social message
must submit a written request, along with a proposed message, to the Board.
5.5. Donations to the Village
No Board Member, Commission Member, volunteer representing the Village, or Village Employee
(the “Village”) may solicit donations from residents and businesses. This Policy shall not apply to
the annual fundraising events hosted by the Northfield Fire-Rescue Association.
From time to time residents and businesses may offer donations to the Village in recognition of
special circumstances. While itIt is not the intent of this policy to encourage or solicit such
donation activity, the Board would like to establish a mechanism to permit a resident or business
to makethose voluntary donations to the Village.
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Policy:
No Board member, Commission member, volunteer representing the Village, or Village
Employee (the “Village”) shall solicit donations for any municipal service. This Policy shall not
apply to the annual fundraising efforts of the Community Life Commission for human services
or the Northfield Fire-Rescue Association’s charitable drives.
Exception:
Neither the Village nor any employee shall accept a gift in violation of the State of Illinois Gift
Ban Act or the Village of Northfield Ethics Ordinance.
If food, such as baked goods or candy is given to a Village staff member, that food shall be opened
in a Village facility and made available to the entire staff. No gift cards or cash for the purchase
of such food may be accepted.
Procedures for Accepting Donations:
i.1. Only the Village Manager may accept a donation on behalf of the Village. In the event
that a resident or businessany person expresses to an employee a desire to make such a
donation, the employee shall immediately notify his/her Department Head, who shall in
turn notify the Village Manager.
ii.2.The Village Manager shall contact the interested donor for the completion of a “Donation
Form” (attached). Once completed, the Village Manager, Finance Director, and
appropriate Department Head shall evaluate whether it is in the best interests of
Northfieldthe Village to accept the donation.
iii. The Village Manager shall notify the Village President and Board of
Trustees of the request to donate. The Board shall be given the
opportunity to comment on the donation.
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iv.
3. The Village Manager shall notify the donor in writing of the acceptance or refusal of the
donation. In the event that the donation is more appropriate for another group, the response
may also include a suggestion of another governmental or not-for-profit agency that may be able
to use the donation.
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Donation Form
Village of Northfield
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Date: ________________________
Donor name: _______________________________________________________________
Donor address: ______________________________________________________________
Description of donation: ______________________________________________________
___________________________________________________________________________
Where you want donation to be used: ___________________________________________
___________________________________________________________________________
I represent that the Village did not solicit this donation and recognize that the Village does not
verify the value of non-cash donations.
______________________________
Signature of donor

__________________________
Date

Return this form to:
Village Manager, Village of Northfield, 361 Happ Road, Northfield IL 60093

Office Use:
_____ Donation accepted

_____ Donation refused

_______________________________
Village Manager

________________________________
Finance Director
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________________________________
Date
Formatted: Font: Not Bold, No underline, Not Highlight
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5.6. Honoring Private Covenants
5.6. Honoring Private Covenants
The following policy is set forth as a guide in dealing with decisions regarding private
restrictions and covenants on land and improvements to land.
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“It is hereby declared to be the policy of the Village of Northfield that it will not use its permit
authority to enforce private restrictions and covenants on land and improvements to the land.
This policy statement shall not prevent the Village from using its discretion to recognize such
private covenants when public policy so demands or when to do so is clearly in the best interests
of the health, safety, and welfare of the community as a whole.”.
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5.7. Designated Off -Street Parking Areas in Village Rights-of-Way
Off -street parking areas may be established in the Village’s rights-of-way in accordance with the
following standards:
1. The street must not have curbs or gutters.
2. The width for parking between the street and the grass on the right-of-way shall be no
greater than 10 feet widebeyond the pavement.
3. The resident may put downonly install gravel only on the right-of-way for parking a
vehicle.
4. The area may be “boxed” out with such materials as railroad ties, wood, or metal edging
to hold inkeep the gravel in place.
5. Excavation may not be done to the right-of-way, but gravel may be placed on the existing
grade. However, ifIf the Village needs access to the right-of-way, the Village will only be
responsiblehave no responsibility for restoring the area back to its original composition
and up to the lawn area..
6. Trees or bushes may not be cut down/removed in order to make room for parking on the
Village right-of-way and a minimum distance of six feet must be maintained away from
all parkway trees.
7. Off-street parking may not negatively impact stormwater systems or drainage.
7.8.
Prior to any installation, a letterVillage approval must be secured. A written
request must be submitted to the Village’s Public Works Department detailing the
proposed location and use for review and approval.
9. The requestor must provide a hold harmless acknowledgement satisfactory to the Village
Attorney
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5.8. Public Way Use Policy
It is the policy of the Corporate Authorities of the Village of Northfield, and indeed, in the
Illinois common law, to recognize the existence of a presumption against the private use of
public property. It is the further policy of the Village Board that such presumption may be
overcome only upon proof of a demonstrable, compelling need for private use.
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Upon proof of such compelling need, as determined solely by the Village Board, the private use
of public property shall require a license agreement approved by the Village Board. The Village
shall consider, among other matters, the impact on surrounding properties with regards to
storm water runoff, screening, noise, light intrusion, access to public property, public liability
and any other relevant considerations. Driveways, mailboxes, private street signs, and sprinkler
systems shall be exempt from such license requirements; provided they are installed in
compliance with all existing Village regulations and this policy.
Every License Agreement shall be subject to the review and approval of the Village Board and
shall, at a minimum, be subject to the following conditions:
•1. Drainage: The Licensee shall not regrade, fill, block or otherwise change the existing
drainage patterns on the public property nor remove any trees or shrubs on the public
property, without submitting detailed a written description and engineering justification
for such changes. The Village may require any additional documentation it deems
appropriate in order to determine the advisability of such changes.
•2. Right of Access: The Village shall retain the right of access to the site at all times, with or
without prior notice.
•3. Structures and Plantings: No structure, as defined in the Village Zoning Code, shall be
erected or placed on public property except after a duly published public hearing before
the Village Board. The Licensee shall not install any structures, plantings or other
improvements on the site that are not expressly set forth in the license agreement or
associated exhibits. This shall include, but not be limited to fences, electronic fences,
sheds, pools, patios, decks, tennis courts, parking areas, walkways, drainage lines, play
equipment, lighting, or irrigation systems. Even if noted in the license agreement, every
structure or improvement is subject to Village Code requirements.
•4. Maintenance: The Licensee shall, at its own expenses and at all times, be responsible for
maintaining the property in good condition and free from litter and debris.
•5. Village Not Liable: Any work, structures or personal property allowed on public property
will be at the sole risk of the owner. The Village shall not be liable for any damage that
may occur to such work, structure or personal property.
•6. Release and Hold Harmless: The Licensee must agree to protect, indemnify, save and
hold forever harmless the Village of Northfield and its officers, current/past/future
appointed and elected officials, President and Board of Trustees, employees, volunteers,
attorneys, engineers and agents (the “Village Affiliates”) from and against any and all
liabilities, obligations, claims, damages, penalties, causes of action, costs and expenses
brought by any person or entity, including but not limited to, Licensees and their
employees, contractors, subcontractors, volunteers, agents and invitees arising out of,
66
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connected with, or in any way associated with Licensees’Licensee’s use of the Licensed
Premises, any of the Licensor’s Property, or with the License Agreement.
•7. Waiver of Claims: The Licensee must waive and relinquish any and all claims or causes of
action of any kind that it or its officers, officials, employees, contractors, subcontractors,
volunteers, agents, and invitees may have against the Village and the Village Affiliates
arising out of or relating to the Licensee’s business, Licensee’s use or the public’s use of
the Village Property or the areas used for activities associated with the Licensee’s
business, or any matters arising out of or relating to matters covered under this
Agreement.
8. Insurance: The Licensee must maintain insurance with personal injury and death
coverage in an amount not less than $1,000,000. The Village Board may waive this
requirement for single family residences.
•
•9. Right to Terminate: The Village shall have the right upon 60 days written notice, to
terminate the agreement at any time. Upon such notice, Licensee shall re-deliver the
site to the Village and shall remove any structures or personal property and return the
site in good condition.
•10.
Compliance with Law: The Licensee shall comply with all applicable federal,
state and, county, and local regulatory authorities with respect to the installation of
improvements on the site.
11. Vote: No license agreement shall be entered into by the Village except on the
affirmative vote of at least four members of the Village Board. The Village Board must
make a specific finding, based on a staff report, that some tangible public purpose will
be served by entry into the license agreement.
12. Private Street Sign: No license shall be required but all such signs must comply with the
following standards:
• If placed in an intersections sight visibility triangle, the area between 30"-60"
above grade must remain open to prevent visibility issues.
• Signs shall be no taller than 10’5” above grade.
• The sign face shall not exceed 10.5 square feet.
• The minimum height for the street name is 4 inches for uppercase letters and 3
inches for lower case letters.
• Signs must be maintained in good condition and replaced or repaired when
dented, chipped, faded, or otherwise deteriorated or damaged.
• Any landscaping placed within an intersections sight visibility triangle must be
either lower than 30" at maturity or start its leafing structure above 60" from
grade to prevent visibility issues.
66
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•
•
•

Hardwired lighting is prohibited and only solar-powered illumination is permitted
No permit is required for private street signs.
Existing signs shall be considered “legal non-conforming signs” and will be
exempt from the height and size requirements but shall conform to the
maintenance and site visibility requirements. If a legally non-conforming sign is
replaced the new sign must conform to all Policy standards.

5.9. Social Media Policy
The intended purpose behind establishing Village Social Media sitesaccounts is to disseminate
information from the Village, about the Village, to its citizens. The Village has an overriding
interest and expectation in deciding what is “spoken” on behalf of the Village on Village Social
Media sitesplatforms.
For purposes of this policy, “Social Media” is understood to be content created by individuals,
using accessible, expandable, and upgradable publishing technologies, through and on the
Internet (“Social Media”). Examples of Social Media sitesplatforms include, but are not limited
to, Facebook, blogs, MySpace, RSS, YouTube, Second Life, Twitter, LinkedIn, Delicious, Four
Square, YouTube, Instagram, Pinterest, Google+, SnapChat and FlickerNextdoor. For purposes
of this policy, “comments” include information, articles, pictures, videos, or any other form of
communicative content posted on a Village Social Media siteaccount.
The establishment and use by any Village department of Village Social Media sitesaccount are
subject to approval and management by the Village Manager or his or her designees. Village
Social Media sitesaccounts should make clear that they are maintained by the Village and that
they follow the Village’s Social Media Policy.
The Village Manager or his or her designee reserves the right to restrict or remove any content
that is deemed in violation of this Social Media Policy or any applicable law. The Village will
approach the use of Social Media tools as consistently as possible, enterprise wide.. Employees
representing the Village government via Village Social Media sitesaccounts must conduct
themselves at all times as a representative of the Village and in accordance with all Village
policies.
All Village Social Media sitesaccounts shall adhere to applicable federal, state and local laws,
regulations and policies, and as such are subject to the Freedom of Information Act. Any
content maintained in a Social Media format that is related to Village business, including a list
of subscribers, posted communication, and communication submitted for posting, may be a
public record subject to public disclosure. Any content removed based on these guidelines
must be retained by the Public Information Coordinator for a reasonable period of time,
including the time, date, and identity of the poster, when available.
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Comments on topics or issues not within the jurisdictional purview of the Village may be
removed. The Village does not endorse any links or advertisements that may show up on Social
Media sitesaccounts.
Formatted: Font: Not Bold

Comment Policy
This Comment Policy is to The following will be includedposted on all Villagethe Village’s Social
Media sitesaccounts as feasible to ensure users are aware of the Village’s policies:
The Village’s Social Media sitesaccounts serve as a limited public forum and all content
published is subject to monitoring. By posting or commenting on the Village of Northfield’s
Social Media, you (as a user of the Village’s Social Media site) agree to the terms of use of the
Village’s Social Media Policy, as provided herein.
A. As a public entity, the Village must abide by certain standards to serve all its
constituents in a civil and unbiased manner.
B. The Village’s Social Media sitesaccounts are intended to be “family -friendly,” so please
keep your comments clean by following these simple rules. In addition to keeping it
family -friendly, we require that you follow our posting guidelines. Please note that we
utilize Facebook’s automatic content filtering feature. All Village of Northfield Social
Media content is subject to monitoring.
C. The intended purpose behind establishing Village of Northfield Social Media
sitesaccounts is to disseminate information from the Village, about the Village, to its
citizens.
D. Comments containing any of the following inappropriate forms of content shall not be
permitted on Village Social Media sitesaccounts and are subject to removal and/or
restriction by the Public Information Coordinator or his/her designees:
a.i. Comments not related to the original topic, including random or unintelligible
comments; profane, obscene, violent, or pornographic content and/or language;
b.ii. Content that promotes, fosters, or perpetuates discrimination on the basis of race,
creed, color, age, religion, gender, or national origin;
c.iii. Defamatory or personal attacks;
d.iv. Threats to any person or organization;
e.v. Comments in support of, or in opposition to, any political campaigns or ballot
measures;
f.vi. Solicitation of commerce, including but not limited to advertising of any business
or product for sale;
g.vii. Conduct in violation of any federal, state, or local law;
h.viii. Encouragement of illegal activity or comments intended to incite violence;
i.ix. Information that may tend to compromise the safety or security of the public or
public systems;
j.x. Content that violates a legal ownership interest, such as a copyright, of any party;
k.xi. Harassment or content which constitutes and/or facilitates stalking;
l.xii. Content whichthat violates the right to privacy;
m.xiii. Repetitive content;
66

Formatted: Indent: Left: 0.25", Numbered + Level: 2 +
Numbering Style: A, B, C, … + Start at: 1 + Alignment: Left +
Aligned at: 0.75" + Indent at: 1"

Formatted: Indent: Left: 0.75", Numbered + Level: 3 +
Numbering Style: i, ii, iii, … + Start at: 1 + Alignment: Right
+ Aligned at: 1.38" + Indent at: 1.5", Tab stops: 1.38",
Left

n.xiv. Comments which may reasonably interfere with, inhibit, or compromise law
enforcement investigations, police tactics, police responses to incidents and/or the
safety of police staff and officers;
o.xv. Posts or comments that contain any external links.
E. A comment posted by a member of the public on any Village Social Media siteaccount is
the opinion of the commentator or poster only, and publication of a comment does not
imply endorsement of, or agreement by, the Village, nor do such comments necessarily
reflect the opinions or policies of the Village.
F. The Village reserves the right to deny access to Village Social Media sites for any
individual, who violates the Village’s Social Media Policy, at any time and without
prior notice.
G.F.
Comments posted to the Village’s Social Media will be monitored and
inappropriate content as defined above will be removed as soon as possible and without
prior notice. Please note, the Village utilizes a Facebook setting that will automatically
hide a comment if profanity is used within the post.
H.G.
If you are in an emergency situation and need to contact the Police Department,
call 911 and ask for assistance. While comments posted on the Village’s FacebookSocial
Media page are monitored, posting a comment or sending a message is neither the
recommended nor best way to contact the Police Department.
I. When a Village employee responds to a comment, in his or her capacity as a
Village employee, the employee’s name and title should be made available, and
the employee shall not share personal information about himself or herself, or
other Village employees.
J.H. All comments posted to any Village Facebook siteSocial Media platform are bound by
Facebook’s Statement of Rights and Responsibilities and Community Standards.that
platform’s guidelines and standards. The Village reserves the right to report any
violation of Facebook’s Statement of Rights and Responsibilities and/or Community
Standards to Facebookthese guidelines to the platform with the intent of Facebooksaid
platform taking appropriate and reasonable responsive action.
K.I. By posting or commenting on the Village’s Social Media platforms you agree to the
Village’s terms of use. You participate by your own choice, taking personal responsibility
for your comments, your username, and any information you provide therein.
Personal Use by Village Employees
All Village employees may have personal Social Media sitesaccounts. Village employees shall
not share work -related information and/or information related to Village business on personal
Social Media sitesaccounts and shall avoid mixing their professional information with their
personal information.
Village employees shall not use their Village e-mail account or password in conjunction with a
personal Social Media siteaccount. Nor shall a Village employee be compelled as a condition of
employment to disclose to the Village their user name and password for personal Social Media
sitesaccounts. Nothing herein precludes the Village, as an employer, from requiring or
requesting a Village employee to disclose a username, password, or other method for the
66
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purpose of accessing an employer-issued electronic device and/or any employer-issued Social
Media or e-mail account.
Village employees, unless specifically authorized by the Village to do so, are not authorized to
speak on behalf of the Village and shall not post comments or opinions without also clarifying
that the information being presented is on their personal behalf and it does not represent the
position of the Village.
If Village employees who decide to have a personal Social Media siteaccount and comment on
posts about official Village business, they must state their name and, if relevant, role, and use a
disclaimer such as: “TheThese postings on this site are my own and don’t reflect or represent
the opinions of the Village for which I work.”
Village employees who are authorized to speak on behalf of the Village shall identify
themselves by (1) Full Name; (2) Title; (3) Department; and (4) Contact Information, when
posting or exchanging information of Social Media forums, and shall address only issues within
the scope of their specific authorization.
Professional Use by Village Employees
Village Employeesemployees that comment on the Village’s Social Media sitesplatforms in their
personal and/or professional capacity are bound by the Comment Policy of the Village’s Social
Media Policy, stated herein.
All official Village-related communication through Social Media outlets shall remain
professional in nature and conducted in accordance with the Village’s communications policy,
practices and expectations.policies. Employees must not use official Village Social Media
sitesaccounts to conduct private commercial transactions or to engage in private business
activities.
Village employees should be mindful that inappropriate usage of official Village’s Social Media
sitesplatforms can be grounds for disciplinary action. If Social Media sitesplatforms are used for
official Village business, the entire Village site, regardless of any personal views, is subject to
best practices guidelines, and standards.
Only individuals authorized by the Village may publish content to an official Village Social Media
siteplatform. Employees representing the Village through social mediaSocial Media outlets or
participating in social media features on Village websites must maintain a high level of ethical
conduct and professional decorum. Failure to do so is grounds for revoking the privilege to
participate in Village Social Media sites, blogs, or other social media featuresplatforms.
Information must be presented following professional standards for good grammar, spelling,
brevity, clarity, and accuracy, and avoid jargon, obscure terminology, or acronyms. Village
employees recognize that the content and messages they post on social media websitesSocial
Media platforms are public and may be erroneously cited as official Village statements.
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Employees representing the Village government via Village Social Media sitesplatforms must
conduct themselves at all times as a representative of the Village and in accordance with all
Village policies.
Approval and Registration
All Village Social Media sites shall be (1) approved by the Public Information Coordinator; (2)
published using approved Social Media platform and tools; and (3) administered by the contact
or their designee.
Record Retention
Social media sitesplatforms contain communications sent to or received by the Village and its
employees, and such communications are therefore public records subject to the Federal
Freedom of Information Act. These retention requirements apply regardless of the form of the
record (for example, digital text, photos, audio, and video). The Village shall preserve records
pursuant to a relevant records retention schedule for the required retention period in a format
that preserves the integrity of the original record and is easily accessible.
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Retention of social media records shall fulfill the following requirements:
A. Social Media records are captured in a continuous, automated fashion
throughout the day to minimize a potential loss of data due to deletion and/or
changes onthrough the social networking site.
B. Social Media records are maintained in an authentic format (i.e. ideally the
native technical format provided by the social network, such as XML or JSON)
along with complete metadata.
C.
Social Media records are archived in a system that preservesplatform, thus preserving
the context of communications, including conversation threads and rich media, to ensure
completeness and availability of relevant information when records are accessed.
Social Media records are indexed based on specific criteria such as date, content type, and
keywords to ensure
D. Any comment that records can be quickly located and produced in an
appropriate format for distribution (e.g. PDF).
Each employee who administers one or more social networking sites on behalf of the Village
has self-service, read-only access to search and produce relevant social media records to fulfill
public information and legal discovery requests as needed
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Deleted Policies:
1. Burial of Overhead Utilities
Recognizing the importance of maintaining the residential nature of the community, the Village
of Northfield will strive to enhance the aesthetics of both residential and non-residential areas
through the burial of overhead power and communication cables.
Burial priorities are as follows:
1. Residential areasis deleted, shall be accorded priority, the burial of overhead cable will
be targeted for those neighborhoods in the greatest need; and
2. Priority among residential neighborhoods will be determined solely on the basis of
improvement to the Village as a whole. To the extent possible, the Village shall utilize
its franchise powers to accommodate the burial of such at no cost to the residents.
3. However, if it shall be deemed appropriate, the Village may opt for the payment of the
costs of bury in lieu of the utilization of the franchise burial credits. If “payment” for
burial of cable versus the burial of cable “credits” is exercised, the Village shall have the
right to assess a fee or approve a recapture ordinance with a future beneficiary to
recover this lost cost.
4. Except in exceptional circumstances involving other enhancements to the Village, the
burial of cable in non-residential areas shall be pursued only after all residential areas
have been accommodated.
5. If non-residential areas choose to pursue the burial of overhead cable, before its
designated time, those non-residential areas must provide for the cost of such burial.
6. The Village Manager shall provide a report to the Village Board for comments prior to
any burial activity.
7. The President and Board of Trustees of the Village of Northfield will continue to pursue
other avenues of aesthetic enhancement to residential and non-residential areas.
2. Determining Rights-of-Way
In an effort to ensure consistency in determining necessary dedicated right-of-ways, the Village
Board of Trustees has created a policy that balances the future needs of the Village and the
present needs of residents. The Village understands the importance of maintaining necessary
right-of-ways for future roadway and intersection widening and placement of utilities, but also
recognizes the interest of property owners to minimize their loss of usable property.
The following procedures shall be used in determining the required dedicated right-of-ways:
1. The standard half right-of-way within the Village of Northfield, along County Highways,
except for areas adjacent to intersections, shall be 40 feet on each side of the
centerline. The Village will support all requests by the County for dedication to this
width. The Village will support all residents objecting to dedication requests in excess of
this width.
2. On parcels within 250 feet of the centerline of major intersections with other County,
State, or major Village roadways, the right-of-way dedication shall be 50 feet on each
66

