
 

 

 

 

  

 

The mission of the Hoffman Estates Park District is to offer healthy and enjoyable experiences  

to our residents and guests by providing first class parks, facilities, programs and services  

in an environmentally and fiscally responsible manner. 

 

 

AGENDA 

ADMINISTRATION & FINANCE COMMITTEE MEETING 

TUESDAY, NOVEMBER 27, 2018 

7:10 P.M. 

 

 

 

1. ROLL CALL 

2. APPROVAL OF AGENDA 

 

3. APPROVAL OF COMMITTEE MINUTES 

 October 23, 2018 

 

4. COMMENTS FROM THE AUDIENCE 

  

5. OLD BUSINESS 

 

6. NEW BUSINESS 

 A. Communication & Marketing job descriptions / M18-121 

B. Personnel Policy Manual updates / M18-120 

C. Balanced Scorecard / M18-113 

D. Administrative & Finance report / M18-118 

 E. Open and Paid Invoice Register:  $512,365.66 

F. Revenue and Expenditure Report/Financial Analysis 

  

7. COMMITTEE MEMBER COMMENTS 

 

8. ADJOURNMENT 
 

 

 

 

 

 

 

All meetings are held in the boardroom of the Scott R. Triphahn Community Center & Ice Arena at 1685 W. Higgins Road in 

Hoffman Estates, unless otherwise specified.  If an accommodation or modification is required to attend this public meeting 

please call 847-885-8500 with at least 48 hours’ notice. 



 

 

 

 

 

 

 
MINUTES 

ADMINISTRATION AND FINANCE COMMITTEE 
October 23, 2018 

 
 
1. Roll Call: 
 

A regular meeting of the Hoffman Estates Park District Administration and 
Finance Committee was held on October 23, 2018 at 7:10 p.m. at the Triphahn 
Center in Hoffman Estates, IL. 

 
Present: Commissioner Bickham, Comm Rep Chhatwani, Utas, Winner 

(7:12), Wilson, Chairman Kilbridge 
 
 Absent:  Comm Rep Musial  
 

Also Present: Executive Director Talsma, Director of Finance and 
Administration Hopkins, Director of Recreation Kapusinski, 
Director of Parks, Planning and Maintenance Hugen, 
Director of Golf and Facilities Bechtold 

 
Audience: President Kaplan, Commissioner Kinnane, McGinn, K. Evans 

and Superintendent of C&M Manisco 
 
2. Approval of Agenda: 
 

Comm Rep Utas made a motion, seconded by Comm Rep Wilson to approve 
the agenda as presented.  The motion carried by voice vote. 

 
3. Approval of Minutes: 
 

Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
approve the minutes of the September 18, 2018 meeting as presented.  The 
motion carried by voice vote with Comm Rep Winner (arriving at 7:12) 
abstaining. 
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4. Comments from the Audience: 
 
 None 
 
5. Old Business: 
 
 None 
 
6. New Business: 
 

A. Limited Bond Issue Ordinance O18-009/M18-106: 
 

Director Hopkins reviewed the report noting that it was to fund certain 
portions of the district’s outstanding bond interest and to supply funds for the 
2019 capital projects.   Executive Director Talsma explained that it was the 
standard issue.   
 
Commissioner McGinn asked about last year’s amount and Executive 
Director Talsma noted that it was approximately the same.   
 
Comm Rep Utas asked about the ice rink project and Executive Director 
Talsma explained that it would be discussed in detail during the budget 
process on November 13th and that they were looking at the 
repairs/reconstruction of Rink 1.  He explained that this bond was for the 2019 
capital projects and would not be used for that project.  He also explained 
that he was working with the Wolves on their possible investment of this repair.  
 
Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee recommend the Board approve Ordinance 
O18-009 for the issuance of $2,750,000 of Limited Bonds as outlined in M18-
106.  The motion carried by voice vote.  

 
B. Payment Card/M18-103: 
 

Director Hopkins reviewed the memo explaining that the Capital One card 
was the best option moving forward.   
 