side of the centerline. In areas where a major intersection improvement is anticipated,
a corner triangle, 25 foot by 25 foot, may also be required.
3. On lots which are at the corner of a local roadway and a County Highway, a 25 foot by
25 foot corner dedication will be required, in addition to the 40 foot half dedication.
The dedication of right-of-ways adjacent to Village roads will be handled administratively. The
Village will assist homeowners or developers who request a reduction in County or State rightof-ways (to the extent of the requirements specified above), by sending a letter in the name of
the Village President to the appropriate agency in support of the right-of-way reduction. The
Village realizes that this request for the reduction of the right-of-way is voluntary on the part of
the State or County. However, the Board believes the right-of-way requirements outlined
above are reasonable and represent a balance between the needs of the Village, the County,
and the State, and of the homeowners as well.
3. Electronic Messaging with Regard to Open Meetings Act, Freedom of Information Act, and
Local Records Act
This policy is to update the Village’s written procedure on the use of electronic messaging that
guides elected officials in complying with the requirements of the Open Meetings Act, Freedom
of Information Act, and Local preserved for the relevant record Records Act.
As elected public officials, members of the Village Board shall exercise caution when
communicating between and among themselves via electronic messaging services. This
includes, but is not limited to, electronic mail (e-mail), Internet web forums, and Internet chat
rooms. Electronic messaging is a form of communication that is governed by the Open
Meetings Act, which prohibits the discussion of public business by a majority of a quorum of
elected officials of a public body except at a duly noticed public meeting. Therefore, electronic
messaging should only be used in the following circumstances:
1. Messages from any one elected official to other elected officials where the receiving
recipients respond only to the originator.
2. Messages between elected officials where the discussion involves less than a majority of
a quorum of elected officials. (Note that this prohibition may be violated if a message is
passed sequentially from one member to another in a number equaling a majority of a
quorum).
3. Messages between the Village Manager or other Village staff and a trustee or the Village
President.
4. The communication of times, dates, and places of regular or special Village Board or
Committee meetings or other housekeeping matters; or
5. Responses to questions posed by members of the public, Village staff, or Village
employees.
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Under the Freedom of Information Act (FOIA), electronic messages that have been prepared by
or have been or are being used, received, possessed, or under the control of any public body
are generally deemed to be public records. As such, the messages may be subject to disclosure
in response to a FOIA request. Messages may also be subject to disclosure in the context of
litigation or in response to a court order. Further, under a binding opinion from the Illinois
Attorney General, electronic messages between officials pertaining to Village business will be
deemed to be public records even though they exist solely on computers or communication
devices owned by the elected officials. The fact that these records are not under the control of
the public body does not make them exempt from disclosure under FOIA.
Under the Local Records Act, any email that is in the possession of an elected official that
includes evidence of the Village’s business is to be retained in accordance with the Village’s
retention/destruction schedule.
Users should not have an expectation of privacy of any e-mail messages that involve Village
business. E-mail may be subject to inspection or examination in response to a subpoena or
discovery request in litigation or where there is a substantiated reason to believe that a period,
along with a notation as to the specific violation of the law or Village policy has taken place.
4. Equipment/Vehicle Replacement
It is the purpose of this policy to provide a fiscally responsible approach to equipment/vehicle
replacement and to maximize equipment/vehicle productivity and utilization without
compromising safety and to formalize the Village’s long-standing practice of continuously
evaluating its equipment.
Many factors will be considered before a piece of equipment or vehicle is considered for
replacement; any one factor can initiate the equipment/vehicle evaluation process, but each is
independent of the others. Since each vehicle is assessed on many elements including age, this
policy allows much greater flexibility for equipment/vehicle replacement.
The items that may/will be taken into consideration are: mileage; hours of operation; vehicle
condition; maintenance/repair history; special needs; future maintenance cost; necessity to
replace; actual replacement needs; lifetime operating costs; cost of ownership of new vs.
existing; cost of replacement vehicle; budget.
Reaching the threshold value of any one of the below-listed criteria initiates the evaluation
process. It does not mean, based only on reaching that threshold, that the vehicle will
automatically be replaced. It is at this point that the vehicle will be inspected and assessed.
THRESHOLD VALUES
CRITERION
Vehicle Age (Years)

LIGHT-DUTY

MED-HVY DUTY

8

3-4
66

OTHER
10

Mileage

60,000

75,000

6,000 hr

Body Condition

*A, *B, *C

*A, *B, *C

*A, *B, *C

Mechanical Condition

*A, *B, *C

*A, *B, *C

*A, *B, *C

*A: If repair costs exceed n% cost of replacement value, do not repair.
*B: If combined repair costs exceed n% cost of replacement vehicle, do not repair.
*C: Factors of repair costs include bringing the vehicle to mechanically sound and safe
conditions. (n% see attached evaluation form)
Reliability

Is the vehicle frequently out of service because of poor
condition, or because it is not appropriate for service
requirements?

Suitability to Assignment

Reassign if too much damage is caused by required use; keep
in assignment unless it is absolutely unsuited to the
assignment

Still Needed
If a vehicle is no longer necessary for intended assignment:
1. Reassign if applicable
2. Declare as surplus and dispose
Lifetime Operating Costs

Compare to costs of same-class vehicles. If average,
disregard. If considerably higher, investigate cause and
proceed accordingly.

The results of the evaluation will dictate the vehicle’s future. One of the following will occur:
1. Vehicle will remain in service, as-is;
2. Vehicle will remain in service, with repairs;
3. Vehicle will be replaced and then reassigned;
4. Vehicle will be replaced and removed from service (disposed);
5. Vehicle will be removed from service, not replaced.
Benefits from this policy:
i. Reduced capital expenditures;
ii. Greater return on investment;
iii. Highly-visible application of fiscal responsibility;
iv. Replacement vehicle specifications will match job requirements as
indicated by the requesting departments.
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This policy provides a very responsible balance between fleet requirements and budget
constraints. It encourages responsible management of resources, yet, allows the opportunities
to maintain our fleet needs for full, unimpeded performance of our core mission- the delivery
of high quality service to our residents.
5. Funeral/Surgery/Birth/Wedding Acknowledgement Policy for Village Board/Commission
Members
Village notices of Board/Commission member funeral/surgery/birth/wedding
acknowledgements will be coordinated through the Office of the Village Manager on behalf of
the Village of Northfield. It is the responsibility of the staff person serving as the
Board/Commission liaison to promptly notify the Office of the Village Manager of the details
regarding member-related births, weddings, surgeries, hospital stays, illnesses and deaths and
where to send the acknowledgement. The Village Manager’s Staff will be responsible for
making the appropriate arrangements.
Additional acknowledgements on a personal or Board/Commission basis may also be made;
however, if a cost is involved, that cost should be borne by the individual(s) or members making
the acknowledgement.
The following procedures apply to all Village Board/Commission members:
1. Wedding announcement congratulations: A note of congratulations will be sent to the
Board/Commission member, unless the member would prefer not to have such notice
be made by the Village.
2. Births, surgeries/hospital stays: A note expressing congratulations or get well wishes
will be sent in the case of births (whether the Board/Commission member is the
husband or wife), surgeries and sickness of a member. Wishes will be on behalf of the
Village Board, members of the Board/Commission on which the member sits, and the
entire Village staff (which incorporates all Departments).
3. Deaths or other losses in the family: A note of condolence will be sent in the case of the
death of a Board/Commission member or death of a member’s immediate family, unless
the Board/Commission member or member’s family prefers not to have such notice be
made by the Village.
4. Former Board/Commission members: In the case of births, surgeries/hospital stays, or
deaths of former Board/Commission members, a note will be sent to the former
members or surviving family from the Office of the Village Manager on behalf of the
Village Board and staff when a current address is provided.
6. Funeral/Surgery/Birth/Wedding Acknowledgement Policy for Village Employees
Village notice of funeral/surgery/birth/wedding acknowledgements will be coordinated through
the Office of the Village Manager on behalf of the Village of Northfield. It is the responsibility of
the Department(s) in which the employee(s) works to promptly notify the Office of the Village
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Manager of the details regarding employee-related births, weddings, surgeries, hospital stays,
illnesses, and deaths and where to send the acknowledgement. The Village Manager’s staff will
be responsible for making the appropriate arrangements and posting notice.
If the acknowledgement involves two Village employees in the same family who work in
different Departments, each Department must notify the Office of the Village Manager of the
birth, death, etc., so both Departments are recognized on the note.
Additional acknowledgements on a personal basis may also be made; however, if a cost is
involved, that cost should be borne by the individual employee(s) making the
acknowledgement.
The following procedures apply to all Village employees:
1. Wedding Announcement Congratulations: A note of congratulations will be send to the
employee, unless the employee would prefer not to have such notice be made by the
Village.
2. Births, Surgeries/Hospital Stays: A note expressing congratulation or get well wishes will
be sent in the case of births (whether the employee is the husband or wife), surgeries
and sickness of an employee. Wishes will be on behalf of the Department in which the
employee works and the entire Village staff (which incorporates all other Departments).
3. Deaths or Other Losses in the Family: A note of sympathy will be sent in the case of the
death of an employee, death of an employee’s immediate extended family, or to
members outside the immediate extended family unless the employee or employee’s
family prefers not to have such notice be made by the Village. Immediate extended
family includes the employee’s spouse, children, mother, brother, or sister.
4. Retired Employees: In the case of births, surgeries/hospital stays or deaths of retired
employees, a note will be sent to the surviving family from the Office of the Village
Manager on behalf of the Village and staff when a current address is provided.
7. Meeting Room Utilization Policy
The Village has developed the following policy with regard to a procedure for the use of Village
of Northfield facilities by Village Boards and Commissions, homeowners associations, and notfor-profit groups. It shall be Village policy that the groups utilizing its facilities do not
discriminate against persons with disabilities. Additionally, Village related activities take
priority over use of all available facilities.
Description of room available for outside groups: The Public Meeting Room is located at 360
Happ Road (directly across from the Village Hall). Parking is available in the evening in the
Orchard Lane municipal lot and the employee lot adjacent to and behind the 360 building. The
room holds 25-30 people.
The following procedures shall be used in determining the use of the Village designated
meeting room facility:
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-

Who may use: Village based community groups and other governmental entities/taxing
bodies may utilize the Village designated meeting room facility at times when it has not
been reserved by the Village, once the appropriate per meeting fee, key deposit,
contract forms, and certificate of insurance have been submitted.
- Processing of requests:
o The facility user should understand that its group may be “bumped” from use of
a meeting room should the Village require its use.
o
All meeting room users shall complete a “Contract for Use of Facility” and “Organization
Information” form (refer to attached) prior to the Village’s scheduling the requested room. The
group representative(s) shall provide the name, address, and telephone number of the user’s
contact with the Village. The group shall hold the Village harmless, and when appropriate,
provide insurance naming the Village as an additional insured. Additionally, the group contact
shall sign an Americans with Disabilities Act (ADA) compliance clause as part of the form. The
Contract for Use of Facilities form must be completed by January 5th for groups that intend to
utilize these facilities that year for frequent meetings, or as soon as practical for groups with
infrequent use. A key deposit must also be submitted at this time.
o Requests for meeting room use shall be made to the Finance Department (front
desk receptionist) at least 14 business days in advance of a request for use.
o A per meeting fee must be paid at time of each request, with request form.
o The name of the group’s representative who will be responsible for checking out
and returning the key to the Police Dispatch Center must be obtained.
- Scheduling
o The Finance Department (front desk receptionist) shall be responsible for
scheduling all Village meeting room facilities.
o A weekly schedule, listing the meeting rooms to be used, shall be produced by
the Finance Department and distributed to the Office of the Village Manager,
Police Department, and Building, Zoning, and Community Development
Department. The schedule shall indicate the meetings at least one week in
advance of the time of anticipated use.
- Obtaining a meeting room key
o A representative of the group will be responsible for checking out and returning
the room key to the Police Dispatch Center.
o The representative’s name will be forwarded to the Police Dispatch Center prior
to the scheduled meeting via the weekly meeting schedule.
o When the group representative arrives at the Police Dispatch Center to pickup
the room key, the Police Department personnel will request and hold the
representative’s driver’s license or other appropriate ID until the room key has
been returned.
o Once the room key has been returned to the Police Dispatch Center by the
group’s representative, an Officer will be dispatched, as call volume allows, to
double check that the meeting room has been properly secured.
- Fee schedule (per use rate in addition to annual key deposit)
Village of Northfield Caucus Activities:
No charge
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Village of Northfield Governmental
Agencies or Affiliates
Other Groups:
Annual Key Deposit:

No charge
Refer to Appendix D
$20

Fees cover room use administration, meeting scheduling and verification, meeting notice
publication, set-up, clean-up, etc. Please note that the Village Manager is not empowered
to waive any fees or charges.
8. Newsletter
This statement of policy is established in order to provide equitable standards and consistency
in the types of articles accepted and published in the Northfield News. It also addresses the
responsibility for costs resulting from inclusion of surveys or special articles printed for entities
other than the Village.
Types of Articles Permitted
It is the aim of the Village Newsletter to provide information to Northfield residents on Village
issues/matters discussed or voted on by the various Boards and Commissions, and other issues
the Village needs to communicate in order to keep the community informed for the purpose of
the health, safety, and well-being of the residents.
Also, space permitting, the Newsletter will carry articles from local not-for-profit groups
regarding notice of events, happenings, or other issues of importance to the Village residents
other than church or synagogue services of the promotion of any specific political entity.
Articles are accepted and printed on a first come, first serve basis, and consideration is given to
the time of the event versus publication date of the Newsletter and cost.
Responsibility for Costs
In cases where a group other than the Village government submits surveys, questionnaires, or
other types of information which add to the cost of publication by increasing the number of
pages or postage, the specific group shall pay the full cost of the page(s), partial page(s), special
handling, and or/postage upon notification of the cost, and as a condition of publication.
Publication Information
The Northfield News is published bi-monthly (six times a year or every other month, i.e.,
January/February, March/April, May/June, July/August, September/October, and
November/December). The anticipated mailing date is the first week of the published month,
and the deadline for receipt of articles is approximately four weeks prior to the mailing date.
Special editions of the Northfield News will be published as needed.
All Northfield News articles are reviewed by the Village President, Village Manager, and
Northfield News editor prior to printing, and may be edited.
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9. Resident/Business Mailing Lists
The Village Staff receives numerous requests from both individuals and business owners to use
the Village’s computer list of residents/businesses (names and addresses) generated through
the water/sewer billings. In order to provide control of this list of Village residents and
businesses, this policy has been adopted.
When organizations, businesses, and individuals contact the Village and ask if they might obtain
a mailing list to be used to advertise an event, solicit funds, or sell goods and services, the
following criteria apply:
1. The Village will permit organizations, businesses, and individuals to obtain the mailing
list or labels for a charge for each request. Different rates apply for not-for-profit and
for-profit organizations. See Appendix D of the Village Code.
2. All of these requests must first be made in written form to the Village Manager. The
request must also certify (see Certification Form attached) that the list is for a single
event and that the individual/organization will not lend or sell this list to any other
group or agency. The approved request is then given to the Finance Department for
processing and proper billing.
Any organization, business, or individual reusing or selling the mailing list in violation of the
certification shall pay an administrative fee as set out in Appendix D, Article XV and shall be
permanently barred from purchasing the mailing list thereafter unless such debarment is
appealed to the Village President. (See Village Code, App. D, Art. XV)
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Mailing List Policy Certification
Village of Northfield
I, _______________________________________ on behalf of
(print name)
________________________________________ do hereby certify
(name of organization)
that our organization will use the Village of Northfield resident/business mailing list for a single
event, and that we will not lend of sell this list to another person, group, or agency, per the
policy of the Board of Trustees of the Village of Northfield.
I also understand that there is a charge of $_____ for this list which is to be paid to the Village
of Northfield prior to receipt of the list.
I further understand that any organization, business, or individual reusing or selling the mailing
list in violation of the certification set out above shall pay an administrative fee of $500 for the
first offense and shall be permanently barred from purchasing the Village mailing list thereafter,
unless appealed to the Village President.
__________________________________________________
(Signature)
__________________________________________________
(Organization)
__________________________________________________
(Address)
__________________________________________________
(City, state, zip)
__________________________________________________
(Phone number)
__________________________________________________
(Date)
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10. Service Request Procedure
This procedure establishes guidelines for all employees in the use of the Village’s Service
Request Form/Blue Card (SRF). This system provides employees a valuable tool to request and
track the service provided from its initiation through to completion/resolution.
1. When an employee or resident makes a request for service, a SRF should be initiated.
2. Less complex requests, such as mailing a copy of the Village’s newsletter, do not require
the creation of a SRF. However, when the request requires coordination and/or followup by the responsible department, a SRF would be used.
3. The SRF shall be filled out with all necessary information required to create and followup on a request, including name, address, office and/or home phone, receiver name,
date, and time. Employees may check one or more of the problems/concerns/violations
from the categories listed on the form or if not listed, print the specific problem on the
form.
4. Upon creating a new SRF, the employee will submit the form to the appropriate
department and the appropriate staff member will respond to the request. When the
request is completed, the first two copies of the SRF will be retained and filed by the
appropriate department, and the yellow copy will be sent to the Office of the Village
Manager along with the postcard section. The Office of the Village Manager will then
mail the postcard to the resident for their evaluation along with a letter. Upon receipt
of the postcard, the Village Manager will review the resident’s comments then send the
form to the appropriate department for their final review and records.
The SRF’s use is required to maintain the excellent service the Village of Northfield residents
have come to rely on.
11. Submitting Ordinances and Documents for Board Action
The Village Board requests that to the extent possible, staff not provide ordinances or other
similar documents which the Village Board is expected to act upon the same evening of the
meeting. The Village Board finds it difficult to try to read an ordinance, no matter the length,
and be in a position to vote on it without benefit of reflection and consideration of the
consequences.
Ordinances, resolutions, and other documents, which require Village Board approval by vote,
will be sent to the Village Board members prior to the meeting for their review. If time does
not permit and/or the document is not available prior to that evening’s meeting, the issue may,
at the Village Board’s election, be acted upon or postponed for the next month’s Village Board
meeting.
12. Vacations of Streets and Alleys
The Village has developed the following policy with regard to a procedure to be followed in the
vacation of streets or alleys or portions thereof in the Village of Northfield. This procedure
includes:
1. Whether a particular street or alley or portion thereof should be vacated;
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2. The method by which such vacation should be accomplished, and;
3. The compensation, if any, to be paid with respect thereto.
The following procedure shall, in all events, be followed in processing, considering, and acting
upon requests for the vacation of streets and alleys or portions thereof located within the
corporate limits of the Village of Northfield.
1. The person or persons desiring the vacation of a particular street or alley of portion
thereof (the “Petitioner”), shall file with the Village Manager’s Office a written petition
requesting such vacation, which petition shall contain the following information:
a. Name and address of the Petitioner;
b. The location and, if possible, the legal description of the street or alley or portion
thereof to be vacated (the “Parcel”);
c. Names and addresses of all owners of record of property abutting upon the
Parcel, and a statement as to the frontage in terms of lineal feet of each parcel
of property so abutting the Parcel;
d. If there are any public service facilities over, under, or upon the Parcel that are
known to the Petitioner, a statement as to the type of such facility, and the
public utility owning same.
2. Upon receipt of a petition for vacation, the staff of the Village will use its best efforts to
determine which owners of property abutting on the Parcel at the time of its dedication
conveyed property for the dedication and by which means such conveyance was
effected. On the basis of this determination, the Petitioner and all current owners of
property abutting on the Parcel shall be notified as to whether they would be entitled to
any portion of the Parcel upon vacation.
3. If, after notification of the determination made pursuant to subparagraph “2” hereof,
the Petitioner sill desires to proceed with the petition for vacation of the Parcel, a fee of
$150 shall be paid to the Village, provided that no such fee shall be required if the
Petitioner is a public body. (The $150 will be applied later to the hearing fee for the
Plan and Zoning Commission.)
4. Before further action is taken, the Village Manager shall bring the matter of the petition
before the Village Board in order to ascertain if the Board is interested in entertaining
the question of the requested vacation.
5. The staff of the Village shall use its best efforts to verify the information contained in
the petition in order to assure that all required owners of property abutting on the
Parcel are named and that all existing public service facilities have been disclosed, and in
determining a reasonable amount of compensation, if any, to the Village to effect such
vacation.
6. The petition shall be referred to the Plan and Zoning Commission for public hearing.
Notice of the time and place of such hearing shall be given not more than 30 nor less
than 15 days before the date thereof, by publishing such notice at least once in one or
more newspapers of general circulation within the Village. In addition, copies of such
notice shall be sent by the Village to the owners of record of property abutting on the
Parcel. Prior to such public hearings written notice of the proposed vacation of the
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Parcel shall be mailed to all public utilities with a request that such utilities inform the
Village of any easements over, under, or upon the Parcel which must be retained at the
time of vacation. Failure of any such owner of record or public utility to receive such
notice shall not invalidate, impair, or otherwise affect the validity of any vacation that
may thereafter occur.
7. The Plan and Zoning Commission shall forward its recommendation regarding vacation
of the Parcel to the Village Board for its consideration.
8. The Village Manager shall determine if an appraisal of the property needs to be made
for the purpose of determining the amount of compensation, if any, to be required as a
condition to the effectiveness of the vacation of the Parcel and shall make a
recommendation to the Village Board with regard to the retention of easements, if any,
within the Parcel for the benefit of public utilities. The Petitioner shall deposit a sum
equal to the appraisal with the Village if an appraisal is needed. Except as otherwise
directed by the Village Manager or the President, any appraisal made with respect to a
proposed vacation shall be a matter of public record.
9. The Village Board shall then determine:
a. Whether the Parcel is no longer necessary for public use and whether the public
interest will be served by such vacation.
b. Whether the Parcel should be vacated.
c. The amount of compensation, if any, to be paid as a condition to the
effectiveness of the vacation of the Parcel.
10. The Petitioner shall be notified of the decision of the Village Board, and of the amount
of compensation, if any, which must be paid as a condition to the effectiveness of the
vacation of the Parcel. If the Petitioner desires to proceed with such vacation, the
Petitioner shall cause a proper plat of vacation to be prepared.
11. After a statement by the Village Manager that the plat has been prepared and
submitted, the Village Board shall consider the request. If the Village determines to
consider the request, it shall do so by a ¾ vote of its members.
Upon acceptance of the request, Petitioner shall pay the compensation set therein, if any, and
thereafter the Village Clerk shall record the plat in the Office of the Recorder of Deeds of Cook
County and file such documents with the Cook County Clerk. Copies of the recorded
documents shall be sent by the Village Clerk to the Office of the Assessor for the township in
which the Parcel is located and notice of the effectiveness of the vacation shall be sent to the
owners of record of the property abutting the Parcel.
In those cases where there is no Petitioner, the Village may elect to serve as Petitioner to
vacate street rights of way or unused alleys, and will follow the procedures outlined above.
The validity of any vacation otherwise carried out in accordance with applicable law shall not be
invalidated, impaired, or otherwise affected by noncompliance with any part of the procedure
set forth herein.
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13. Village Board and Commission Use of Telephonic/Electronic Devices for
Participation/Voting in Meetings
With the passage of Senate Bill 585 effective January 1, 2007 and new amendments to the
Open Meetings Act, the Village has amended the Village Code, (Chapter 2, Article II, Section 220.1) to include greater clarification covering participation/voting in Village meetings (including
Closed Session meetings) and public hearings via telephone or other electronic devices. The
amended procedures established in the ordinance (attached) govern the use of this
communication method and are to be followed as part of this Policy. Additional procedures
dealing with the implementation and use of telephone/electronic devices for
participation/voting at meetings are included below.
Policy:
As per Section 2-20A of the Village Code, whenever possible, the Board member(s) shall notify
the Village Clark of his/her designee at least 48 hours before a meeting to indicate attendance
by use of telephone or electronic device. The member must indicate the reason for remote
attendance (personal illness or disability, employment/business related reasons, or business of
the public body, or family or other emergency) and provide the telephone number where they
can be contacted for attendance.
Two (2) elected/appointed officials per meeting (including Closed Sessions) mat attend in this
manner and use of this meeting method will be on a “first come/first serve” basis. Other
member(s) unable to attend the meeting will be notified and counted as “absent.”
When participating remotely in any Closed Session meeting, the member(s) attending must
participate from a secure location where no other person(s), not authorized to participate in
the meeting, can hear or access any portion of the meeting. In addition, at no time shall a
remote participant record or otherwise document any portion of a Closed Session meeting.
The Village Clark or his/her designee will initiate the call to the member(s) attending
electronically as the meeting convenes. If for any reason, the call is not received, the
member(s) can contact the Council Chamber by dialing (847)446-9200 x2997.
14. Village Board Reimbursement
In cases where there is a formal retirement dinner/party for employees, the Village appreciates
having Board members attend these events. In such cases, the Village will pay for a Board
member’s attendance at these retirement dinners in the same way that it pays for Board
member dinners at NWMC meetings, institutes, etc. If a Board member brings a spouse or
guest to a Village sponsored event, the Village will also be responsible for their costs.
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1.1. Boards and Commission Appointments
To help facilitate the process of appointing and re-appointing members to the various Boards
and Commissions that serve Northfield, the Village Board has adopted the following policy.
The following are guidelines only. Notwithstanding anything herein to the contrary, the
President retains the power to nominate and the Village Board to confirm appointments in
accordance with Village Ordinance and Illinois law.
Re-appointments
1. The Village President, in conjunction with the Board or Commission liaison and Chair, will
evaluate and recommend reappointments based on the following criteria:
i. Willingness to serve another term
ii. Attendance at meetings
iii. Punctuality at meetings
iv. Level of preparation for meetings
v. Level of participation in meetings
vi. Demeanor and temperament toward petitioners, other members, and staff
vii. Degree of expertise related to the activities of Board/Commission
viii. Fairness and consistency in decision-making
2. The Village President will put forth the name of a qualified resident for reappointment
for confirmation by the Village Board.
New Candidate Selection
The guidelines for selection to appointed Board and Commission openings shall include
consideration of the following:
1. Candidates for appointed positions are solicited through personal contacts of the
Village President, Board and Commission member recommendations, and community
referrals through solicitations of interest via the Village Website. The Village Manager
maintains this list of potential candidates which is provided to the Village President
for review to fill Board/Commission openings as they occur.
2. Evaluations of potential candidates will include as many of the following
criteria/factors as may apply:
a. Willingness to serve
b. Time availability
c. Education and relevant experience
d. Capacity to deal with various issues
e. Familiarity with issues normally before the Board/Commission
f. Demonstrated commitment to the community in current or previous activities
through regular attendance and active participation
g. Demeanor, temperament, and reputation for fairness
3. The Village President will nominate a qualified resident to fill a term on a
Board/Commission, subject to the confirmation of the Village Board.
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1.2. Closed Meetings
From time to time, the Village Board may adjourn to Executive Session, also known under the
Open Meetings Act as a “closed” session. Since the Open Meetings Act (“the Act”) is also
applicable to every meeting of the appointed Boards and Commissions (“Commission”), it is
appropriate that our Board and Commission members be familiar with the concept of closed
sessions and the Village’s policy with respect to these closed sessions.
It is within the realm of possibility that any Commission may, at some point in its existence,
find it advisable to adjourn to closed session. For most Commissions, such occasions will be
extremely rare. For others, the advisability of a closed session may be far more common.
Bear in mind also, that while a closed session may be permissible, it is seldom mandatory.
Below is a discussion of how the various exceptions might apply to each individual
Commission.
1. Plan and Zoning Commission
Litigation: Because the Plan and Zoning Commission is a recommending body only, it would
be a rare instance for it to be named as a party in a zoning litigation case. It usually occurs
when an attorney, not versed in zoning law, represents an aggrieved party. This will
undoubtedly trigger the need for a closed session(s) to discuss the status of the litigation. In
such instances, the Village Attorney is usually able to have P&Z dismissed from the lawsuit in
the pre-trial proceedings.
2. Zoning Board of Appeals
Litigation: Unlike P&Z, the ZBA is a final decision maker on most matters that are within its
jurisdiction. For this reason, appellate relief from its decisions may be obtained exclusively
pursuant to the Illinois Administrative Review Act. This means that a lawsuit must be filed in
the Circuit Court of Cook County. Under the Administrative Review Act, it is mandatory that
the decision making body be named as a defendant in the lawsuit. This will undoubtedly
trigger the need for a closed session(s) to discuss the status of the litigation.
3. Architectural Commission
Litigation: Like the ZBA, the Architectural Commission is a final decision maker in certain
types of cases; i.e. fence and sign variations. Therefore, relief from those decisions may be
obtained only by filing a lawsuit in the Circuit Court of Cook County. Under the Administrative
Review Act, it is mandatory that the decision making body be named as a defendant in the
lawsuit. This will undoubtedly trigger the need for a closed session(s) to discuss the status of
the litigation.
4. Police Pension Board
Personnel: The Police Pension Board is called upon to make decisions with respect to the
eligibility of sworn police officers for disability pensions. The discussions that are inherent in
these decisions, will always involve HIPPA protected information and will often involve
personal job performance matters. Because of this, it will often be advisable to hold these
discussions in closed session.
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Litigation: Relief from Police Pension Board decisions is obtainable only through the Illinois
Administrative Review Act. This means that a lawsuit must be filed in the Circuit Court of
Cook County. Under the Administrative Review Act, it is mandatory that the decision making
body be named as a defendant in the lawsuit. This will undoubtedly trigger the need for a
closed session(s) to discuss the status of the litigation.
5. Board of Police Commissioners
Personnel: Because the duties of the Board of Police Commissioners are generally connected
to personnel matters, the BOPC will often find it advisable to adjourn to closed session. The
BOPC should keep in mind that if it conducts discussions of the qualifications or job
performance of specific individuals in open session, the minutes of those discussions are
open to the public. The individuals who are the subject of such discussions may contend that
public disclosure of such discussions has caused personal harm. On the other hand, one of
the primary duties of the BOPC is to conduct hearings on disciplinary matters. While it is
permissible under the Open Meetings Act to conduct these hearings in closed session, it has
been the tradition of the Northfield BOPC to conduct the hearings in open session. The belief
is that the public has the right to be made aware of alleged transgressions of members of its
police force. Of course, in matters involving sexual misconduct, it may be advisable to go into
closed session for all or portions of the hearing to protect the identity of the alleged victim.
Litigation: In all matters decided by the BOPC, whether for hiring, promotion, or discipline,
there is no appeal to the Corporate Authorities. All decisions of the BOPC are subject to the
Illinois Administrative Review Act. Under the Administrative Review Act, it is mandatory that
the decision making body be named as a defendant in the lawsuit. This will undoubtedly
trigger the need for a closed session(s) to discuss the status of the lawsuit.
In light of the above, the following shall be the policy with respect to an appointed Board or
Commission of the Village of Northfield going into closed session:
Plan and Zoning Commission, the Zoning Board of Appeals, and the Architectural
Commission: It is the policy of the Village of Northfield that there will be no adjournment
to closed session without either (a) the prior written consent of the Village Manager or (b)
the presence of the Village Attorney.
Police Pension Board: Because this Board employs its own independent attorney, it is the
policy of the Village of Northfield that the Police Pension Board must consult with either
its own attorney or the Village Attorney prior to adjournment into closed session.
Board of Police Commissioners: Because most of the work of the BOPC involves individual
personnel decisions (hiring, promotions, and discipline), it is the policy of the Village of
Northfield that either the Chief of Police or the Deputy Chief of Police shall discuss each
BOPC meeting agenda with either the Village Attorney or the Village Manager as to the
advisability of a closed session prior to the meeting.
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If a Village Commission is named in a lawsuit, the Village will so advise each member as soon
as it is practicable to do so. In most instances of litigation, the Village Manager will arrange
to have the Village Attorney attend the next meeting of the affected Commission to explain
the ramifications of the litigation. This will typically be done in closed session. In other
instances, the staff liaison to the Commission will anticipate any situation that might involve
a closed session for any of the reasons stated above or for any other reason. The staff liaison
will discuss the matter with the Village Manager or the Village Attorney as may be deemed
appropriate. The staff member will then discuss the matter with the Commission chair prior
to the meeting. In cases of the Plan and Zoning Commission, the Zoning Board of Appeals, or
the Architectural Commission, if the Village Manager believes a closed session to be
appropriate, the Village Manager will likely direct the Village Attorney to attend the closed
session.
The following are the procedural requirements for adjourning to close session:
1. If the closed session is to occur at a special meeting of the Commission, the closed
session must be an agenda item. Remember, every meeting of a Board or
Commission must convene and close in open session.
2. In order to adjourn the open meeting into closed session, a motion to do so must be
made and seconded.
3. The motion must state the statutory exception in the Open Meetings Act that allows
this particular closed session. The motion must also cite the precise paragraph of the
Open Meetings Act containing the exception. For litigation, the citation is 5 ILCS
120/2 (c) 1. For personnel matters, the citation is 5 ILCS 120/2 (c) 11.
4. Once the motion is made and seconded, a roll call vote must be taken. It is not
permissible to take a voice vote or a show of hands.
5. If the Commission is to remain in the same room for the closed session, that room
must be cleared of all persons other than Commission members, staff, and the Village
Attorney. (the chair has the right to also bar the staff and the Village Attorney)
6. An audio recording of the entire closed session must be made. Failure to do so is a
violation of the Act. It is permissible to destroy the recording after 18 months have
passed. Minutes of the closed session must also be kept (minutes, unlike the audio
recording, must be kept in perpetuity). The minutes should be approved at the next
closed session after the meeting for which they are taken. Approving those minutes
is the only exception to the “no final action” rule stated in paragraph 10 below.
7. In order to convene the closed session, the chair must call the roll and each person in
the room must be identified on the record.
8. The chair must note the exact time of convening the closed session on the record.
9. One of the most difficult aspects of a closed session is to assure that the members do
not stray from the topic or topics announced purpose for going into closed session. It
is the duty of the chair and/or the Village Attorney to assure that this does not
happen.
10. A Board or Commission may never take final action in closed session. If the topic
requires final action, the vote must be taken in open session after the closed session
is adjourned.
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11. A motion and second must be made and a vote taken to adjourn the closed session.
The vote on the motion to adjourn need not be by roll call.
12. The chair must then call the Commission back into open session with a roll call vote.
If there is no further open session business to be discussed, a motion to adjourn the
open session must be made.
13. Remember that your Commission has gone into closed session for a purpose. It is
inappropriate for members to discuss closed session business outside the closed
session with anyone, even each other.
Keep in mind that a violation of the provisions of the Open Meetings Act, including
requirements related to closed sessions, is a Class C misdemeanor, punishable by a fine of
up to $1,500 and/or up to 30 days in prison.
2.1. Capitalization
This policy is to formalize the Village’s practices for capitalizing fixed assets.
1. An expense should be capitalized if each of the following criteria are met:
a. The expense results in the Village acquiring a physical, tangible asset.
b. The expense is not a routine maintenance item and has a value of $2,500 or
more and/or IT hardware with a value of $1,000 or more.
c. The tangible asset has a useful life of at least two years.
2. Examples of routine/maintenance items that would NOT be capitalized:
a. Fluid changes, filter changes, repairs that do not increase the useful life of
equipment, inspection, and minor repair of equipment.
b. Replacement of broken/worn parts (alternator, transmission, pumps, etc.) on
a truck.
c. Overhaul of a major piece of equipment that does not extend useful life.
3. Examples of items that WOULD be capitalized:
a. Rebuilding most of the major mechanical systems on a truck to extend its
useful life by three years at a cost of $20,000.
b. Purchase of a new truck.
c. Purchase of office furniture or equipment when all items purchased (i.e. the
“job,” “project,” or “program”) are greater than $2,500. For example, assume
the purchase of a pump costing $1,500 and a control panel costing $1,000.
Both items would be capitalized as the “job,” “project,” or “program” totals
more than $2,500.
2.2. Credit Cards
The Village Board has authorized the use of credit cards for Village business for the Village
Manager and Department Heads. The limit on each card is $5,000.
Credit cards are issued primarily for staff use when traveling on Village business. However,
on occasion, credit cards may be used to purchase goods for the Village when normal
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purchasing procedures are impractical. The card may only be used for Village business and
cannot be used for personal purchases with the intent of reimbursing the Village at a later
date.
Non-compliance with this policy-procedure statement may result in permanent revocation
of the employee's credit card, collection of unauthorized purchase amounts, and disciplinary
actions that may include termination and legal action against the violator.
Procedure:
Prior to purchasing with the credit card, the vendor must be notified that the Village of
Northfield is exempt from sales taxes.
Credit card payments are processed through the normal accounts payable procedure, which
includes preparation of a voucher, receipts, or other relevant documentation and review by
the Finance Department. All credit card purchases will appear on the "List of Bills" presented
for approval to the Village Board every month. The "List of Bills" will include the amount of
the purchase, the vendor, and the purpose of the purchase.
Credit cards must be kept in a secure location. Should the card be lost or stolen, the credit
card company and the Finance Director must be notified immediately.
2.3. Debt Management
The purpose of this policy is to provide a functional tool for debt management and capital
planning, including conduit financings, as well as to enhance the Village's reputation for
managing its debt conservatively and prudently. The Village will undertake debt using the
following standards: (1) the Village will use financing only when appropriate and fiscally
prudent (2) the process for identifying the timing and amount of debt or other financing is
done as efficiently as possible and (3) the most favorable interest and other costs are
obtained.
1. Goals
The Village shall pursue the following goals when issuing debt:
• Maintain the existing AAA credit rating for each general obligation debt issue.
• Take all practical precautions to avoid any financial decision, which will negatively
impact current credit ratings on existing or future debt issues.
• Consider market timing.
• Determine the amortization (maturity) schedule, which will best fit with the overall
debt structure of the Village’s general obligation debt. The Village may choose to
delay principal payments or capitalize interest during project construction. For
revenue bonds, the Village will consider the amortization schedule that will best fit
with the overall debt structure of the enterprise fund and its related rate structure.
The Village will balance the length of the issue against the expected useful life of the
asset.
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Consider the impact of such new debt on overlapping debt and the financing plans of
sister units of government existing in the Village.
Assess financial alternatives to include new and innovative financing approaches,
including, whenever feasible, categorical grants, revolving loans, or other
states/federal aid.
Minimize debt interest costs. This includes balancing the advantages of Revenue debt
against the lower interest cost of General Obligation debt.
Level or declining debt service shall be employed unless the objective is to achieve
overall level debt service with existing bonds or when operational matters dictate
otherwise. The Village shall be mindful of the potential benefits of bank qualification
and, thus, strive to limit its annual issuance of tax-exempt debt to $10 million or less.
Should subsequent changes in the law raise this limit, the Village policy will be
adjusted.
The cost of issuance of private activity bonds is usually higher than for governmental
purpose bonds. Consequently, private activity bonds will be issued only when they
will economically benefit the Village.
The interest cost of taxable debt is higher than for tax-exempt debt. However, the
issuance of taxable debt is mandated (under federal tax law) in some circumstances
and may allow valuable flexibility in subsequent contracts with users or managers of
the improvement constructed with the bond proceeds. Therefore, the Village will
usually issue tax-exempt obligations, but may occasionally issue taxable obligations.

2. Debt Issuance in General
• Authority and Purposes of the Issuance of Debt. The Village has the authority to
incur debt by issuing bonds for any lawful municipal purpose as authorized by the
State Constitution and its Home Rule Powers. The Village has the power and
authority to contract debt, borrow money, and issue bonds for public projects.
Under these provisions, the Village may undertake debt to pay for the cost of
acquiring, constructing, reconstructing, improving, extending, enlarging, and
equipping such projects or to refund bonds.
• Types of Debt Issued. The Village may issue long-term debt, which may include
general obligation bonds, capital appreciation bonds, special assessment or other
revenue bonds, or any other authorized debt instrument. The Village may enter
into long-term leases for public facilities, property, and equipment with a useful
life greater than one year. The Village may also issue short-term debt to finance
the purchase of non-capital equipment having a life exceeding one year or provide
increased flexibility in financing programs.
• Capital Improvement Program. The Capital Improvement Program (CIP), prepared
by the Village Staff, shall determine the Village's capital needs. The program shall
be a multi-year plan to acquire, develop and/or improve the Village's
infrastructure. Projects included in the CIP shall be prioritized and the means for
financing each shall be identified. The first year of the program shall include the
establishment of the Capital Budget. If the current resources are insufficient to
meet the needs identified in the Capital Budget, the Village Board may consider
incurring debt to fund the shortfall. The Village Board, upon advice from the
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Village Finance Director and financial advisor, may also consider funding multiple
years of the Capital Improvement Program by incurring debt. The CIP should be
revised and supplemented each year in keeping with the Village’s policies on debt
management.
Structure of Debt Issues. The term of a debt issue shall not exceed the economic
or useful life of the improvement or asset that the issue is financing. The Village
shall design the financing schedule and repayment of debt to take the best
advantage of market conditions and, as practical, to recapture or maximize its
credit capacity for future use, and minimize the impact to the taxpayer. In keeping
with the stated goals of this debt management policy, the Village shall structure
each general obligation issue (except refunding issues) to comply with the debt
repayment provisions in Section 4. D. e.
Sale of Securities. A competitive bidding process, based upon the lowest offered
True Interest Cost (TIC) is the preferred method of issuing debt. The Village Board
may determine that a negotiated or private placement sale is more advantageous.
Sale documents should require ascending coupons to provide opportunities for
refunding debt and taking out the highest coupons on the original bonds as sold
in order to generate the highest possible savings. At the time of every bond sale,
the market shall be assessed to determine the most aggressive call features that
can be incorporated that will not be detrimental to the interest cost but will
preserve future refunding/restructuring opportunities.
Credit Enhancements. The Village may enter into agreements with commercial
banks or other financial entities for the purpose of acquiring letters of credit,
municipal bond insurance, or other credit enhancements that will provide the
Village with access to credit under terms and conditions as specified in such
agreements when their use is cost-effective or otherwise advantageous.
Inclusion of Local Institutions. In the interest of promoting the Village of
Northfield, local financial institutions are to be offered the opportunity to bid on
debt instruments.