Chairman Kilbridge asked what the average charge was on the American 
Express.  Executive Director Talsma noted that he did not have that average 
at this time.  She asked what the difference was between the department 
and individual cards and Executive Director Talsma explained that the 
individual cards were issued to the Division Directors while the department 
cards were available to staff for purchases.  He noted that they could be 
looking at $10,000 annually in rebates from Capital One, however, those 
funds would no longer be issued to the Friends of HE Parks Foundation.  He 
also explained that more vendors would accept the Capital One than the 
American Express.   
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Discussion ensued regarding the loss of rebates in 2017 due to the fraud and 
re-issuance of the American Express Cards.  However, American Express did 
not re-enter the new cards for points and have been unwilling to make good 
on the rebates for the purchases during that time.   
 
Commissioner McGinn asked when they would change and Executive 
Director Talsma explained that they could still use the American Express 
cards, but that they would no longer be registered for the rebate point 
system and staff would simply start using the Capital One card as it became 
available.   
 
Comm Rep Winner asked about the cost of using credit cards and Executive 
Director Talsma noted that the district received a government rate of 
approximately 2.65%.  Director Hopkins explained that there was a different 
rate for internet use, swiping at the time of purchase and inputting card 
numbers at a registration date.   
 
Comm Rep Utas asked about the Foundation and what Amazon Smiles 
brought to their budget.  Executive Director Talsma noted that Amazon Smiles 
was only $100’s and would not make up the loss.   
 
Comm Rep Utas made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee recommend the Board approve moving 
forward with utilizing the Capital One Master Card as the district’s preferred 
payment card.  The motion carried by voice vote.  

 
C. Natural Gas Contract Renewal/M18-107: 

 
Executive Director Talsma reviewed the memo explaining that the contract 
would expire in October.  He noted that a fixed contract was easier to 
budget and hoped to lock in under 3.5/ dekatherm.   
 
Commissioner K. Evans asked if the recommendation should have a not to 
exceed amount and it was agreed to amend the recommendation to 
include a not to exceed 3.65/dekatherm. 
 
Comm Rep Winner made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee recommend the board authorize staff to 
enter into a fixed rate contract for natural gas not to exceed 3.65/dekatherm 
for a period of one to three years based on the best available price for the 
respective supply as obtained from the competitive quotes obtained by 
McDonnell Energy consultant.  The motion carried by voice vote.  

 
D. Surplus Ordinance O18-008/M18-101: 

 
Executive Director Talsma reviewed the item.   
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Comm Rep Winner asked about the miles and staff did not have the exact 
number but noted that it was high and that the vehicle was used to go to 
and from the north shop.  
 
Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee recommend the board approve Ordinance 
O18-008 “Ordinance Authorizing the Disposal, Sale or Trade-In of Surplus 
Property Owned by the Hoffman Estates Park District” and as outline in M18-
101.  The motion carried by voice vote.  

 
E. Admin & Finance report and 3Q Goals 2018/M18-104: 

 
Director Hopkins noted that the budget process was in its final stages for 
review by staff.   
 
Commissioner Bickham asked about the GPS reimbursement and Director 
Bechtold noted that the district was working to get their deposit of $8,900 
back.  
 
Chairman Kilbridge noted that the fundraising was doing well and 
complimented Adv and Spons Manager Graham.  She also asked what PCI 
Certification was and Director Hopkins explained that it was the credit card 
certification.  
 
Commissioner Bickham asked about the alternative revenue and Executive 
Director Talsma confirmed that there was $50,000 earned in Q3. 
 
Comm Rep Winner made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee send the A&F Report and 3Q Goals2018 to 
the board as presented.  The motion carried by voice vote.  

 
F. Open and Paid Invoice Register: 

 
Chairman Kilbridge asked about the payments to Chicago Title and it was 
noted that as part of the OSLAD grant, all properties had to have proof of title 
insurance.  
 
Comm Rep Wilson made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee recommend the board approve the Open 
and Paid Invoice Register in the amount of $688,782.05.  The motion carried 
by voice vote.  
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G. Revenue and Expenditure Report/Financial Analysis: 
 

Director Hopkins reviewed the Financial Analysis as of September 30, 2018 
noting those areas that would be projected to be under and/or over budget 
as outline in the report.  
 
Commissioner McGinn asked about remaining cell tower contracts and 
Executive Director Talsma noted that WRC and Cannon Crossings remained.  
 
Comm Rep Winner asked about the Marquee Sign budget and if they were 
all rented why revenue was down.  Executive Director Talsma explained that 
they had lowered to cost and continued to review the pricing on the rental 
of the signs.  
 