3. Legal Constraints and Other Limitations on the Issuance of Debt
The Village Board may utilize the guidelines established by this policy or may choose, at its
discretion, to consider other relevant factors in incurring debt. The validity of any debt
incurred in accordance with applicable law shall not be invalidated, impaired, or otherwise
affected by non-compliance with any part of the procedure set forth pursuant to this policy.
A. Authority for Debt. The Village may, by ordinance, incur indebtedness or borrow
money, and authorize the issue of negotiable obligations, including refunding bonds,
for any capital improvement of property, land acquisition, or any other lawful
purpose. The Village should not issue debt to cover current expenses unless the
Village Board finds that there is no other alternative.
B. Debt Limitation. The Village currently has no statutory debt limit because of its status
as a home rule unit of government.
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C. Methods of Sale. Bonds shall be sold at a public sale via sealed proposal. The Village
may issue debt by negotiated sale or private placement if the bond ordinance or
subsequent resolution so provides.
a. Bonds. All bonds will mature within the period or average period of usefulness
of the assets financed; and the bonds will mature in installments, the first of
which is payable not more than five years from the established date of the
bonds. Term bonds may be allowable if recommended by the Village's
financial advisor.
b. Financial Advisor. To ensure independence, the Financial Advisor will not bid
on or underwrite any Village debt issues on which it is advising.
D. Credit Implications. When issuing new debt, the Village should not exceed credit
industry benchmarks. Therefore, the following factors should be considered in
developing debt issuance plans:
a. Ratio of Bonded Debt to Estimated Full Market Value. The formula for this
computation is Bonded Debt, (total outstanding debt), divided by the most
recent Estimated Full Market Value (market value of all taxable real estate
within the Village). For purposes of this calculation, Estimated Full market
Value is defined as three times the State’s Equalized Assessed Valuation of all
taxable real estate within the Village.
b. Ratio of Bonded & Share of Overlapping Debt (debt of other taxing districts
within the Village) to Estimated Full Market Value. The formula for this
computation is Bonded Debt and Overlapping Debt (Village residents’ share of
the overlapping debt) divided by the current Estimated Full Market Value as
determined above.
c. Bonded Debt & Overlapping Debt Per Capita. The formula for this
computation is Gross Bonded Debt and Overlapping Debt (Village residents’
share of the Overlapping Debt) divided by the current population as
determined by the most recent census information available.
d. Ratio of Annual Debt Service to General Government Expenditures. The
formula for this computation is annual debt service expenditures for
governmental debt divided by General Government (i.e., General, Special, and
Debt Service Funds) expenditures (excluding interfund transfers).
e. Rapidity of Debt Service Repayment. The Village's general obligation bond
issues should be structured whereby 100% of the debt will be retired within
twenty years. It is also desirable to structure the Village’s general obligation
bond issues so that at least 50% of the principal will be retired within 10 years.
f. Current General Fund Cash Reserve. The Village should maintain a General
Fund cash and investments balance equal to no less than six months of total
annual expenditures. Such calculation, including a projection to April 30th (of
the current fiscal year), shall be made on an annual basis by the Finance
Director during the budget process.
4. Debt Administration
A. Financial Disclosures. The Village shall prepare appropriate disclosures as required by
the Securities and Exchange Commission, the federal government, the State of Illinois,
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B.

C.

D.

E.

F.

G.

rating agencies, underwriters, investors, agencies, taxpayers, and other appropriate
entities and persons to ensure compliance with applicable laws and regulations.
Review of Financing Proposals. All capital financing proposals that involve a pledge
of the Village's credit through the sale of securities, execution of loans or lease
agreements, and/or otherwise directly involve the lending or pledging of the Village's
credit shall be referred to the Finance Director who shall determine the financial
feasibility, and the impact on existing debt of such proposal, and shall make
recommendations accordingly to the Village Manager.
Establishing Financing Priorities. The Finance Director shall administer and
coordinate the Village's debt issuance program and activities, including the timing of
issuance, method of sale, structuring the issue, and marketing strategies. The Finance
Director along with the Village's financial advisor shall meet, as appropriate, with the
Village Manager and the Village Board regarding the status of existing and any
proposed debt.
Rating Agency Relations. The Village shall endeavor to maintain effective relations
with the rating agencies. The Village Manager, Finance Director, and the Village's
financial advisors should meet with, make presentations to, or otherwise
communicate with the rating agencies on a regular basis in order to keep the agencies
informed concerning the Village's capital plans, debt issuance program, and other
appropriate financial information.
Investment Community Relations. The Village should endeavor to maintain a positive
relationship with the investment community. The Finance Director and the Village's
financial advisor shall prepare reports and other forms of communications regarding
the Village's indebtedness, as well as its future financing plans as necessary.
Refunding Policy. The Village should consider refunding outstanding debt when
legally permissible and financially advantageous. Refunding issues should strive for a
net present value debt service savings of three percent or greater. The Village may
consider a refunding issue for non-financial reasons when appropriate.
Investment of Borrowed Proceeds. The Village acknowledges its ongoing fiduciary
responsibilities to actively manage the proceeds of debt issued for public purposes in
a manner that is consistent with Illinois statutes that govern the investment of public
funds, and consistent with the permitted securities covenants of related bond
documents executed by the Village. The management of public funds should enable
the Village to respond to changes in markets or changes in payment or construction
schedules so as to (i) minimize risk, (ii) ensure liquidity, and (iii) optimize returns.

5. Conduit Financings
Under Federal and State law, the Village Board has the authority to issue tax-exempt bonds
for non-profit organizations established under Internal Revenue Code 501 (c) (3), and
economic development revenue bonds, also known as private activity bonds, under the Tax
Reform Act of 1986. These tax-exempt bonds are collectively referred to as conduit
financings. The Village has no liability or responsibility for the repayment of the debt
authorized under these statutes. The Village will consider these financings on a case-by-case
basis.
11

2.4. Fund Balance/Net Position
A Fund Balance/Net Position Policy establishes the minimum target level for the end-of-year
fund balance/net position. In striving to achieve this minimum level, the Village must
consider the constraints imposed upon governmental and proprietary funds by law and
sound practice. This policy is established to provide financial stability, cash flow for
operations, and the assurance that the Village will be able to respond to emergencies with
fiscal strength. More detailed fund balance financial reporting and increased transparency
should aid in understanding the availability of resources for purposes of the policy statement,
“Fund Balance” shall include the concept of both Fund Balance and “Net Position”.
It is the Village’s philosophy to support long-term financial strategies, where fiscal
sustainability is its first priority, while also building funds for future growth. It is essential to
maintain adequate levels of Fund Balance to mitigate current and future risks and to ensure
tax rates. Fund Balance levels are also crucial consideration in long-term financial planning.
Credit rating agencies carefully monitor levels of Fund Balance, including unassigned Fund
Balance in the General Fund to evaluate the Government’s continued creditworthiness.
1. Definitions
Governmental Funds
The Fund Balance will be composed of three primary categories:
1. Nonspendable Fund Balance – portion of a Governmental Fund’s balance that is not
available to be spent, either in the short-term or long-term or through legal
restrictions (e.g., inventories, prepaid items, land held for resale and endowments).
2. Restricted Fund Balance – portion of a Governmental Fund’s balance that is subject
to external enforceable legal restrictions (e.g., grantor, contributor, and property tax
levies).
3. Unrestricted Fund Balance – is made up of three components:
a. Committed Fund Balance – the portion of a Governmental Fund’s balance with
self-imposed constraints or limitations that have been placed at the highest
level of decision making through formal Board action. The same action is
required to remove the commitment of fund balance.
b. Assigned Fund Balance – the portion of a Governmental Fund’s balance to
denote an intended use of resources but with no formal Board action.
c. Unassigned Fund Balance – available expendable financial resources in the
General Fund that is not the object of a tentative management plan.
Some funds are generated by a variety of resources, including both restricted and
unrestricted (committed, assigned, and unassigned) funds. The Government assumes that
the order of spending fund balance is as follows: restricted, committed, assigned, unassigned.
Proprietary Funds
Proprietary funds include enterprise funds. The net position will be composed of three
primary categories:
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1. Net Investment in Capital Assets – That portion of a proprietary fund’s net position
that reflects the fund’s net investment in capital assets less any amount of
outstanding debt related to the purchase/acquisition of said capital assets. Related
debt, for this purpose, includes the outstanding balances of any bonds, mortgages,
notes, or other borrowings that are attributable to the acquisition, construction, or
improvement of capital assets of the Government.
2. Restricted Net Position – That portion of a proprietary fund’s net position that is
subject to external enforceable legal restrictions (e.g., grantor, contributor, and bond
covenants).
3. Unrestricted Net Position – That portion of a proprietary fund’s net position that is
neither restricted nor invested in capital assets (net of related debt).
2. Authority
Governmental Funds
Committed Fund Balance – A self-imposed constraint on spending the fund balance that must
be approved by ordinance or resolution of the Board. Any modifications or removal of the
self-imposed constraint must use the same action used to constrain the fund balance. Formal
action to constrain the fund balance must occur before the end of the fiscal year. The dollar
amount resulting from the constraint may be determined after year end.
Assigned Fund Balance – A self-imposed constraint on spending the fund balance based on
the Village’s intent to use fund balance for a specific purpose. The authority may be delegated
to members of the management team by the Board.
3. Minimum Unrestricted Fund Balance Levels
Governmental Funds
General Fund
Purpose – This is a major fund and the general operating fund of the Village. It is used to
account for all activities that are not accounted for in other funds.
Fund Balance – Unrestricted fund balance target should represent no less than six months of
actual operating expenditures plus transfers for the current year. Balances above the
minimum may be transferred to other funds or capital projects or “assigned” for other
purposes at the Board’s discretion.
Special Revenue Funds
Motor Fuel Tax and Foreign Fire Insurance Tax Funds (and any other revenue funds
specifically designated by the Board in the exercise of its Home rule Powers)
Purpose - Used to account for and report the proceeds of specific revenue sources that are
legally restricted or committed to expenditures for specified purposes other than debt
service or capital projects.
Financing – Special revenue funds are provided by a specific annual property tax levy or other
restricted and/or committed revenue source. Financing may also be received from other
charges for services, etc.
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Fund Balance – Derived from restricted revenue sources and therefore, legally restricted. No
specific minimum was established for the special revenue funds.
Debt Service Fund
Purpose – Established to account for financial resources that are restricted, committed, or
assigned to expenditure for principal and interest.
Financing – The Village levies an amount or transfers in an amount of the principal and
interest that is anticipated to be paid.
Fund Balance – Derived from property taxes; therefore, legally restricted. Any fund balance
accumulation should not exceed the amount of the next principal and interest payment due.
Capital Equipment Replacement Fund
Purpose - Established to account for and report financial resources that are restricted,
committed, or assigned to expenditure for capital outlays including the acquisition or
construction of capital facilities and other capital assets, excluding those types of capital
related outflows financed by proprietary funds.
Financing – Primarily, interfund transfers are used to finance projects.
Fund Balance – Considered segregated for maintenance, construction and/or development;
therefore, considered committed. No specific minimum was established for the Capital
Equipment Replacement Fund.
Proprietary Funds
Enterprise Fund
Purpose - Established to account for and report financial resources that are invested in capital
assets, net of related debt, restricted, or unrestricted for future spending related to the
Water/Sewer Fund. Enterprise fund measurement is focused on the determination of
operating income, changes in net position, financial position, and cash flows. The generally
accepted accounting principles applicable are those similar to businesses in the private
sector. Enterprise funds are required in order to account for operations for which a fee is
charged to external users for goods or services and the activity (a) is financed with debt that
is solely secured by a pledge of the net revenues, (b) has third party requirements that the
cost of providing services, including capital costs, be recovered with fees and charges or (c)
establishes fees and charges based on a pricing policy designed to recover similar costs.
Financing – User fees, debt financing, or grants are used to finance operations, capital outlay
and improvements, and debt service retirements.
Net Position – Invested net position is figured as investment in capital assets net of related
debt (for amounts capitalized as capital assets, less the outstanding debt related to the
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acquisition of said assets). Restricted net position relates to bond covenant reserves as set
forth in the bond ordinance. No specific minimum is established for this enterprise fund.
4. Other Considerations
In establishing the above policies for unrestricted Fund Balance levels, the Village considered
the following factors:
• The predictability of the Village’s revenues and the volatility of its expenditures (i.e.,
higher levels of unrestricted fund balance may be needed if significant revenue
sources are subject to unpredictable fluctuations or if operating expenditures are
highly volatile)
• The Village’s perceived exposure to significant one-time outlays (e.g., disasters,
immediate capital needs, state budget cuts)
• The potential drain upon General Fund resources from other funds as well as the
availability of resources in other funds (i.e., deficits in other funds may require a
higher level of unrestricted fund balance be maintained in the General Fund, just as,
the availability of resources in other funds may reduce the amount of unrestricted
fund balance needed in the General Fund)
• Liquidity (i.e., a disparity between when financial resources actually become available
to make payments and the average maturity of related liabilities may require that a
higher level of resources be maintained)
• Commitments and assignments (i.e., governments may wish to maintain higher levels
of unrestricted fund balance to compensate for any portion of unrestricted fund
balance already committed or assigned by the government for a specific purpose)
If any of the above factors change, the Village should readdress current unrestricted fund
balance levels to ensure amounts are appropriate.
2.5. Investment Policy
This Policy applies to all investment activities of the Village of Northfield with the exception
of the Police Pension Fund, which is governed by an independent Board of Trustees and has
a separate investment policy. Financial assets of all other funds shall be administered in
accordance with the provisions of this Policy.
1. Prudence
Investments shall be made with judgment and care, under circumstances then prevailing,
which persons of prudence, discretion and intelligence exercise in the management of their
own affairs. Such investments shall be made not for speculation, but in consideration of the
safety of their capital, as well as the potential income to be derived.
The standard of prudence to be used by investment officials shall be the “prudent person”
standard and shall be applied in the context of managing the overall portfolio. Village officers
and employees acting in accordance with this policy and any other written procedures, and
exercising due diligence shall be relieved of personal liability for an individual security’s credit
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risk or market changes, provided that officers and employees report deviations from
expectations in a timely fashion and take appropriate action to control adverse
developments.
2. Objectives
Funds will be invested in accordance with the Public Funds Investment Act, 30 ILCS 235/0.01
et seq. and in conformance with federal, legal and other State requirements. The investment
portfolio shall be managed in accordance with the following objectives:
1. Safety. Safety of principal is the foremost objective of the investment program.
Village investments shall be undertaken in a manner that seeks to ensure the
preservation of capital in the Village’s overall portfolio by mitigating credit and
interest rate risk.
2. Diversification. Investments shall be diversified to avoid unreasonable risks
associated with specific security types and individual financial institutions.
3. Liquidity. The Village's investment portfolio shall remain sufficiently liquid to enable
the Village to meet all reasonably anticipated operating requirements.
4. Rates of Return. The investment portfolio of the Village shall be designed to obtain a
reasonable return, which for the purposes of this policy means the portfolio should
obtain a market rate of return, taking into account the Village's investment risk
constraints and cash flow needs.
5. Ethics and Conflict of Interest. Any transactions that might impair public confidence
shall be avoided. Officers and employees involved in the investment process shall
refrain from personal business activity that could conflict with the proper execution
and management of the investment program, or that could impair their ability to
make impartial decisions.
Authorized investment officers of the Village and employees in policy-making positions shall
refrain from personal business activity that could conflict, or give the appearance of a conflict
with proper execution of the investment program, or which could impair their ability to make
impartial investment decisions. Such individuals shall disclose to the Village any material
financial interest in financial institutions which conduct business with the Village, and they
shall further disclose any personal financial investment positions that could be related to the
performance of the investment portfolio. In addition, such individuals shall subordinate their
personal investment transactions to those of the Village’s investment portfolio, particularly
with regard to the time of purchases and sales.
No person acting as Treasurer or investment advisor for the Village, or who is employed in
any similar capacity by or for the Village, may do any of the following:
1. Have any interest, directly or indirectly, in any investments in which the Village is
authorized to invest.
2. Have any interest, directly or indirectly, in the sellers, sponsors, or managers of those
investments.
3. Receive, in any manner, compensation of any kind from any investments in which the
Village is authorized to invest.
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3. Responsibility
The establishment of investment policies is the responsibility of the Village Board.
Management and administrative responsibility for the investment program is delegated to
the Finance Director/Treasurer under the direction of the Village Manager.
This policy shall be reviewed periodically by the Village Board and any modifications must be
approved by the Village Board of Trustees.
4. Cash Management
1. Receipts. All monies due the Village shall be collected as promptly as possible.
Monies that are received shall be deposited in an approved financial institution no
later than the next business day after receipt by the Village. Amounts that remain
uncollected after a reasonable length of time shall be subject to any available legal
means of collection.
2. Disbursements. Any disbursement due to suppliers of goods or services and any
disbursements due to employees for wages and reimbursements shall be approved
at the regular monthly Village Board meeting. Petty cash purchases may be approved
in the aggregate without identifying the supplier.
3. Cash Forecast. At least annually, a cash forecast shall be prepared to project cash
requirements for the fiscal year. The forecast shall be updated periodically to identify
future investable balances.
4. Pooling of Cash. Except where otherwise provided by the Village Board, the Finance
Director will be authorized to pool the cash of various funds to maximize investment
earnings where in his opinion it is advantageous and prudent to do so. Investment
income will be allocated to the various funds based upon respective fund
participation in the investment.
5. Financial Institutions
It shall be the policy of the Village to maintain funds in financial institutions on the following
basis:
1. FDIC Insurance. The financial institution must be a member of the FDIC.
2. Capital Rating. The institution must be adequately capitalized as defined by the FDIC.
3. Regulatory Constraints or Disciplinary Action. The financial institution must represent
to the Village that it is not subject to any cease and desist order, memo of
understanding, or other formal or informal compliance agreement with any bank
regulatory authorities. Should an institution become subject to any such agreement,
it will advise the Village of Northfield immediately.
4. Meets Village Needs. Any financial institution selected by the Village may be
requested to provide a range of services and products to meet the current and
foreseeable needs of the Village.
5. Location. Every attempt will be made to invest Village funds locally, provided local
institutions are price competitive.
6. Reports. Each institution used by the Village shall be required to provide quarterly
Consolidated Reports of Condition and Income for review by the Finance Director.
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The Village Board authorizes the Finance Director to invest up to the FDIC insured limit in any
financial institution.
An institution that does not meet criteria 1, 2, 3 and 6 is disqualified as a depository. Any
investments in the institution may be held to maturity, but no further investments will be
allowed until such time as the bank meets the relevant criteria.
6. Authorized Investments
The Village may invest in the following as permitted by the Public Funds Investment Act, 30
ILCS 235/2:
1. Bonds, notes, certificates of indebtedness, treasury bills or other securities which are
guaranteed by the full faith and credit of the United States as to principal and interest,
and obligations of United States Agencies with maturities of no more than 10 years.
2. Certificates of Deposit (CDs) with maturities of no more than 5 years.
3. Interest-bearing savings accounts, time deposits or any other investment constituting
direct obligations of any institution defined by the Illinois Banking Act and that is
insured by the Federal Deposit Insurance Corporation.
4. The Illinois Funds.
5. Funds or investment pools that hold eligible investments in accordance with Illinois
law.
Securities may be acquired and disposed of with joint authorization of the Village Manager
and Finance Director. At least three authorized institutions will be contacted each time an
investment is placed. The Finance Director will select the institution that is most beneficial
to the Village.
7. Diversification
In order to reduce the impact of a default, the Village will diversify its investments by security
type and institution. With the exception of U.S. Treasuries and other securities backed by
the full faith and credit of the U.S. government, no more than 33% of the Village's investment
portfolio will be invested in securities of a single issuer or with a single financial institution
(for this purpose, the Illinois Funds and other similar investment pools or funds are not
deemed to be issuers). In addition, the Village's deposits in any investment pool or fund shall
not exceed 5% of the fund's or investment pool's portfolio.
8. Collateral
Funds on deposit in excess of FDIC limits will be secured by collateral. Investments in U.S.
Treasuries or Federal Agencies do not require collateral. The Village will accept the following
as collateral:
1. U. S. Government Securities
2. Obligations of Federal Agencies
3. Obligations of Federal Instrumentalities
4. Obligations of the State of Illinois – rated A or higher
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The amount of collateral provided is to have a current market value equal to at least 110% of
the current amount by which Village funds on deposit (including accrued interest) exceed the
FDIC insured amount. Maturities of collateral will be no more than five years longer than the
maturity of the investment. Collateral with maturities of no more than ten (10) years longer
than the maturity of the investment are acceptable if the Village’s deposits in excess of FDIC
limits are collateralized at 115%.
The Finance Director will review the ratio of fair market value of collateral to the amount of
funds secured monthly, and additional collateral will be required when the ratio declines
below the 110% level.
Pledged collateral will be held in safekeeping by an independent third party bank, the Federal
Reserve Bank, or the State Treasurer's Municipal Safekeeping account. The collateral will be
held in accordance with an agreement with the institution that precludes the release of the
pledged assets without authorized signatures; however, the agreement allows for an
exchange of collateral of like value. Collateral transfers require the approval of either the
Village Manager or the Finance Director.
9. Safekeeping and Custody
All security transactions entered into by the Village shall be conducted on a delivery-versuspayment (DVP) basis. Securities will be held by an independent third party custodian
designated by the Finance Director and evidenced by safekeeping receipts and a written
custodial agreement.
10. Internal Controls
The Finance Director shall establish a system of internal controls. These internal controls and
this Investment Policy shall be reviewed by an independent, certified public accountant in
conjunction with the annual examination of the financial statements of the Village. The
controls shall be designed to prevent losses of Village funds arising from fraud, employee
error, misrepresentation by third parties, unanticipated changes in financial markets, or
imprudent actions by employees.
11. Financial Reports
All investments and interest earnings will be reported in the Village's accounting records on
a basis consistent with generally accepted governmental accounting procedures. In addition,
a monthly summary of all outstanding investments will be prepared for the Village Board
containing the following:
1. Cost, amortized cost and market value of all outstanding investments.
2. Description of the type of investment (CD, T-Bill, etc.).
3. The names of financial institutions with currently outstanding certificates of deposit
and the amounts of those certificates.
4. All money market, cash accounts, and Illinois Funds account balances.
Other information deemed necessary for the fair disclosure of the Village's cash and
investment position.
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2.6. Petty Cash
Petty cash funds are maintained by the Village for the sole purpose of reimbursing
incidental costs incurred by an employee or Village Board member for Village
business or operations. Petty cash funds shall not be used to circumvent the
Village's purchasing procedures.
Procedures:
1. Petty cash funds may only be used to reimburse incidental expenses
associated with Village operations. Petty cash funds shall not be advanced
for an expense not yet incurred unless pre-approved by the Finance
Director or Village Manager.
2. All requests for petty cash reimbursement shall be submitted on a petty
cash form and shall be accompanied by a proper receipt or other sufficient
documentation evidencing the amount to be reimbursed.
3. Petty cash reimbursements shall be limited to no more than $50.00 per
request.
4. Petty cash reimbursements shall not be made for items regularly stocked
by the Village.
5. All Petty Cash Requests require approval by an appropriate Department
Head or designated Supervisor. Requests made by a Department Head or
the Village Manager may be approved only as follows:
Request Made By:
Village Manager

Approval By:
Finance Director or Assistant Finance
Director in Director's absence

Department Heads

Village Manager or duly appointed Acting
Village Manager in Manager's absence

6. Audits of petty cash funds may be made at any time but at least twice per year by
the Assistant Finance Director. Any irregularities or procedural violations shall be
brought to the attention of the Finance Director and Village Manager.

7. Imprest balances are maintained for the following purposes:
Amount
Authorized Personnel
Petty Cash –
$450
Acctg. Asst., Finance or Asst.
Finance
Finance Director
Petty Cash
$1,000
Acctg. Asst., Finance or Asst.
Checking Account
Finance Director
Postage
$32
All Finance Personnel
Petty Cash – Police $100
Police Chief, Deputy Chief,
Chief
Administrative Aide
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Custodian
Assistant
Finance
Director
Assistant
Finance
Director
Acctg. Assistant
Deputy Chief

Indigent/Prisoner
Cash/Gift Cards
Cash DrawerFinance
Cash DrawerPolice

$300
$50
$100

All officers with service
investigation memo
Acctg. Asst., Finance or Asst.
Finance Director
Records Personnel

Assistant
Director
Assistant
Director
Records

Finance
Finance

The above funds shall be reconciled by the custodian at least once per month. Differences
and/or irregularities encountered by the custodian shall be reported to the Finance Director
and Village Manager.
8. In order to replenish the petty cash drawer back to its authorized imprest balance, an
Invoice Voucher must be processed. Petty Cash forms with supporting receipts must be
attached to the Invoice Voucher. The total of all Petty Cash forms must equal the
Voucher amount.
2.7. Purchasing
The primary goal of the purchasing policy is to ensure that the best interests of the public and
the Village are served, and that purchases are in compliance with applicable laws.
Procedures:
1. Expenditure Limits and Requirements for purchases of equipment, materials or services:
a. Purchases up to $1,500: No price quotes or purchase order required.
b. Purchases between $1,500 and $2,500: At least three (3) price quotes are
required prior to purchase, unless approved by Finance Director or Village
Manager.
c. Purchases between $2,500 and $25,000: At least three (3) price quotes, Purchase
Order, and Village Manager's approval required prior to purchase.
d. Purchases over $25,000: Formal bidding process or request for proposal and
approval by the Village Board of Trustees prior to award of contract.
e. See Exhibit A for exemptions to quotation requirement.
2. Purchase Order/Approval Process
a. Employee completes Purchase Order (Exhibit B) and attaches a copy of price
quotes (Exhibit C).
b. Department Head reviews P.O. for completeness and budget adequacy.
Department Head signs and forwards P.O. to the Finance Department Accounting
Assistant.
c. Accounting Assistant reviews P.O. for conformance with Village procedures. For
purchases over $2,500, the P.O. must be signed by the Village Manager.
d. Copies of the Purchase Orders will be distributed by the Accounting Assistant as
follows:
i. Vendor (White) Copy- mailed or returned to the vendor.
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ii. Receiving (Yellow) Copy- returned to the purchasing employee. When the
item is delivered or the service performed, this copy must be returned to
the Accounting Assistant with the invoice and invoice voucher (Exhibit D).
3. Receiving and Payment Process
a. When an invoice is received, an invoice approval stamp or voucher must be
completed (Exhibit D) and supporting documents attached (invoice, yellow P.O.,
quotes, etc.). The stamp/voucher will be reviewed for accuracy and signed by the
Department Head. For items over $2,500, the Village Manager must sign the
voucher if it is different from the original P.O.
b. The Department Head must forward the invoice voucher, invoice, and supporting
documents to the Accounting Assistant, who will review the paperwork for
accuracy and compliance with Village procedures.
c. The Accounting Assistant processes the invoice for payment.
Only the following items are exempt from price quote requirements:
•
Maintenance components of technical equipment
•
Professional services
•
Land acquisition
•
Technical supplies/services
•
Emergency equipment or building repairs
•
Used equipment
•
Original replacement parts
•
Standardized equipment replacements
•
Single source items
•
Professional and artistic purchases
•
Specialized computer software packages
•
Blanket purchase orders for which quotations were received at the beginning of the fiscal
year or season
•
Cooperative purchases with other governmental agencies
•
Newspaper advertisements
•
Maintenance service for condominiums
•
Purchases under $1,500
2.8. Revenue Collection
This policy establishes revenue collection guidelines for unwarranted alarm service charges,
overdue parking citations, ambulance services, water/sewer services, emergency response cost
recovery, and other miscellaneous charges. Situations may arise that could warrant an extension
of the time frames listed below prior to turning an account over to the collection agency.
Should an account be turned over to collection, the collection agency fee will be added to the
amount owed and payments will be made directly to the collection agency.
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1. Parking citations
a. First overdue notice is mailed approximately 15 days after issuance.
b. Second and final notice is mailed approximately 30 days after the first notice.
c. Citations that remain unpaid 30 days after the final notice (approximately 75 days
after initial issuance) are forwarded to the collection agency for further
processing. The collection agency fee will be added to the amount owed.
2. Water/sewer service, emergency response recovery, unwarranted alarm service charges,
and miscellaneous
a. First notice is mailed approximately 30 days after the initial billing for a final water
meter reading, unwarranted alarm service charges, emergency response, or other
services.
b. Bills that remain unpaid five working days after the final notice (approximately 65
days after the final water meter reading or other billing) will be forwarded to the
collection agency. The collection agency fee will be added to the amount owed.
3.1. Acting Village Manager
If the Village Manager anticipates being absent for more than two consecutive days, he or she
will appoint an Acting Village Manager to act in his or her stead. If the Village Manager is unable
to make such an appointment, the Village President shall do so based on seniority and availability.
3.2. Performance Reviews
Each employee will be reviewed on an annual basis using the Village’s standardized form. If there
is a specialized review for a particular department or position, this can be utilized in addition to
the standardized form. An example of this is sworn Police Officers. Reviewers will fill out the
standardized Village review sheet, but this will be augmented with the more extensive standard
Police Performance Review Form.
The Fire-Rescue, Police, and Public Works Departments conduct their annual reviews each year
in January. The Administration, Community Development, Finance Departments conduct their
annual reviews each year in May. This practice will add continuity to the process and provide a
concise consistent method of evaluation for all employees.
3.3 Recruitment and Appointment
The Village is an equal opportunity employer and as such prohibits unlawful discrimination in the
hiring, promotion, transfers, compensation, administration of benefit plans, termination, and all
other conditions of employment. We hire, in our judgment, the best qualified candidate for each
available opening.
As an equal opportunity employer, we insist that age, race, color, sex, religion, national origin,
disability, ancestry, sexual orientation, or gender identity are not pertinent to the conditions of
23

employment or work performance and will not be a consideration in the Village of Northfield’s
personnel practices. Typically, the Village does not hire employees younger than 18; however,
some positions may be filled with employees in the 16 to 17-year old age category, where the
Village has certified that the position complies with the regulations set by the Department of
Labor, Wage, and Hour Division for Child Labor Laws.
The Village Manager is responsible for the recruitment and appointment of all Village employees
except those positions specifically provided for in the Village Code and those positions under the
jurisdiction of the Northfield Board of Police Commissioners.
The Administrative Services Director coordinates the selection process of applicants. The Village
Manager retains the final authority for the appointment of all staff members and the heads of
the operating departments.
The Department Head (or their designee), Administrative Services Director, and Payroll
Coordinator will each complete their page of the New Hire Checklist, which sets forth the steps
of the hiring process.
1. Determination of Need of New or Additional Personnel
Each Department Head shall notify the Village Manager of any requirements of new, additional
or replacement personnel, setting forth the number required and all relevant criteria for the
position.
The Village Manager reviews all requests for personnel to determine the feasibility of filling the
vacancy by one or more of the following methods:
1. Recruitment Process- In considering employees for promotion or transfer into a vacant
position, the Village Manager may recruit from outside the department using one or more
of the following:
a. Advertisement of the position in professional journals
b. Contacts with professional/vocational organizations
c. Social media
d. Online job posting boards
The Village may also utilize recommendations from present employees and
intradepartmental notification of job announcements as recruitment methods in
conjunction with at least one of the methods listed above.
2. Promotion from within the Department- Vacant or new positions in the Village
organization may be filled by promotion from a lower position classification within the
department. The factors determining promotions may include performance, potential for
continued development, educational background and performance in a competitive
selection process. Qualified employees are encouraged to seek promotion within the
organization.
3. Transfer of other Qualified Village Employees- If a Village employee outside of the
department expresses interest in an available position; the requisitioning Department
Head may interview the employee. If he or she, in the sole determination of the
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Department Head, meets the requirements of the job, the Department Head will make
arrangements for the transfer, per approval of the Village Manager. However, as with
promotions from the same department, transfers from one department to another may
be based on performance, potential for continued development, educational
background, and competitive selection process.
Recruitment for any available position in the Village organization is normally limited to a period
of a specific length.
2. Recruitment
Notice of employment opportunities, depending on the position, may be published by posting
the announcement on online job websites, the Village website, and related professional
organizations. The announcement may specify the title, salary range of the class, nature of the
work to be performed, the minimum qualifications, and all information on the time, place, and
manner of completing the application.
3. Employment Application
All applications shall be made on a job application form provided by the Village and shall be
submitted on or prior to the closing date specified in the announcement. Applications shall
require information concerning education, experience, and other pertinent job related
information. All applications shall be signed and the truth of the statements contained therein
certified by such signature. A formal driver’s license history check and background checks are
required.
In general, employment applications shall be submitted to the appropriate Department Head on
the Village’s official employment application form. The application form shall be completed in
its entirety and any evidence of falsification or fraud on the form may be grounds for discharge
or disqualification from consideration for employment.
4. Disqualification of Applicants
The Village Manager or designee may reject any application that indicates the candidate does
not possess the minimum qualifications required for the position, or where the initial screening
of applicants indicates that candidates with greater qualifications are available. Except as
provided by law, the Village Manager may refuse to examine an applicant, or, after examination,
may disqualify such applicant, or may remove such person already hired and/or appointed if the
individual:
1. Does not meet the requirements established for the position applied for and/or does not
otherwise demonstrate the necessary qualifications for the job.
2. Is currently engaged in the illegal use of a controlled substance or the excessive and
untreated use of alcohol.
3. Has made a false statement or omission of fact in his/her application form or resume.
4. Has used or attempted to use political pressure or bribery to secure an advantage in the
selection process.
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5. Has directly or indirectly obtained information regarding the examination to which, as an
applicant, he/she was not entitled.
6. Has failed to submit a fully completed application form correctly and/or within the
prescribed time limits.
7. Fails to cooperate in any part of the application or selection process.
8. Has established an unsatisfactory employment or personnel record as evidenced by a
reference check that demonstrates actual or potential unsuitability for employment in
the applicable position.
9. Has taken for another or allowed another to take for him/her all or part of any
examination, or has been found cheating or engaged in other inappropriate acts or
omissions in any other way on an examination.
10. Has otherwise violated the provisions of this policy and/or engaged in any other act or
omission deemed harmful to the Village, its employees, residents, property, and/or
reputation.
Whenever an applicant is rejected or disqualified, a notice of such rejection or disqualification
may be provided to the applicant if deemed appropriate. Applications, whether accepted or
rejected, shall not be returned.
5. Selection of New Employees
The selection of a new employee from the group of approved qualified applicants will be made
by the Department Head, with the approval of the Village Manager. The selection process will
include one or more of the following steps:
1. Screening of applications on the basis of previous experience, education, training, and
special abilities
2. Screening interview
3. Job-related pre-employment tests
4. Investigation of previous employment history and personal references
5. Demonstration of capability of completing tasks
6. Assessment center
7. Post-offer polygraph examination as required by specific position
8. Post-offer psychological examination as required by specific position
9. Post-offer medical and drug examination (refer to below)
10. Such other testing processes as may be required by the Village Manager
11. Criminal background investigation
After an applicant has been selected to fill the position, the Department Head will make certain
that all necessary forms have been completed and that the individual is informed of
compensation and benefits. The Department Head and Finance Director will maintain necessary
records and information regarding each Village employee.
6. Examinations
Examinations shall relate to those matters which fairly test the aptitude, and qualifications of
applicants and employees for a position. Examinations may include written, oral, or work
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simulation tests; ratings of experience and training; fingerprinting and background investigation;
polygraph test (only if permitted by law); post-offer physical examinations; post-offer
alcohol/drug screen; post-offer psychological evaluation; any combination of these; or any other
tests deemed necessary and permitted by law.
The Village of Northfield requires that a medical examination be taken by all protective service
employees after making an offer of employment to a job applicant and before the applicant
begins his/her employment duties. Moreover, the Village’s offer of employment is conditioned
upon the results of such examination (and/or an inquiry) if all entering employees in the same
job category are subjected to such an examination. The physical examination may include a drug
screen by a licensed physician designated by the Village.
7. Personnel Action Report (PAR)
Whenever an individual is selected for employment, the Department Head will submit a PAR to
the Village Manager. The PAR should include the following information:
1. Starting pay grade/step and annual salary rate (include hourly pay if applicable).
2. Posting classification.
3. Starting date of employment.
4. Date probationary or work analysis period is expected to be completed.
5. Any other pertinent data related to specific conditions of employment.
Upon approval by the Village Manager, a copy of the PAR shall be sent to the Finance
Department. The Finance Department will forward a copy to the Department Head (yellow), and
the employee (pink). The Board of Police Commissioners should also be given a copy if applicable.
8. Employment Authorization
With the exception of positions under the jurisdiction of the Board of Police Commissioners,
position appointments shall be made by the Village Manager upon recommendation by the
Department Head.
9. Acknowledgement
Each new employee will be required to sign an Acknowledgement detailing items received as a
part of orientation and any requirements or understandings that are applicable to that employee.
This would include but not be limited to such items as the Employee Handbook, the employee’s
job description, and the health insurance manual.
10. Employee Orientation
All new employees should receive the proper orientation to ensure their success and
understanding of their new position with the Village of Northfield. The goal is to create not only
a well-trained employee, but to generate a welcome into the Village of Northfield. The
orientation process is led by the Administrative Services Director.
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The new employee shall meet with the Payroll Coordinator in the Finance Department for the
portion of the orientation which includes filling out W-4 forms, payroll services, employee
benefits, etc., according to the New Employee Orientation Checklist.
The Employee shall be trained on the telephone system, computer set-up, and other specialized
equipment pertaining to the department.
On the first day of employment, or the earliest reasonable opportunity thereafter, each new
employee may be provided a facilities tour. This tour shall include the Village Hall, Police
Department, and Public Works and Fire-Rescue Facility, or other areas as determined by the
Department Head. The intent of this tour is to introduce each employee to general Village
operations. The tour of the facility in which the employee is assigned will be conducted by the
hiring Department Head. In the course of this tour, each new employee will be introduced to the
senior management staff of the Village.
The Department Head will address each of the items on the New Employee Orientation Checklist
that are the responsibility of the Department Head. The Payroll Coordinator and Administrative
Services Director will address those items listed as their respective responsibilities. Policies and
procedures specific to a particular department will be reviewed by the appropriate Department
Head.
11. Probationary and Work Analysis Period
All new employees of the Village of Northfield shall be subject to a Work Analysis Period or, in
the case of sworn police personnel) a Probationary Period, during which time the employee’s
performance is subject to close review by his or her supervisor(s) and Department Head. The
Probationary Period for sworn employees of the Police Department is defined in the Rules and
Regulations of the Board of Police Commissioners. An employee may be released at any time
during the period provided the Department Head submits, prior to the release, a PAR to the
Village Manager stating the reason(s) for the release.
Position
Period
Sworn Police Personnel
24 Months
(See Board of Fire and Police Commissioners Rules and Regulations)
Fire-Rescue Personnel
24 Months
All Other Personnel
6 Months
After the successful completion of the Work Analysis Period, the Department Head shall forward
a PAR to the Village Manager that the individual has completed the period to the satisfaction of
the appropriate supervisor and Department Head.
The Work Analysis Period for all other employees commences from the date of employment.
Exceptional circumstances may require the extension of a Work Analysis Period. Extensions may
be granted upon the recommendation of the Department Head and approval of the Village
Manager.
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Completion of the Work Analysis Period does not create any additional job protections for an
employee. Instead, the purpose of the Work Analysis Period is to provide a time period where
an employee’s performance is subject to close review. Employment after successful completion
of the Work Analysis Period is still terminable at will unless provided elsewhere in law or by the
Employee Handbook.
3.4. Telework
I. Purpose
The Village of Northfield strives to provide a safe and healthy workplace for all employees. This
policy sets forth our response to such emergencies as hazardous weather, pandemic, or any other
event that would result in the closure of Village administrative offices and the need for
employees to work remotely (telework). This policy provides guidelines for teleworking, as an
alternative work arrangement, when it is necessary in order to maintain essential Village
operations.
II. Definitions
• Exempt Status Employees: Exempt Status Employees are not subject to the provisions
of the Fair Labor Standards Act, pertaining to overtime, minimum wage, record keeping,
uniforms and equipment, meal periods, and rest periods.
• Non-Exempt Status Employees: Non-exempt Status Employees are generally paid on an
hourly basis and are subject to the Fair Labor Standards Act. They are eligible for
applicable overtime pay and meal and rest periods.
• Remote Access: Remote Access is any connection to the Village’s network with computer
equipment that is not normally part of the Village Computer Network [Wide Area
Network (WAN) and Local Area Network (LAN)].
• Teleworking: Teleworking is performing job functions from home or another off-site
location instead of an employee's designated Village work site.
Ill. Teleworking Program Eligibility
Eligibility is based on many criteria including assessment of individual job requirements and
responsibilities. Due to the nature of the services offered by the Village, employees in some job
classifications may not be approved for teleworking. The Village has the discretion to grant
teleworking arrangements on a case-by-case and position-by-position basis. The employee’s
Supervisor, Department Head, and Village Manager retain the discretion to determine employee
eligibility subject to business needs and job requirements.
Employees whose jobs are eligible for telework and those whom the Village has equipped with
the resources needed to telework, may be required or permitted to do so during emergencies.
When a situation arises that calls for teleworking, the Village Manager will notify those
employees who have been identified as eligible for telework to begin working from home.
IV. Participation Parameters
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1. While teleworking, the employee must be accessible to his or her supervisor and will work
their normal schedule, unless an alternative schedule is agreed to by the employee’s
Supervisor.
2. Teleworking is not designed to be a means of emergency care for the employee’s children
or other family members. Although an individual employee's schedule may be modified
to accommodate family care needs, the focus of the arrangement must be on job
performance and meeting Village needs.
3. Employee must be able to telephonically attend staff meetings and other meetings
deemed necessary by management.
4. Unless the Employee’s medical condition would prohibit compliance, Employee must be
available to report to a Village facility at any time, without prior notice, for any reason,
when summoned by a Supervisor. This includes physical attendance at required meetings.
5. Employee shall devote full time and attention to Village business during teleworking
hours.
6. While teleworking, employee continues to be subject to all Village, City, State, and Federal
rules, policies and procedures.
V. Responsibility for Teleworking Costs
1. Only the following teleworking costs and supplies will be covered by the Village:
• Provision and replacement of, and repairs to, Village-issued laptops or other computer
equipment. If the equipment is damaged or lost during its use as a result of the
employee’s carelessness, the Village may deem the employee to be responsible.
• Basic office supplies currently in stock at Village offices that can be easily transported (e
.g. notebooks, pens, pencils, markers). All supplies must be returned to the Village as soon
as the teleworking arrangement ends.
2. The following costs are the responsibility of the employee:
• Home workspace furniture, ergonomic equipment, and related modifications.
• Internet and network access, and related continuing charges.
• Purchase, repair, or replacement of employee-owned equipment and supplies. Note: the
Village will not provide technical support for non-Village equipment that is not compatible
with equipment currently supported by the Village. Employees are responsible for the
maintenance and repair of their own equipment.
• Purchase, repair, or replacement of Village-owned equipment and supplies if mishandled
or lost during employee's use.
• Homeowner's and Renter's insurance covering the home office space, including any
changes in rates or coverage required for teleworking and maintaining a home office.
• Cost of utilities while working remotely, including cell phone/telephone, unless the Village
has separately authorized partial mobile phone reimbursement.
3. Teleworking workspace:
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The employee's teleworking workspace is the employee's responsibility and is not the
Village's responsibility. The employee's teleworking workspace must comply with
recommended safety rules for the workplace and, at minimum:
• Be secured, so that Village data is not compromised, shared, or lost
• Be secured to minimize theft or damage to equipment
• If network access is required, workspace must have appropriate internet service
It is not the Village’s intention to cause an employee to expend money to comply with a
teleworking order. Should an employee anticipate that compliance with article V above will
cause such an expenditure, that employee should immediately so inform his or her supervisor,
who will consult with the Village Manager about a plan to mitigate such an expense.
VI. Work-Related Injuries
If an employee is injured during teleworking hours while conducting Village business, the
employee must suspend teleworking, notify his/her Department Head at the first available
opportunity, and follow Village policy for reporting on-the-job injuries. The Department Head is
to follow all applicable rules and procedures governing employee injuries. Such injuries may be
covered by Workers' Compensation provided that all eligibility requirements are met.
The Village assumes no liability for injuries to the employee that occur outside the employee's
scheduled work hours, or while not engaged in Village business. The Village assumes no liability
for injuries to any third parties and/or the employee's family members in the employee's
teleworking workspace.
VII. Remote Access and Network Security
Teleworking employees are responsible for the following:
• Complying with all applicable Village Policies
• Establishing an appropriate remote work environment
• Ongoing security of the Village's computing and data resources by taking reasonable and
prudent measures on a routine basis
• Appropriate use of the Village's remote access resources
• Limiting use of the Village's network, application, and data resources to official Village
business
• Securing Village-issued computer equipment to prohibit access or use by non-Village
employees
• Confidentiality of the remote access usernames and passwords- employees shall not
share usernames and passwords with others
• Terminating all remote access connections at the end of any teleworking workday
Village IT staff will work with employees directly to establish initial network connectivity between
Village-issued hardware (laptop/mobile device), but is not responsible for troubleshooting or
fixing non-Village related network equipment, including but not limited to high-speed modems,
wireless routers, or gateways. Village IT staff is not responsible for supporting any non-Village
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issued hardware used in a home office environment, including but not limited to monitors,
phones, VoIP, or wireless keyboards and mice. Village-issued laptops and other Village-issued
computer equipment used in the employee's teleworking workspace remain the property of the
Village. The Village reserves the right to access and review electronic files, messages, mail,
Internet usage and other digital archives, and to monitor the use of electronic communications
on Village-issued laptops and other Village-issued computer equipment at any time.
VIII. Policy Compliance
Failure to comply with any part of this policy may result in the immediate revocation of
teleworking privileges and may also result in employee discipline up to and including termination.
4.1. Public Storm Water Drainage Ditches
The purpose of this policy is to provide Public Works and the Village Engineer with a maintenance
policy for existing storm water drainage ditch systems within the Village, and a corrective action
procedure for any drainage problems, which may exist within them. These procedures will be
implemented to ensure the positive flow of storm water within the Village’s public right-of-ways.
This policy is intended to provide Village staff with the criteria and information necessary to
evaluate existing drainage ditch problems in the public right-of-way system. For purposes of this
policy, the Village shall not consider standing water a problem within the drainage ditch system
unless it exists for an extended period of time.
In addition, this policy will provide Village staff with the data that will aid in investigating and
selecting those drainage ditches, which may be eligible for modifications in the Village’s Capital
Improvement Program and set forth criteria for private funding participation. State, county, and
private drainage ditches do not qualify for participation in this program.
1. Village Responsibilities- Substantial Public Benefit
If following a review by Village staff, a proposed project is deemed to benefit a significant portion
of the Village as a whole, the Village will consider undertaking the required improvements
through its annual Capital Improvement Plan program (funding permitting). These types of
projects include:
• Drainage problems which are caused by deficiencies in the existing drainage system.
• Drainage problems which occur due to flat or back-pitched slopes.
• Drainage problems which are the result of ground settlement or where the parkway holds
water and the curb is higher than the adjacent sidewalk.
• Culvert pipes that run under public streets.
2. Resident Responsibilities- Substantial Public Benefit
It shall be the responsibility of the homeowner to maintain the parkway areas immediately
adjacent to their property. This includes any grass or vegetation, ditch or swale, and pipes or
culverts that may exist. If, following a review by Village staff, the proposed project involves one
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or more of the following conditions then the total cost of the project and/or maintenance of the
area will be the responsibility of the homeowner:
• Drainage problems caused by vegetative growth or debris obstructions, which could
alleviate the problem through routine maintenance such as mowing, pruning, or cleanup.
• Any drainage problem resulting from obstruction, corrosion, crushing, or other blockages
of the free flow of water through a drainage culvert or pipe located under a driveway or
other means of access to the property.
• Any drainage problem resulting from the unauthorized addition of fill material, grade
modifications, manmade obstructions, etc.
3. Village/Resident Voluntary Program- Mix of Public/Private Benefit
In areas where an existing storm drainage ditch system is in place, a resident may request for
aesthetic and/or personal maintenance reasons that the ditch be eliminated and replaced with a
piped system. If installed in place of a ditch, the piped system shall be the maintenance
responsibility of the Village. However, any culvert passing under a driveway or other means of
access to the property shall be the homeowner's sole responsibility. If installed, the cost of these
improvements shall be paid on a 50/50 cost-sharing basis between the resident and the Village.
To qualify for 50/50 cost-sharing, the project must be undertaken as part of the Village’s annual
storm water ditch maintenance program. In no case shall a resident have the right to install a
pipe or culvert in the public right-of-way and bill the Village for any portion of the cost.
If a project is eligible for the 50/50 program, the Village will undertake the installation of all
approved improvements, either through the engagement of a contractor or by utilizing its staff.
All areas disturbed by approved improvements shall be restored with topsoil and seed. Once
restored, it shall be the homeowner’s responsibility to water and maintain the site to ensure a
complete grass stand is achieved.
Applications for participation in this program are available on the Village Website. Upon receipt
of an application for participation, together with a $100 non-refundable fee, the Public Works
Department will inspect the potential project site, verify the information obtained from the
applicant, and determine the eligibility for participation. The Village Engineer will work with the
Public Works Department to determine project scope and design if deemed necessary. If
applicable, this information, along with a preliminary cost estimate, will be provided back to the
applicant.
Upon receipt of the project eligibility and cost estimate, the homeowner will be asked to execute
a project participation form and return it to the Village along with sufficient funds to cover their
half of the project costs. Projects will not be formally placed into the program until the Village
receives the participation form and the financial deposit. A written confirmation shall be given
to all residents that submit accepted applications. If sufficient Village funds are not available to
complete all requests that are received, applicants will be placed on a waiting list for
consideration in subsequent years. Residents may request a refund of their 50% contribution
and be removed from the waiting list.
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Project priority shall be based on the availability of funds appropriated for this purpose, with the
preference for projects that provide the most significant public benefit. When funds are available
for projects with a mix of public and private benefits, they will be processed in the order that
they are received or until budgeted funds are depleted.
4.2 Public/Private Infrastructure Improvements
To ensure consistency in determining funding for infrastructure improvements, the Village Board
has established a policy that balances the Village’s resources with its residents' present and
future needs.
This policy will identify the procedures for residents to follow concerning the identification of
requests for infrastructure improvements in the Village. This policy will distinguish projects
based on public benefit and private benefit ratio perspectives and address potential funding
mechanisms.
Projects identified as benefitting the Village as a whole are typically built with public funds. In a
newly-annexed area or development, the Village will typically require new residents and
developers to be responsible for the new infrastructure expenses. For those improvements of a
substantial private benefit, the residents shall be responsible for their cost.
Improvements built and paid for by the Village will be maintained by the Village. Any
infrastructure projects that are not dedicated to the Village shall be maintained privately. Should
residents desire to dedicate these private infrastructure projects to the Village, a petition must
be signed by all affected property owners requesting dedication. Following the Village Board's
acknowledgment that dedication would be considered, the infrastructure project must be
brought fully up to the current Village standards set forth in the Village’s Subdivision or other
Code and approved by the Village Engineer and Public Works Department. The residents will bear
such costs. Once dedicated, the Village will assume maintenance. In those cases where an
existing infrastructure improvement meets Village specifications but is not new, it may be
dedicated to the Village if the homeowner(s) pay for the depreciation of the improvements to
date or pay to bring the improvement back to brand new condition.
Potential new infrastructure projects may be brought to the Village’s attention by residents, the
Village Board, or staff. If the Village Board has determined, through a study and review with the
Village Engineer and Public Works staff, that an infrastructure project should be implemented,
the Board will utilize this policy to determine the breakdown of the public/private benefit of the
improvement based on the criteria identified in Exhibit A as follows:
1. Public Benefit
Following review by the Village Engineer and Public Works staff, if the proposed project
is deemed to predominately benefit the Village as a whole and/or existing public facilities,
the Village Board will consider installing the infrastructure project as part of its annual
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Capital Improvement Plan. The latter is discussed in conjunction with the development
of the Village’s Budget each spring. The Village will maintain these facilities.
2. Private Benefit
Following review by the Village Engineer and Public Works staff, if the proposed project
is deemed to predominately benefit private property, the Village, through negotiations
with the property owner(s), may elect to participate in one or more of the following:
1. Make no monetary contribution, and thus the property owner(s) pay for the entire
cost of the project;
2. Establish a Special Service Area, Special Assessment or Special Taxing District (see
Exhibit B) via the County for the property owner(s) to pay for the project;
3. Establish an informal Special Service Area (and lien property) to advance funds for
the cost of the project and to bill the property owner(s) directly on a semi-annual
basis to recover the advance plus interest;
4. Consider providing the engineering and contract administration as the Village’s
contribution to the project;
5. Consider providing a financial contribution to the project;
In this case, the property owner(s) will have maintenance responsibility for the project.
*Private property encompasses residential and/or commercial property
3. Mix of Public and Private Benefit
There may be projects that provide both public and private benefits. Should the project
be a mix of public and private benefit, the Village Engineer and Public Works staff will
recommend the percentage of public vs. private benefit to the Village Board. The Board,
through negotiations with the property owner(s), may elect to participate in one or more
of the following:
1. Establish a Special Service Area, Special Assessment or Special Taxing District via
the County for the property owner(s) to pay for their share of the project based
on the estimated private benefit;
2. Establish an informal Special Service Area (and lien property) to advance funds for
the property owner(s) portion (private benefit) of the project and to bill the
property owner(s) directly on a semi-annual basis to recover the advance plus
interest;
3. Consider providing the engineering and contract administration as the Village’s
contribution to the project;
4. Consider making a financial contribution to the project.
In this case, the Village will consider whether the infrastructure improvement should be
dedicated to the Village. If it is dedicated to the Village, the Village will maintain the
improvements. If it is not dedicated, all maintenance remains the responsibility of the
private owners. The Village will also consider the establishment of a permanent
maintenance Special Service Area administered through the County.
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As a general rule, if there is to be an assessment against property owners, 75% of the
property owners affected by the proposed infrastructure improvement must agree to the
project, thereby obligating the remaining 25% of the affected property owners to
participate in the project. The Village’s payment for public infrastructure projects,
together with contributions to private projects, will depend upon the availability and
allocation of funds. If property owners request an improvement, they will be required to
provide the necessary easements for the project at no cost to the Village. Property
owners will be responsible for all permits and fees associated with connection to any
infrastructure improvements. If the Special Service Area charges are based on anything
other than the equalized assessed valuation of the affected properties, the Village may
require that 100% of the affected property owners agree to the project.
Annexations. This policy is to be used as a guideline for annexations. The final
determination as to infrastructure improvements, cost-sharing, dedication, etc., may be
memorialized in an annexation agreement.
(Re)Development. From time to time, new development, redevelopments, Planned Unit
Developments, etc., occur in the Village. This policy may be used as a guideline; however,
the Village may negotiate a development agreement to memorialize the final
determination of infrastructure improvements, cost sharing, dedication, etc.
4.3. Sidewalk Replacement Program
The Village of Northfield may have certain duties to exercise ordinary care to maintain its
property reasonably safe for intended and permitted users. The purpose of this policy is to
attempt to assure the maintenance of sidewalks owned by the municipality in a safe condition
for pedestrian use. This effort is limited by budgetary constraints, which require the Public Works
Department to exercise judgment and discretion in identifying conditions in need of repair or
replacement and establishing priorities in scheduling the necessary work.
The Public Works Department is responsible for the oversight of the sidewalk inspection and
repair program, including:
• Evaluating municipal-owned sidewalks for purposes of planning inspections, repair,
and replacement
• Scheduling a recurring and systematic sidewalk condition inspection cycle
• Responding to notifications by citizens and employees of sidewalk conditions
• Planning the repair and replacement of municipal sidewalks
• Evaluating contracts and IGA’s to ensure the municipality is indemnified and held
harmless in the replacement or repair of any sidewalk or pathway that is not owned
by the Village
• Providing notice of necessary repairs of an un-owned sidewalk or pathway and
requesting reimbursement
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Evaluation Criterion
The primary criterion for selecting sidewalk sections for removal, replacement, or repair starts
with identifying the most significant irregularities. The Condition Chart below indicates ratings
that may be used to evaluate a sidewalk’s condition and if or when it will be scheduled for repair
or replacement. Condition evaluation shall be documented in the Sidewalk Inspection Form
(Appendix A) using this Chart.
Condition Type
Vertical Displacement / Settlement
Side Slope
Red
Greater than 2”
Greater than 2” per foot (e.g.
tree root)
Yellow
Between 1” – 2”
Between 1-2” per foot
Green
Less than 1”
Less than 2” per foot
Systematic Sidewalk Evaluation Planning
The Public Works Department shall develop a program of systematic inspection and evaluation
of the municipal sidewalks to inspect all high usage sidewalks every year and all low usage
sidewalks at least once every three years; budget, personnel, and weather conditions permitting
and in the exercise of the Public Works Department discretion given the competing interests of
other Public Works projects underway or planned. Establishing the municipality’s sidewalks
inspection cycle and which areas are considered high and low usage are set forth below as
potential areas of inspection:
• Primary (high usage) – Consider annual inspection of the sidewalks around schools,
nursing homes, and in the area of primary business/merchant districts that are
considered high pedestrian areas
• Secondary (low usage) – Consider a minimum tri-annual inspection of all bikeways or
pedestrian sidewalks on municipal easements or other property owned by the
municipality
The inspections cycle should be performed so that cost projections can be included in the annual
budget.
The scheduled repair cycle is not dependent on receipt of a resident’s or employee’s notification
of a sidewalk condition. As a result of the systematic inspection, the Public Works Department
will use discretion in establishing a schedule for sidewalks within the municipality to be repaired
or replaced.
Sidewalk Evaluation Form
For tracking purposes, the Public Works Department will document inspected or reported
sidewalk conditions by identifying the locations inspected, the date of each inspection, the
name(s) of each employee performing the inspection, and the sidewalk’s condition using the
Condition Chart provided.