Comm Rep Winner asked about the Social Media Position and Executive 
Director Talsma noted that they were reviewing the hours for that position 
and that Superintendent Manisco was covering those responsibilities.   
 
Commissioner Bickham asked about the impact of Sears and Executive 
Director Talsma explained that they did not have a large fitness membership 
at PSSWC. 
 
Comm Rep Utas asked about tennis and Director Hopkins explained that they 
were looking at the tennis contracts.  Director Bechtold noted that they were 
looking at a single fee for the camps and lessons and ways that PSSWC could 
increase tennis memberships.  
 
President Kaplan asked about the Wolf Pack and Executive Director Talsma 
reminded everyone that they had decided to lower the Wolf Pack fees while 
rebuilding the program.   
 
Chairman Kilbridge thanked staff for the Analysis noting that it was very 
helpful.  
 
Commissioner McGinn asked about the Youth Soccer and Executive Director 
Talsma noted that HUSC Travel Soccer had changed to a rental and it 
impacted where the funds were recorded.  He explained that they were 
reviewing the cost of rentals to remain competitive in the market.  He also 
explained that the district had a policy regarding the rental of fields for profit 
to prevent other organizations from competing with our in house programs.   
 
Comm Rep Winner made a motion, seconded by Comm Rep Chhatwani to 
recommend the A&F Committee recommend the board approve the 
Revenue and Expenditure Report/Financial Analysis as presented.  The 
motion carried by voice vote.  
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7. Committee Member Comments: 
 

Commissioner Bickham encouraged everyone to attend some of the many 
Halloween programs happening as well as the 5K Race at BPC. 
 
Comm Rep Utas noted he had attended Pumpkin Fest and it was very great.  He 
also noted that the coaching for hockey was much improved, however, he was 
concerned that the number of players per team was reduced explaining that it 
equated to fewer lines per team meaning that the kids were always on the ice 
and running out of energy before the game was done.  He encouraged staff to 
make sure that they had the same number of players per team as their 
competitors.   

 
8. Adjournment: 
 

Comm Rep Utas made a motion, seconded by Comm Rep Chhatwani to 
adjourn the meeting at 8:12 p.m.  The motion carried by voice vote. 

 
Respectfully submitted, 
 
 
Craig Talsma 
Secretary 
 
Peg Kusmierski 
Recording Secretary 



MEMORANDUM  NO. M18-121 
  

TO:   Administration & Finance Committee     
FROM: Craig Talsma, Executive Director 

Alisa Kapusinski, Director of Recreation  
RE:  Communication & Marketing job descriptions 
DATE: November 21, 2018 
______________________________________________________________________ 
 
Background 
 
Most recently, the Communications & Marketing department has been filled by the 
following positions:  Superintendent of Communications & Marketing, Graphic Designer 
and part-time C&M Associate.   
 
With the 2019 budget process, it was determined that the department should be 
restructured to eliminate the Superintendent of Communications & Marketing position.  
Two manager positions, Communications Manager and Marketing Manager, will replace 
the eliminated position to better support the needs of the district. 

 
Implications 
 
By hiring two new managers for the department, the roles of the department will be 
redefined.  The Marketing Manager will oversee the creative strategy and development 
of marketing ideas that will expand and promote the district’s programs, services and 
facilities.  This manager will determine ways to “think outside the box” to reach new 
users and bring a new light onto our programs that need added addition.   
 
The Communications Manager will oversee all the communication aspects for the 
district that includes, social media posts/updates, newspaper articles/ads and the 
website.  This manager will also be present at all the events to post live updates. 
 
The Graphic Designer will have a title change to Graphics Manager to equalize all 
managers within the department.  This manager is responsible for the brochure design 
and development along with designing all other marketing materials. 
 
Additionally, the current Sponsorship and Advertising Manager will integrate as part of 
this team and will now be part of the C&M Department instead of the Business 
Department. The responsibilities of the position will remain primarily the same. 
 
The C&M Associate works 20-25 hours per week as support to the entire department.   
 
With the addition of the Marketing Manager and Communications Manager positions, 
the Board must approve the initial development of the job descriptions. The two job 
postings will be announced once the job descriptions are board approved.  Staff would 
like to begin the hiring process immediately. 



 
Recommendation 
 
Staff recommends the A&F Committee recommend to the full Board approval of the 
Marketing Manager and Communications Manager job descriptions. 