37

The Public Works Department will document sidewalk conditions on the following Sidewalk
Evaluation Form to track and record each condition identified and the action taken.
Citizen notification of sidewalk conditions should be forwarded to the Public Works Department
for follow-up. Any questions concerning this procedure should be directed to the Public Works
Director.
Notification of Sidewalk Conditions
The Village might receive a notice of sidewalk conditions in three ways:
• Citizen notification
• Employee notification (e.g., found in the course of their workday)
• Scheduled systematic inspection reports
The Public Works Department will follow up on all citizen and employee notifications of sidewalk
conditions and consider such reports when developing a repair or replacement schedule.
Employees who identify sidewalk conditions outside the scheduled inspection cycle must notify
the Public Works Department for follow-up.
Follow up to Notification of Sidewalk Conditions
The Public Works Department will follow up on all notifications of sidewalk conditions, both
planned and unplanned.
Scheduling Repairs and Replacements of Sidewalks
Assuming there are sufficient resources, the Village, by and through the Public Works
Department, may elect to effectuate temporary repairs to an identified sidewalk condition until
permanent repairs can be made.
Alternatively, the Village may elect to designate a sidewalk condition for “removal and
replacement” using its resources or, budgetary constraints permitting, those of an outside
contractor. Should the condition be designated, the Village, by and through the Public Works
Department, has the discretion to schedule the contemplated work for the same fiscal year that
the condition(s) was (were) so identified or for a future fiscal year.
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SIDEWALK INSPECTION FORM
Name of Inspector:
Date:
Approved By:
Date:
Date

Location

Description of Condition Recommended
(Red, Yellow, Green)
Disposition

Action Taken

Designated sidewalk inspections should be completed using this evaluation chart.
Condition Type
Vertical Displacement /
Sideslope
Settlement
Red
Greater than 2”
Greater than 2” per foot (e.g. tree root)
Yellow
Between 1” – 2”
Between 1-2” per foot
Green
Less than 1”
Less than 2” per foot
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4.4. Qualifications-Based Selection
The Village of Northfield receives federal funds, which may be used to fund engineering and
design related consultant services. Our written policies and procedures as described herein for
Qualifications-Based Selection (“QBS”) will meet the requirements of 23 CFR 172 and the Brooks
Act.
1. Initial Administration – The Village of Northfield’s QBS policy and procedures assigns
responsibilities to the Department of Public Works, the Finance Department, and the
Village Manager within The Village of Northfield’s organization for the procurement,
management, and administration for consultant services.
2. Written Policies and Procedures – The Village of Northfield believes their adopted QBS
written policies and procedures substantially follows Section 5-5 of the Bureau of Local
Roads and streets (“BLRS”) Manual and specifically Section 5-5.06(e), therefore; approval
from the Illinois Department of Transportation (IDOT) is not required.
3. Project Description – The Village of Northfield will use the following five items when
developing the project description and may include additional items when unique
circumstances exist.
• A general description of the need, purpose, and objective of the project;
• Identification of the various project components;
• A desired timetable for the effort;
• Identification of any expected problems
• The anticipated total project budget.
4. Public Notice – The Village of Northfield will post an announcement on our website
https://www.northfieldil.org. The item will be advertised for at least 14 days prior to the
acceptance of proposals, and on continuous display on our website.
5. Conflict of Interest – The Village of Northfield will require consultants to submit a
disclosure statement with their procedures through the use of the IDOT “BDE DISC 2”
Template as the conflict of interest disclosure form.
6. Suspension and Debarment – The Village of Northfield will use the Federal System of
Award management (SAM) exclusions, IDOT’s Chief Procurement Officer (CPO) website,
and the three other state or Federal CPO’s websites to verify the eligibility of firms short
listed and selected for projects.
7. Criteria and weighting per the Village of Northfield’s QBS procedures:
Technical Approach (10 - 30%)
Firm Experience (10 - 30%)
Specialized Expertise (10 - 30%)
Staff Capabilities (Prime/Sub) (10 - 30%)
Work Load Capacity (10 - 30%)
Past Performance (10 - 30%)
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Local Presence*
Participation of Qualified and Certified DBE Sub-consultants*
(* The combined total of these two items cannot exceed 10%)
Price and cost related items, including cost proposals, direct salaries/wage rates; indirect
costs (overhead), and other direct costs shall not be used as a factor in the evaluation,
ranking, and selection. Any sealed cost proposals submitted in response to the
announcement will be returned to the sender unopened.
8. Selection – The Village of Northfield requires a three person selection committee.
Typically the selection committee members include the Director of Public Works, the
Finance Director, and the Village Manager. The selection committee members must
certify that they do not have a conflict of interest. Selection committee members are
chosen by the Village Manager for each project. The Village Manager will determine if
interviews will be required for each project. The Village of Northfield requires each
member of the selection committee to provide an independent score for each proposal
using the form below prior to the selection committee meeting.
Criteria
Criterion 1
Criterion 2…
Criterion X
Total

Weighting

Points

Firm 1

Firm 2…

Firm X

100%

The selection committee members’ scores are averaged for a committee score which is
used to establish a short list of three firms. The committee score is adjusted by the
committee based on group discussion and information gained from presentations and
interviews to develop a final ranking. If there are other firms within 10% of the minimum
score, the Village Manager may choose to expand the short list to include more than three
firms.
9. Independent Estimate – The Village of Northfield will prepare an independent estimate
for the project prior to contract negotiation. The estimate shall be used in the negotiation.
10. Contract Negotiation – The Village of Northfield requires a two-person team to negotiate
with firms. The team typically consists of the Director of Public Works and the Finance
Director. Members of the negotiation team may delegate this responsibility to staff
members. If a contract cannot be negotiated with the selected consultant, the team shall
attempt to negotiate a contract with the second-ranked consultant. If this negotiation
also fails, the Village of Northfield shall re-commence the QBS process.
11. Acceptable Costs – The Village of Northfield requires the Finance Director to review the
contract costs and the indirect cost rates to assure they are compliant with Federal cost
principles prior to submission to IDOT.
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12. Invoice Processing – The Village of Northfield requires the Finance Director to review and
approve all invoices for any project using federal funds prior to payment and submission
to IDOT for reimbursement.
Project Administration – The Village of Northfield requires the selected Project Manager to
monitor work on the project in accordance with the contract and to file reports with the Director
of Public Works, who will determine compliance with the conditions, and specifications of the
contract. The Village of Northfield’s procedures require an evaluation of the consultant’s work at
the end of each project. These reports are maintained in The Village of Northfield’s consultant
information file. The Village of Northfield follows IDOT’s requirements and the required
submission of BLRS Form 05613 to the IDOT district at contract close-out along with the final
invoice.
4.5. Water Meter Removal and Testing
The purpose of this policy is to establish guidelines for the removal and testing of water meters
in the event of a disputed billing where the resident believes that a high or low bill is a result of
a faulty meter. All tests shall conform to the American Water Works Association (AWWA)
standards on water meter testing and maintenance.
1. Policy
1. The meter in question shall be removed by an independent water meter contractor of the
Village’s choice.
2. A temporary meter shall be installed at the location for the time that the meter in
question is being tested. Water consumption during this time will be added to the next
billing.
3. If the water meter in question meets the criteria set forth in Section 2 (#3 and #4) of this
policy, the replacement water meter shall become the new meter for that location.
4. The meter contractor will test the meter and provide a copy of the results to the Village.
2. Testing Results
1. Once the meter has been tested, three possible results can be reported. The meter can
meet the AWWA standard; the meter can register higher than the AWWA standard; or
the meter can register lower than the AWWA standard.
2. If the test results indicate that the meter’s accuracy meets the AWWA standard, the
meter shall be reinstalled by the meter contractor. The complainant shall bear the
expense of this procedure.
3. If the test results indicate that the meter is registering at a higher rate than the AWWA
standard, the Village of Northfield shall be responsible for the cost of the procedure and
will adjust the complainant’s previous billing to reflect the discrepancy.
4. If the test results indicate that the meter is registering at a rate that is lower than the
AWWA standard, the complainant shall be responsible for the cost of the procedure and
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the Village of Northfield will adjust the complainant’s previous billing to reflect the
discrepancy.
3. Exclusions
This policy shall not apply in situations where there are signs of tampering, including but not
limited to: the separation or removal of any seals, alarms, or actual physical damage to the meter
itself or remote meter system. In situations where tampering has been determined,
administrative and/or legal action may be pursued in accordance with the Village Code.
5.1. Annexation to the Village
The Village Board carefully considers policies and actions relating to boundaries and annexations,
as these affect the community tax base, the ability to deliver services to residents, and the long
term social and financial well-being of the community. Therefore, the following annexation
policy has been developed in an effort to assure orderly growth and development of the Village
by achieving annexation of unincorporated areas adjacent to and within the boundary of the
Village.
Policy:
1. It is the policy of the Village Board to encourage annexation of unincorporated areas lying
adjacent to and within the boundaries of the Village.
2. The Village Board will encourage annexation of these unincorporated properties on a
voluntary basis. A majority (2/3rds) of the owners of the proposed annexed properties
should agree to the annexation. The Village may use a different method of determining
a sufficient percentage of property owners if it deems such an alternative method to be
more equitable.
3. The Village will attempt to work with organized property owner associations rather than
individuals whenever possible.
4. The Village will be prepared to provide expeditious background and procedural
information for any association or individual inquiring about annexation.
5. The Village staff will assist those desiring to annex by providing all information concerning
zoning and the necessity and cost of extending Village services.
6. The Village will not take over private utilities until it meets the standards set forth in the
Village’s Public Private Infrastructure Improvements Policy. The Village Attorney will
advise the Board on the necessary legal requirements for the annexation at no additional
charge to the petitioners. The Village will also review, on a case by case basis, various
financial options to assist these individuals in financing the cost of the utility
improvements necessary for annexation. For appropriate cases, the Village will provide
limited in-court services of the Village Attorney for court supervised annexations.
7. The homeowners are responsible for:
a. Providing to the Village Board appropriate evidence of support for the annexation by
the affected parties,
b. Preparing, with the help of the Village Attorney, the necessary petition of annexation
and plats for the area to be annexed,
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c. Obtaining and paying contractors to perform any work necessary to bring utilities up
to Village standards. This will include all private connection work between the house
and the particular utility,
d. Continuing maintenance of any roads or other utilities not dedicated to the Village,
e. The execution of appropriate covenants requiring eventual compliance, if certain
code requirements are initially waived by the Village.
f. Any costs associated with a special district to which ongoing taxes or expenses may
be required.
8. The Village Board in its discretion may permit an extended schedule for the phase out of
septic systems so long as such systems meet the requirements promulgated by the Village
of Northfield and the Illinois Department of Public Health. All expenses related to hookup
to the inspected sanitary sewer system are the homeowners.
5.2. Badges and Village Identification Cards
It is the policy of the Village that badges be used only during the course of an employee’s
performance of his or her official duties, and then only as needed to identify them to the public
as a duly empowered Village representative.
Other Village employees, independent contractors, and elected and appointed officials will be
issued a Village identification card on an as-needed basis.
It is completely improper to display such a badge or identification card while off–duty or to
display the badge or identification card in an attempt to influence, gain favor, or to avoid being
ticketed, charged, or detained by a law enforcement officer of any jurisdiction. Badges and
identification cards must be returned upon termination of the individual’s association with the
Village. Any misuse of a badge or identification card shall be considered grounds for disciplinary
action.
5.3 Block Parties
The Village believes that community activities sponsored by the residents of a block are beneficial
to the neighborhoods of the Village of Northfield. To that end, the following guidelines are
established for regulating and granting permission for safe block parties:
No person shall hold a block party without obtaining written permission from the Village
Manager, subject to the following rules and regulations:
1. Permission may be granted for the closing of one block of a local public street, both sides
of which block are largely residential. The block may remain closed for a single period not
to exceed eight hours, if the Manager determines that the block party is of such type, size,
and duration that:
a. It would not substantially interfere with the safe and orderly movement of traffic
or emergency vehicles in the area;
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b. It would not create an imminent danger or similar disorder; or
c. It is not to be held for an unlawful purpose.
2. A request letter should be submitted to the Village Manager a minimum of seven days
prior to the requested block party including the date and time of the block party (with a
rain date, if desired), and the name of the street upon which the block party is to be held,
specifying by name the street boundaries of the requested block of that street.
3. The residents of the said block shall place barricades as approved by the Village’s Public
Works Department, to be placed at the boundary intersections of the block. Said
barricades will be delivered the last business day before the scheduled block party. Such
barricades shall be placed so that they do not interfere with the movement of traffic on
the boundary streets of the block. The barricades shall be moveable, so that emergency
vehicles may enter the block if necessary. The barricades will be picked up the next
business day following the block party.
4. Upon granting permission to residents for a block party, the Village Manager shall notify
the Chief of Police, the Fire Chief, and the Director of Public Works of the dates, time, and
location of such party.
5.4. Social Messaging on Village Property, Proclamation
1. General
The Village recognizes that there are occasionally non-governmental special events or holidays
that individuals and groups in the community would like recognized by the Village of Northfield.
Individuals and groups may make requests of the Village Board for a Resolution/Proclamation,
use of the Community Events Sign, and/or use of Light Pole Banners. The Village Board reserves
the right to determine which observance the Village will recognize through these three separate
outlets.
Requests should be made a minimum of three months prior to the planned celebration to allow
time for formal Board consideration, posting of any necessary sponsorship funds, and the
production and posting of banners.
Village Board approvals are in place for one year. Requestors will need to re-submit annually for
Board approval. As part of that process, the Board may waive or reduce any sponsorship fee if
the prior year’s banners are in good shape and can be reused.
2. Use of Community Events Sign and Light Poles:
1. Community Events Sign:
a. Access to the Community Events Sign will generally be granted on a first-come,
first-serve basis, and the banners or posters may be displayed for a maximum of
two weeks. However, more or less time may be assigned by the Village Manager
based on the duration of the event and the availability of space. If the demand for
a particular time period is too heavy, the two week maximum may be reduced to
one week to accommodate additional requests. No more than three (3) banners
shall be displayed at one time.
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b. All banners are to be developed and paid for by the applicant. Banners shall be
professionally prepared in compliance with the standards set forth on the Village’s
banner specification sheet.
c. Applicants are responsible for delivering their banner to the Public Works/FireRescue Building, 1800 Winnetka Road, at least one week prior to the date
scheduled for display and picking them up no later than 60 days following the last
day of display. The Village shall not be held responsible for any banner left after
60 days and will not store banners from year to year.
d. Only the Village of Northfield Public Works Department is authorized to install or
remove event banners.
e. Banner specifications and applications can be found on the Village’s website.
2. Light Pole Banners:
a. The detailed design for any light pole banners must be submitted and approved by
the Board with their Resolution/Proclamation request. If approved, up to eight
banners could be installed in the Village Center.
b. To ensure hanging banners are cost-neutral for the Village, there is a $250/per
light pole banner sponsorship required. All sponsorship funds must be received by
the Village no less than 45 days prior to the proposed banner installation date.
c. Access to the light pole banners will generally be granted on a first-come, firstserve basis, and the banners may be displayed for up to one month, with only one
celebration allowed in any month.
d. Applicants are responsible for delivering their banners to the Public Works/FireRescue Building, 1800 Winnetka Road, at least one week prior to the date
scheduled for display and to pick them up no later than 60 days following the last
day of display. The Village shall not be held responsible for any banner left after
60 days and will not store banners from year to year.
e. Only the Village of Northfield Public Works Department is authorized to install or
remove banners.
f. Banner specifications and applications can be found on the Village’s website.
3. Village Board Resolutions/Proclamation: Individuals or groups requesting Village Board
approval of a proclamation/resolution to commemorate a certain event or social message
must submit a written request, along with a proposed message, to the Board.
5.5. Donations to the Village
No Board Member, Commission Member, volunteer representing the Village, or Village Employee
(the “Village”) may solicit donations from residents and businesses. This Policy shall not apply to
the annual fundraising events hosted by the Northfield Fire-Rescue Association.
From time to time residents and businesses may offer donations to the Village in recognition of
special circumstances. It is the intent of this policy to permit those voluntary donations to the
Village.
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If food, such as baked goods or candy is given to a Village staff member, that food shall be opened
in a Village facility and made available to the entire staff. No gift cards or cash for the purchase
of such food may be accepted.
Procedures for Accepting Donations:
1. In the event that any person expresses a desire to make a donation, the employee shall
notify his/her Department Head, who shall in turn notify the Village Manager.
2. The Village Manager shall contact the interested donor for the completion of a “Donation
Form” (attached). Once completed, the Village Manager, Finance Director, and
appropriate Department Head shall evaluate whether it is in the best interests of the
Village to accept the donation.
3. The Village Manager shall notify the donor in writing of the acceptance or refusal of the
donation. In the event that the donation is more appropriate for another group, the response
may also include a suggestion of another governmental or not-for-profit agency that may be able
to use the donation.
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Donation Form
Village of Northfield
Date: ________________________
Donor name: _______________________________________________________________
Donor address: ______________________________________________________________
Description of donation: ______________________________________________________
___________________________________________________________________________
Where you want donation to be used: ___________________________________________
___________________________________________________________________________
I represent that the Village did not solicit this donation and recognize that the Village does not
verify the value of non-cash donations.
______________________________
Signature of donor

__________________________
Date

Return this form to:
Village Manager, Village of Northfield, 361 Happ Road, Northfield IL 60093

Office Use:
_____ Donation accepted

_____ Donation refused

_______________________________
Village Manager

________________________________
Finance Director

________________________________
Date
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5.6. Honoring Private Covenants
The Village of Northfield will not use its permit authority to enforce private restrictions and
covenants on land and improvements to the land. This policy statement shall not prevent the
Village from using its discretion to recognize such private covenants when public policy so
demands or when to do so is clearly in the best interests of the health, safety, and welfare of the
community as a whole.
5.7. Off-Street Parking Areas in Village Rights-of-Way
Off-street parking areas may be established in the Village’s rights-of-way in accordance with the
following standards:
1. The street must not have curbs or gutters.
2. The width for parking on the right-of-way shall be no greater than 10 feet beyond the
pavement.
3. The resident may only install gravel on the right-of-way for parking a vehicle.
4. The area may be “boxed” out with such materials as railroad ties, wood, or metal edging
to keep the gravel in place.
5. Excavation may not be done to the right-of-way, but gravel may be placed on the existing
grade. If the Village needs access to the right-of-way, the Village will have no
responsibility for restoring the area.
6. Trees or bushes may not be cut down/removed in order to make room for parking on the
Village right-of-way and a minimum distance of six feet must be maintained from all
parkway trees.
7. Off-street parking may not negatively impact stormwater systems or drainage.
8. Prior to any installation, Village approval must be secured. A written request must be
submitted to the Village’s Public Works Department detailing the proposed location and
use for review and approval.
9. The requestor must provide a hold harmless acknowledgement satisfactory to the Village
Attorney
5.8 Public Way Use Policy
It is the policy of the Corporate Authorities of the Village of Northfield, and indeed, in the
Illinois common law, to recognize the existence of a presumption against the private use of
public property. It is the further policy of the Village Board that such presumption may be
overcome only upon proof of a demonstrable, compelling need for private use.
Upon proof of such compelling need, as determined solely by the Village Board, the private use
of public property shall require a license agreement approved by the Village Board. The Village
shall consider, among other matters, the impact on surrounding properties with regards to
storm water runoff, screening, noise, light intrusion, access to public property, public liability
and any other relevant considerations. Driveways, mailboxes, private street signs, and sprinkler
systems shall be exempt from such license requirements; provided they are installed in
compliance with all existing Village regulations and this policy.
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Every License Agreement shall be subject to the review and approval of the Village Board and
shall, at a minimum, be subject to the following conditions:
1. Drainage: The Licensee shall not regrade, fill, block or otherwise change the existing
drainage patterns on the public property nor remove any trees or shrubs on the public
property, without submitting detailed a written description and engineering justification
for such changes. The Village may require any additional documentation it deems
appropriate in order to determine the advisability of such changes.
2. Right of Access: The Village shall retain the right of access to the site at all times, with or
without prior notice.
3. Structures and Plantings: No structure, as defined in the Village Zoning Code, shall be
erected or placed on public property except after a duly published public hearing before
the Village Board. The Licensee shall not install any structures, plantings or other
improvements on the site that are not expressly set forth in the license agreement or
associated exhibits. This shall include, but not be limited to fences, electronic fences,
sheds, pools, patios, decks, tennis courts, parking areas, walkways, drainage lines, play
equipment, lighting, or irrigation systems. Even if noted in the license agreement, every
structure or improvement is subject to Village Code requirements.
4. Maintenance: The Licensee shall, at its own expenses and at all times, be responsible for
maintaining the property in good condition and free from litter and debris.
5. Village Not Liable: Any work, structures or personal property allowed on public property
will be at the sole risk of the owner. The Village shall not be liable for any damage that
may occur to such work, structure or personal property.
6. Release and Hold Harmless: The Licensee must agree to protect, indemnify, save and
hold forever harmless the Village of Northfield and its officers, current/past/future
appointed and elected officials, President and Board of Trustees, employees, volunteers,
attorneys, engineers and agents (the “Village Affiliates”) from and against any and all
liabilities, obligations, claims, damages, penalties, causes of action, costs and expenses
brought by any person or entity, including but not limited to, Licensees and their
employees, contractors, subcontractors, volunteers, agents and invitees arising out of,
connected with, or in any way associated with Licensee’s use of the Licensed Premises,
any of the Licensor’s Property, or with the License Agreement.
7. Waiver of Claims: The Licensee must waive and relinquish any and all claims or causes of
action of any kind that it or its officers, officials, employees, contractors, subcontractors,
volunteers, agents, and invitees may have against the Village and the Village Affiliates
arising out of or relating to the Licensee’s business, Licensee’s use or the public’s use of
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the Village Property or the areas used for activities associated with the Licensee’s
business, or any matters arising out of or relating to matters covered under this
Agreement.
8. Insurance: The Licensee must maintain insurance with personal injury and death
coverage in an amount not less than $1,000,000. The Village Board may waive this
requirement for single family residences.
9. Right to Terminate: The Village shall have the right upon 60 days written notice, to
terminate the agreement at any time. Upon such notice, Licensee shall re-deliver the
site to the Village and shall remove any structures or personal property and return the
site in good condition.
10. Compliance with Law: The Licensee shall comply with all applicable federal, state,
county, and local regulatory authorities with respect to the installation of improvements
on the site.
11. Vote: No license agreement shall be entered into by the Village except on the
affirmative vote of at least four members of the Village Board. The Village Board must
make a specific finding, based on a staff report that some tangible public purpose will be
served by entry into the license agreement.
12. Private Street Sign: No license shall be required but all such signs must comply with the
following standards:
• If placed in an intersections sight visibility triangle, the area between 30"-60"
above grade must remain open to prevent visibility issues.
• Signs shall be no taller than 10’5” above grade.
• The sign face shall not exceed 10.5 square feet.
• The minimum height for the street name is 4 inches for uppercase letters and 3
inches for lower case letters.
• Signs must be maintained in good condition and replaced or repaired when
dented, chipped, faded, or otherwise deteriorated or damaged.
• Any landscaping placed within an intersections sight visibility triangle must be
either lower than 30" at maturity or start its leafing structure above 60" from
grade to prevent visibility issues.
• Hardwired lighting is prohibited and only solar-powered illumination is permitted
• No permit is required for private street signs.
• Existing signs shall be considered “legal non-conforming signs” and will be
exempt from the height and size requirements but shall conform to the
maintenance and site visibility requirements. If a legally non-conforming sign is
replaced the new sign must conform to all Policy standards.
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5.9 Social Media Policy
The intended purpose behind establishing Village Social Media accounts is to disseminate
information from the Village, about the Village, to its citizens. The Village has an overriding
interest and expectation in deciding what is “spoken” on behalf of the Village on Village Social
Media platforms.
For purposes of this policy, “Social Media” is understood to be content created by individuals,
using accessible, expandable, and upgradable publishing technologies, through and on the
Internet (“Social Media”). Examples of Social Media platforms include, but are not limited to,
Facebook, Twitter, LinkedIn, YouTube, Instagram, and Nextdoor. For purposes of this policy,
“comments” include information, articles, pictures, videos, or any other form of communicative
content posted on a Village Social Media account.
The establishment and use by any Village department of Village Social Media account are
subject to approval and management by the Village Manager or his or her designees. Village
Social Media accounts should make clear that they are maintained by the Village and that they
follow the Village’s Social Media Policy.
The Village Manager or his or her designee reserves the right to restrict or remove any content
that is deemed in violation of this Social Media Policy or any applicable law. The Village will
approach the use of Social Media tools as consistently as possible. Employees representing the
Village government via Village Social Media accounts must conduct themselves at all times as a
representative of the Village and in accordance with all Village policies.
All Village Social Media accounts shall adhere to applicable federal, state and local laws,
regulations and policies, and as such are subject to the Freedom of Information Act. Any
content maintained in a Social Media format that is related to Village business, including a list
of subscribers, posted communication, and communication submitted for posting, may be a
public record subject to public disclosure. Any content removed based on these guidelines
must be retained by the Public Information Coordinator for a reasonable period of time,
including the time, date, and identity of the poster, when available.
Comments on topics or issues not within the jurisdictional purview of the Village may be
removed. The Village does not endorse any links or advertisements that may show up on Social
Media accounts.
Comment Policy
The following will be posted on the Village’s Social Media accounts as feasible to ensure users
are aware of the Village’s policies:
The Village’s Social Media accounts serve as a limited public forum and all content published is
subject to monitoring. By posting or commenting on the Village of Northfield’s Social Media,
you agree to the terms of use of the Village’s Social Media Policy, as provided herein.
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A. As a public entity, the Village must abide by certain standards to serve all its
constituents in a civil and unbiased manner.
B. The Village’s Social Media accounts are intended to be “family-friendly,” so please keep
your comments clean by following these simple rules. In addition to keeping it familyfriendly, we require that you follow our posting guidelines. All Village of Northfield
Social Media content is subject to monitoring.
C. The intended purpose behind establishing Village of Northfield Social Media accounts is
to disseminate information from the Village, about the Village, to its citizens.
D. Comments containing any of the following inappropriate forms of content shall not be
permitted on Village Social Media accounts and are subject to removal and/or
restriction by the Public Information Coordinator or his/her designees:
i. Comments not related to the original topic, including random or unintelligible
comments; profane, obscene, violent, or pornographic content and/or language;
ii. Content that promotes, fosters, or perpetuates discrimination on the basis of race,
creed, color, age, religion, gender, or national origin;
iii. Defamatory or personal attacks;
iv. Threats to any person or organization;
v. Comments in support of, or in opposition to, any political campaigns or ballot
measures;
vi. Solicitation of commerce, including but not limited to advertising of any business
or product for sale;
vii. Conduct in violation of any federal, state, or local law;
viii. Encouragement of illegal activity or comments intended to incite violence;
ix. Information that may tend to compromise the safety or security of the public or
public systems;
x. Content that violates a legal ownership interest, such as a copyright, of any party;
xi. Harassment or content which constitutes and/or facilitates stalking;
xii. Content that violates the right to privacy;
xiii. Repetitive content;
xiv. Comments which may reasonably interfere with, inhibit, or compromise law
enforcement investigations, police tactics, police responses to incidents and/or the
safety of police staff and officers;
xv. Posts or comments that contain any external links.
E. A comment posted by a member of the public on any Village Social Media account is the
opinion of the commentator or poster only, and publication of a comment does not
imply endorsement of, or agreement by, the Village, nor do such comments necessarily
reflect the opinions or policies of the Village.
F. Comments posted to the Village’s Social Media will be monitored and inappropriate
content as defined above will be removed as soon as possible and without prior notice.
G. If you are in an emergency situation and need to contact the Police Department, call 911
and ask for assistance. While comments posted on the Village’s Social Media page are
monitored, posting a comment or sending a message is neither the recommended nor
best way to contact the Police Department.
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H. All comments posted to any Village Social Media platform are bound by that platform’s
guidelines and standards. The Village reserves the right to report any violation of these
guidelines to the platform with the intent of said platform taking appropriate and
reasonable responsive action.
I. By posting or commenting on the Village’s Social Media platforms you agree to the
Village’s terms of use. You participate by your own choice, taking personal responsibility
for your comments, your username, and any information you provide therein.
Personal Use by Village Employees
All Village employees may have personal Social Media accounts. Village employees shall not
share work-related information and/or information related to Village business on personal
Social Media accounts and shall avoid mixing their professional information with their personal
information.
Village employees shall not use their Village e-mail account or password in conjunction with a
personal Social Media account. Nor shall a Village employee be compelled as a condition of
employment to disclose to the Village their user name and password for personal Social Media
accounts. Nothing herein precludes the Village, as an employer, from requiring or requesting a
Village employee to disclose a username, password, or other method for the purpose of
accessing an employer-issued electronic device and/or any employer-issued Social Media or email account.
Village employees, unless specifically authorized by the Village to do so, are not authorized to
speak on behalf of the Village and shall not post comments or opinions without also clarifying
that the information being presented is on their personal behalf and it does not represent the
position of the Village.
If Village employees decide to have a personal Social Media account and comment on posts
about official Village business, they must state their name and, if relevant, role, and use a
disclaimer such as: “These postings are my own and don’t reflect or represent the opinions of
the Village for which I work.”
Professional Use by Village Employees
Village employees that comment on the Village’s Social Media platforms in their personal
and/or professional capacity are bound by the Comment Policy of the Village’s Social Media
Policy, stated herein.
All official Village-related communication through Social Media outlets shall remain
professional in nature and conducted in accordance with the Village’s policies. Employees must
not use official Village Social Media accounts to conduct private commercial transactions or to
engage in private business activities.
Village employees should be mindful that inappropriate usage of official Village’s Social Media
platforms can be grounds for disciplinary action. If Social Media platforms are used for official
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Village business, the entire Village site, regardless of any personal views, is subject to best
practices guidelines, and standards.
Only individuals authorized by the Village may publish content to an official Village Social Media
platform. Employees representing the Village through Social Media outlets must maintain a
high level of ethical conduct and professional decorum. Failure to do so is grounds for revoking
the privilege to participate in Village Social Media platforms.
Information must be presented following professional standards for good grammar, spelling,
brevity, clarity, and accuracy, and avoid jargon, obscure terminology, or acronyms. Village
employees recognize that the content and messages they post on Social Media platforms are
public and may be erroneously cited as official Village statements. Employees representing the
Village government via Village Social Media platforms must conduct themselves at all times as a
representative of the Village and in accordance with all Village policies.
Record Retention
Social media platforms contain communications sent to or received by the Village and its
employees, and such communications are therefore public records subject to the Freedom of
Information Act. These retention requirements apply regardless of the form of the record (for
example, digital text, photos, audio, and video). The Village shall preserve records pursuant to a
relevant records retention schedule for the required retention period in a format that preserves
the integrity of the original record and is easily accessible.
Social Media records are captured in a continuous, automated fashion through the social
networking platform, thus preserving the context of communications, including conversation
threads and rich media, to ensure completeness and availability of relevant information when
records are accessed.
Any comment that is deleted, shall be preserved for the relevant record retention period, along
with a notation as to the specific violation of Village policy.
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Agenda Item Number
VILLAGE OF NORTHFIELD
REGULAR BOARD MEETING
SUMMARY SHEET
Meeting Date: January 18, 2022

Ordinance

Subject:

Resolution

Board Update

_______Bid Authorization/Award
Submitted By: Stacy Sigman, Village Manager
Department:

X

Office of the Village Manager

Details:
A.
1.
2.
3.
4.
5.

Departmental Updates:
Office of the Village Manager
Community Development & Building Department
Finance Department – Monthly Report - Attached
Fire-Rescue & Public Works Departments
Police Department

B. Upcoming Meetings
January 20
February 1
February 2
February 7
February 15
February 15

Police Pension Board meeting – 5:00 p.m.
Plan & Zoning Commission meeting – 7:00 p.m. – Cancelled
Zoning Board of Appeals meeting – 7:00 p.m. - Cancelled
Architectural Commission meeting – 7:00 p.m.
Committee of the Whole meeting – 5:30 p.m.
Village Board meeting – 7:00 p.m.

Executive Action:
None

Information
Other:

Financial Status Report
Period ended November 30, 2021

(Un-Audited)

Prepared by:
Finance Department
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Section 1: Executive Summary
Attached please find the preliminary financial results for the period ending
November 30, 2021.
General Fund
Year-to-date revenues of $6.8 million are $447,026 (7.0%) above the year to date
budget of $6.4 million. Several revenue sources continue to perform above
expectations seven months into the fiscal year, including:



Income tax revenues are $96,961 (27.6%) above budget. Revised
projections from the Illinois Municipal League expects total income tax
revenues to be 14% above budget.
Sales tax revenues through November are $242,518 (15.1%) above budget,
and Home Rule sales tax is $139,384 (21.6%) above the year to date
budget.

Property taxes are coming in slower as the County has allowed later payments
without penalty. We do expect to collect all property taxes budgeted. Under
Utility Taxes, telecommunications tax continues to decline as individuals and
businesses cut land lines and faxes. Vehicle stickers are about $14,000 below the
year to date budget. Finally,
Interest income continues to lag below the budget due to low interest rates.
Total General Fund expenditures through November are $6.8 million and are
$129,670 or 1.9% under the year to date budget. All departments are below their
year to date budget except for the Police Department which reflects, in large part,
the payout of accrued time for the deputy police chief who retired in June,
increase in pension contribution not budgeted for, and deductible losses through
our general liability and auto insurer the Intergovernmental Risk Management
Agency (IRMA).
Water/Sanitary Sewer Fund
Through November, total revenues of $2.5 million are $99,657 (4.1%) above the
year to date budget. A 15% rate increase included in the budget became effective
June 1st. Through November, the Village has purchased for 258 million gallons
from our water supplier, Winnetka, which is 16.7% more than the first seven
months of last fiscal year.
Total year-to-date expenditures of $1.7 million are $255,546 or 13.0% below the
budget. This reflects the unpredictability of scheduling capital projects.
Contractual expenses are $121,755 over budget due to increased water purchases
from Winnetka.
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Salaries and Benefits
Salaries and benefits make up 66.1% of the Village’s operating budget. Through
November, total salaries including overtime were $3.8 million or 2.2% below the
year to date budget. Benefits, including insurance, pensions (FICA/Medicare,
IMRF, police pension) were $14,751 or 0.78% below budget.
Investments
Attached is a report of investments for the Village. Currently, the investment
portfolio for the Village’s non-pension funds totals $13.2 million and are in cash
or equivalents in local banks, the State investment pool (Illinois Funds), and the
Illinois Metropolitan Investment Fund (IMET). Staff continues to monitor rates
to diversify its cash balances but the interest rate offered by the Village’s bank,
Northview Bank & Trust, is better than any alternative. Also attached is a
detailed report of the Village’s investments as required in the Village’s
Investment Policy. All Village funds are in interest bearing accounts and are
collateralized for those amounts above the FDIC insurance limit.
Also attached is a summary report of investments for the Police Pension Fund.
Currently, the fund is fully invested with 55% in equities, 39% in fixed income,
and 6% in cash. Calendar year to date, the Fund has seen a net return of 10.01%.
The actuarially assumed rate of return is 6.75%.
Beginning in March, the Illinois Police Officers’ Pension Investment Fund
(IPOPIF) will assume fiduciary control of our pension assets. The IPOPIF was
created by the State to consolidate the assets of downstate pension funds for the
purpose of creating economies of scale and expanding investment options for all
police pension funds with the goal of decreasing overall costs.
After
consolidation, it is unlikely that we will receive monthly performance
information.
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Section 2: Revenue and Expense
Summary by Fund
Purpose
This section provides a summary of current and prior fiscal year revenues and
expenditures for the specified period compared to the current fiscal year budget.
Revenues and expenditures are reported on a cash basis. Expenditures do not reflect
any outstanding encumbrances. Adjustments are required at the end of the fiscal
year for audit purposes and are not reflected in the report.
The report includes an icon along the left side to indicate the level of budget
variance for that particular revenue or expense grouping. The budget variance
levels are as follows:
Red - Indicates a negative variance of greater than or equal to 5.00% of the yearto-date budget.
Yellow – Indicates a negative variance of 3.00% to 4.99% of the year-to-date
budget.
Green – Indicates a negative variance of less than 3% of the year-to-date budget,
a positive variance of the year-to-date budget, or timing difference not
anticipated to result in a year-end variance.
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Village of Northfield
Revenue and Expense Summary by Fund
as of November 30, 2021
Actual
Account Number

2021-22 Fiscal Year

FY 2020-21

FY 2021-22

YTD

Budget

YTD

YTD

Budget

Variance

Annual Budget

General Fund - Revenues
Property Taxes
Intergovernmental Revenues

2,046,896

2,231,049

2,309,311

(78,262)

4,709,350

2,501,567

3,104,301

2,474,266

630,035

3,971,768

Utility Taxes

402,169

384,205

415,488

(31,283)

805,000

Other Taxes

260,839

259,109

263,560

(4,451)

410,000

Charges for Services

229,704

243,513

260,985

(17,472)

492,832

Licenses & Permits

448,534

516,492

543,215

(26,724)

688,800

Fines & Forfeitures

16,909

46,321

54,542

(8,221)

93,500

Grants

2,500

3,279

2,042

1,237

3,500

Other Revenues

3,690

20,110

6,870

13,240

96,160

Interest Income

Total General Fund Revenues

12,876

6,843

37,917

5,925,684

6,815,221

6,368,195

447,026

(31,074)

11,335,910

65,000

802,097

725,492

820,222

94,730

1,417,782

497,533

445,789

523,993

78,204

3,161,755

3,538,417

3,451,884

(86,533)

5,769,465

1,243,890

1,335,698

1,346,356

10,658

2,319,069

736,953

712,925

748,520

35,595

1,308,156

26,797

2,983

6,469,026

6,761,305

General Fund
Administration Total
Community Development Total
Police Department Total
Fire Department Total
Public Works Total
Emergency Management Total
Total General Fund Expenses

General Fund Revenues Over/(Under) Expenses

(543,342)

53,917

6,890,975

(2,983)
129,670

(522,780)

892,015

11,706,486

(370,576)

Water/Sanitary Sewer Fund - Revenues
Charges for Services
Licenses & Permits

1,960,666

2,513,599

2,411,141

15,378

10,755

11,142

102,458
(387)

3,582,500
19,100

125

875

(750)

21,500

(1,664)

Other Revenues

-

Interest Income

922

86

1,750

1,976,966

2,524,565

2,424,908

99,657

3,626,100

617,777

Total Water/San. Sewer Fund Revenues

3,000

Water / Sewer Fund
Salaries

410,681

325,006

366,074

41,068

Benefits

150,450

125,292

139,521

14,229

Contractual

522,684

829,167

707,411

(121,755)

Commodities

57,174

86,675

94,255

7,580

161,580

Capital

74,357

34,428

348,775

314,347

597,900

Transfers

70,531

72,257

72,257

239,947
1,525,823

240,303
1,713,128

240,380
1,968,674

451,143

811,437

456,234

Debt Service

Total Water / Sewer Fund Expenses
Water/San. Sewer Fund Rev. Over/(Under) Exp.
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(0)
77
255,546

241,081
1,190,197

123,869
240,380
3,172,784
453,316

Village of Northfield
Revenue and Expense Summary by Fund
as of November 30, 2021
Actual
Account Number

2021-22 Fiscal Year

FY 2020-21

FY 2021-22

YTD

Budget

YTD

YTD

Budget

Variance

Annual Budget

Motor Fuel Fund - Revenues
Intergovernmental. Revenues

111,131

127,351

131,897

(4,547)

226,110

Other Revenues

119,066

59,533

69,455

(9,922)

119,066

442

73

408

(336)

700

230,639

186,957

201,761

(14,804)

345,876

138,296

Interest Income

Total Motor Fuel Fund Revenues
Motor Fuel Fund

80,673

80,673

Debt Service

Capital

12,050

134,730

134,730

-

134,730

Total Motor Fuel Fund Expenses

12,050

134,730

215,403

80,673

273,026

218,589

52,227

(13,642)

Property Taxes

59,619

19,786

68,585

(48,799)

Interest Income

309

15

350

(335)

600

59,929

19,801

68,935

(49,134)

137,770

Debt Service

131,951

137,728

137,765

37

137,765

Total Longmeadow Expenses

131,951

137,728

137,765

37

137,765

(72,022)

(117,927)

(68,830)

52,838

39,997

25,000

61

34

88

52,899

40,031

25,088

14,944

25,150

Motor Fuel Fund Revenue Over/(Under) Expenses

-

-

72,850

Longmeadow - Revenues

Total Longmeadow Revenues

137,170

Longmeadow - Expenses

Longmeadow Revenues Over/(Under) Expenses
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Foreign Fire Ins. Fund - Revenues
Other Revenues
Interest Income

Total Foreign Fire Ins. Fund Revenues

14,997
(53)

25,000
150

Foreign Fire Insurance Fund
-

9,917

9,917

17,000

Commodities

Contractual

29,311

526

7,609

12,542

4,933

21,500

Total Foreign Fire Insurance Fund Expenses

29,837

7,609

22,458

14,849

38,500

Foreign Fire Insurance Fund Revenues Over/(Under)
Expenses

23,062

32,422

2,629
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(13,350)

Village of Northfield
Revenue and Expense Summary by Fund
as of November 30, 2021
Actual
Account Number

2021-22 Fiscal Year

FY 2020-21

FY 2021-22

YTD

Budget

YTD

YTD

Budget

Variance

Annual Budget

Storm Sewer Improvement Fund - Revenues
Other Revenues

38,304

21,512

23,625

(2,113)

160,500

83

7

146

(138)

250

38,387

21,520

23,771

(2,251)

160,750

15,556

311

107,917

107,606

160,000

15,556

311

107,917

107,606

160,000

22,831

21,209

(84,146)

Property Tax
Interest Income

78,521

82,320

90,000

(7,680)

143

8

146

(137)

250

Total 2016 Bond Debt Service Revenue

78,664

82,329

90,146

(7,817)

180,250

Contractual

177,722

180,040

180,084

44

180,084

Total 2016 Bond Fund Debt Service Exp.

177,722

180,040

180,084

44

180,084

(99,059)

(97,711)

(89,938)

Interest Income

Total Storm Sewer Improvement Fund Revenues
Storm Sewer Improvement Fund - Expenses
Capital

Total Storm Sewer Improvement Fund Expenses
Storm Sewer Improvement Fund Revenues
Over/(Under) Expenses
2016 Bond Fund Debt Service Revenue

750
180,000

2016 Bond Fund Debt Service Expense

2016 Bond Fund Debt Service Revenues Over/(Under)
Expenses

8
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Village of Northfield
Revenue and Expense Summary by Fund
as of November 30, 2021
Actual
Account Number

2021-22 Fiscal Year

FY 2020-21

FY 2021-22

YTD

Budget

YTD

YTD

Budget

Variance

Annual Budget

2017 Bond Fund Debt Service Revenue
Property Tax

143,136

137,262

171,556

(34,294)

241

14

233

(219)

400

143,377

137,276

171,789

(34,513)

312,320

Contractual

317,499

311,826

306,280

(5,546)

306,280

Total 2017 Bond Fund Debt Service Exp.

317,499

311,826

306,280

(5,546)

306,280

(174,122)

(174,550)

(134,491)

Interest Income

Total 2017 Bond Debt Service Revenue

311,920

2017 Bond Fund Debt Service Expense

2017 Bond Fund Debt Service Revenues Over/(Under)
Expenses

6,040

2019 GO Bond Fund - Revenues
Other Revenues

152

96

117

(20)

200

Total 2019 GO Bond Project Fund Revenues

152

96

117

(20)

200

Capital

292,124

214,477

160,743

(53,733)

275,560

Total 2019 GO Bond Project Fund Expenses

292,124

214,477

160,743

(53,733)

275,560

(291,972)

(214,380)

(160,627)

122,431

50,839

52,387

(1,548)

233

(233)

400

2019 GO Bond Project Fund Expenses

2019 GO Bond Fund Revenues Over/(Under) Expenses

(275,360)

2019 Bond Fund Debt Service Revenue
Property Tax
Interest Income

Total 2019 Bond Debt Service Revenue

233

-

116,416

122,664

50,839

52,621

(1,782)

116,816

Contractual

119,231

116,416

115,719

(697)

115,719

Total 2019 Bond Fund Debt Service Exp.

119,231

116,416

115,719

(697)

115,719

(65,577)

(63,098)

2019 Bond Fund Debt Service Expense

2019 Bond Fund Debt Service Revenues Over/(Under)
Expenses

3,433

9

1,098

Village of Northfield
Revenue and Expense Summary by Fund
as of November 30, 2021
Actual
Account Number

2021-22 Fiscal Year

FY 2020-21

FY 2021-22

YTD

Budget

YTD

YTD

Budget

Variance

Annual Budget

Rolling Ridge SSA Bond Fund Debt Service Revenue
Property Taxes

6,452

52,470

42,881

Interest Income

288

8

233

6,740

52,478

43,114

Contractual

95,289

95,289

95,289

(0)

95,289

Total Rolling Ridge SSA Debt Service Exp.

95,289

95,289

95,289

(0)

95,289

(88,549)

(42,811)

(52,175)

Grants

-

366,476

-

366,476

-

Total American Rescue Fund Rev

-

366,476

-

366,476

-

Total Rolling Ridge SSA Bond Debt Svc Rev

9,590
(225)
9,365

95,290
400
95,690

Rolling Ridge Bond Fund Debt Service Expense

Rolling Ridge SSA Debt Service Revenues
Over/(Under) Expenses

401

American Rescue Plan Fund Revenue

American Rescue Plan Fund Expense
Total American Rescue Plan Fund Exp.

-

American Rescue Plan Fund Revenues Over/(Under)
Expenses

-

-

366,476

-

-

-

-

-

Capital Equipment & Replacement Fund - Revenues
Other Revenues

20,123

6,270

13,853

954,000

325,821

335,414

335,413

1

574,994

1,742

166

2,917

327,563

355,703

344,600

11,103

1,533,994

Capital

289,962

151,777

419,055

267,279

1,708,770

Total Capital Equipment & Replacement Fund
Expenses

289,962

151,777

419,055

267,279

1,708,770

37,600

203,926

(74,456)

Operating Transfers In
Interest Income

Total Capital Equipment & Replacement Fund
Revenues

-

(2,750)

5,000

Capital Equipment & Replacement Fund - Expenses

Capital Equipment & Replacement Revenues
Over/(Under) Expenses

10

(174,776)

Village of Northfield
Police Pension Detail
as of November 30, 2021
Actual

2021-22 Fiscal Year

FY 2020-21 FY 2021-22
Account Number

Account Description

YTD

YTD

756,000

844,000

YTD

Budget

Budget

Variance

Annual Budget

Police Pension Fund Revenues
20-00-420-4100

VILLAGE CONTRIBUTION/PROPERTY TAX

807,854

36,146

1,390,455

Other Revenues
20-00-428-4197
Other Revenues

EMPLOYEE WITHHOLDING

133,041

132,895

133,385

(490)

228,660

133,041

132,945

133,385

(440)

228,660

105,000

(2,515)

180,000

Interest Income
20-00-430-4300

INTEREST INCOME

89,660

102,485

20-00-430-4305

GAIN/LOSS ON INVESTMENTS

54,790

(90,051)

20-00-430-4317

DIVIDENDS - EQUITIES

156,127

166,223

233,333

20-00-430-4318

DIVIDENDS - GLA DISCIP SMIDCAP

7,501

20,756

12,250

20-00-430-4337

GAIN/LOSS EQUITIES

2,391,922

288,345

-

288,345

-

(90,379)

-

(90,379)

-

20-00-430-4338
Interest Income

GAIN/LOSS SMIDCAP/LGE CAP

Total Police Pension Fund

368,463

-

(90,051)

-

(67,111)

400,000

8,506

21,000

3,068,463

397,379

350,583

46,795

601,000

3,957,504

1,374,324

1,291,823

82,501

2,220,115

Police Pension Fund Expenses
Contractual
20-00-503-5200

LEGAL SERVICES

322

6,178

5,600

(578)

6,000

20-00-503-5205

AUDIT

115

3,500

3,646

146

6,250

20-00-503-5235

AUDIT

-

-

(380)

-

20-00-503-5240

PROFESSIONAL SERVICES

9,990

3,191

392

5,470
1,000

380
2,799

20-00-503-5245

SCHOOLS AND SEMINARS

-

90

583

493

20-00-503-5250

MEMBERSHIPS & DUES

-

275

467

192

20-00-503-5315

RISK MANAGEMENT (IRMA)

-

-

-

-

20-00-503-5330

HEALTH/FITNESS TESTING

20-00-503-5505

PENSION PAYMENTS

822,026

880,682

292
877,972

292

800
6,000
500

(2,710)

1,505,095
3,500

20-00-503-5510

BANK CHARGES

2,042

2,078

2,042

(36)

20-00-503-5511

COMPLIANCE FEES

4,309

3,828

4,500

672

20-00-503-5512

INVESTMENT MANAGEMENT FEE

12,319

56,594

22,500

(34,094)

50,000

851,123

956,404

920,792

(35,613)

1,589,115

851,123

956,404

920,792

(35,613)

1,589,115

Contractual
Total Police Pension Fund Expenses

11

4,500

Section 3: Investment Report
Purpose
This report provides a summary of cash and investments for the specified time
period.
Village funds are maintained in accordance with the Village’s
Investment Policy which defines the manner in which the Village accounts for
and protects cash and investments. Cash and investments are presented by type
of investment, by maturity, and by fund.
Police Pension funds are governed by an investment policy and managed by an
investment advisor selected by the Police Pension Board in accordance with State
statutes.
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VILLAGE OF NORTHFIELD INVESTMENT SUMMARY
Investments by Type

Cash & Investments Totals by Type
November 30, 2021
CD'S
IL Funds
Cash
Agencies
IMET

$

$

IMET
0.0%

Agencies
0.0%

7,381,732
5,795,277
1,311
13,178,320

CD'S
0.0%

Cash
44.0%

IL Funds
56.0%

Investments by Maturity
Cash & Investments Totals by Maturity
November 30, 2021

$5,000,000

$4,000,000

< 30 Days
31-60 Days
61-90 Days
91-180 Days
181-360 Days
1-2 Years
2+ Years
IL Funds
IMET
Cash

$3,000,000

$2,000,000

-

$

7,381,732
1,311
5,795,277
13,178,320

$1,000,000

$$-

$-

$-

< 30 Days

31-60
Days

61-90
Days

91-180
Days

181-360 1-2 Years 2+ Years
Days

$1,311
IL Funds

IMET

Cash

Investments by Fund

Cash & Investments Totals by Fund
November 30, 2021
General
Foreign Fire
Water/Sanitary Sewer
Storm Sewer
Equipment Replacement
Debt Service
2017 Bd Debt Svc
2016 Bd Debt Svc
MFT
2019 Bd Project Fund
2019 Bd Debt Svc
Roll Ridge Debt Svc
American Rescue Plan

$

$
$

Roll Ridge Debt
Svc
0.5%

6,941,742
82,943
1,630,643
102,092
2,378,361
75,892
6,034
3,604
709,741
$816,132.11
3,200
67,667
360,269
13,178,320

American
Rescue Plan
2.7%

General
52.7%

Rolling
Rdge
Bond Proj 3 3%

2019 Bd Project
Fund
6.2%

Foreign Fire
0.6%

MFT
5.4%
2016 Bd Debt
Svc
0.0% 2017 Bd Debt
Svc
Debt Service
0.6%
0.0%

-
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Water/Sanitary
Sewer
12.4%

Equipment
Replacement
18.0%

Storm Sewer
0.8%

Village of Northfield
Schedule of Investments
November 30, 2021

Fund
General
MFT
Multi
Multi
Multi

Institution
Illinois Funds
Illinois Funds
Northview Bank
US Bank
IMET

Investment
Type
Cash
Cash
Cash
Cash
Cash

Purchase
Price

Yield
0.056%
0.056%
0.206%
0.010%
0.150%
Total Cash

Purchase Maturity
Date
Date

(1)

Total Investments
(1) Interest rate is .15% plus the current Illinois Funds rate. Interest earned offsets bank expenses.
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11/30/2021
Balance
6,800,195
581,537
5,695,151
100,126
1,311
13,178,320

13,178,320
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