HOFFMAN ESTATES PARK DISTRICT 
JOB DESCRIPTION 

Communications Manager 
JOB CLASSIFICATION: III- Exempt 

 
Functions   
 

Plans, implements and evaluates comprehensive communications, and 
public relations, to support all programs, services and facilities. Writes, 
develops, and oversees design and coordination of written publications.  
Oversees the production schedule of all district publications and promotional 
materials. Oversees the continual development and management of the 
website and digital media outlets. Works to develop new initiatives for 
communications and new revenue generating programs and initiatives that 
support the district’s Comprehensive Master Plan (CMP).  

 
Supervision Received 
 

Work is performed under the direct supervision of the Director of Recreation 
with additional supervision from the Administrative Team. 
  

Supervision Exercised 
 

The Communications Manager jointly supervises the part time C&M 
Associate and part time photographer. Supervision of contractual services 
and vendors. 

  
Essential Functions/Responsibilities 
 
A.  Administration 

1. Plan, budget, implement and evaluate all written and digital 
communication for the district. 

2. Write and edit district publications, including facility and program 
brochures, newsletters, flyers, posters and the quarterly Program 
Guide. 

3. Oversee the production schedule of all district publications and 
promotional materials. 

4. Review/edit all district flyers and external correspondence to ensure 
they meet district branding standards for grammar, design and layout.  

5. Write and oversee the distribution of all media releases and handle 
media inquiries. 

6. Generate, edit, publish and share daily social media updates within 
each platform to increase the visibility of the District's content, such as 
original text, images, digital catalogs, video, that is shareable and link-
worthy which will encourage viewers to take action. 



7. Develop written, web, email and digital media campaigns based on 
knowledge of competitive research, platform determination, 
benchmarking, scheduling, messaging and audience targeting.  

8. Coordinate daily, weekly, monthly and quarterly web updates, including 
content management, document and image uploads and promotional 
features. 

9. Coordinate the content of email blasts through development of 
established timeline.   

10. Manage subscriber lists to increase productivity of email campaigns. 
11. Oversee the development of school flyers, newsletters, annual reports 

and special event/promotion flyers. 
12. Oversee all communication and public relations components of the 

district’s annual events. 
13. Assist program and facility managers in promoting district programs 

and facilities. 
14. Ensure that photos are taken at district events and programs as 

necessary and manage photo/video library.  
15. Continuously improve communication outreach through collection and 

analysis of data/metrics, researching new outlets, insights and best 
practices and implementation 

16. Attend educational training and remain informed on current trends and 
issues in related responsibilities.  

17. Complete special projects as assigned. 
18. Performs additional duties as assigned. 

 
Marginal Functions/Responsibilities   
 
A. Safety, Health and Loss Control   

1. Support, promote and make recommendations regarding all safety, 
health and loss control policies as adopted by the Park District. 

2. Be familiar with the Employee Safety Manual. 
3. Be familiar with the safe operation of any equipment necessary in 

accomplishing required tasks. 
4. Support and promote all safety and loss control policies adopted by the 

district and assist in ensuring the safety of employees, customers and 
property. 

5. Responsible for providing all injury, illness and health information 
required by the Hoffman Estates Park District in its effort to assign 
tasks within an individual’s capacity to prevent potential injury/illness. 

6. Responsible for notification of injury or illness relating to a task 
assignment as described with the Employee Safety Manual. 

7. Travel to various locations to observe the operation of programs, 
facilities and services. 

8. Communicate with residents, employees and vendors via telephone. 
9. Use a computer keyboard. 
 



B. Customer Service Responsibilities 
 1. Staff will greet all visitors in a friendly manner. 
 2. Staff will be courteous at all times. 
 3. Voice mailbox will be checked daily and messages will be returned the 

same day. 
 4. Staff will provide the customers with accurate information in all park 

district communications. 
 
Psychological Considerations   
 

1. Must be able to handle questions, complaints and concerns from the 
public in a professional manner. 

2. Must be able to work with coworkers. 
3. Must be able to respond to deadlines. 

 
Physiological Considerations   
 

1. Must be able to spend more than 50% of working hours on the 
computer. 

2. Must be able to drive to required meetings and workshops as well as to 
remote district facilities. 

3. Must be able to spend extended time working at a desk and/or 
handling telephone calls. 

4. Excellent editing and proofreading skills.  
 
Cognitive Considerations   
 

1. Must be able to follow directions given by the Director of Recreation 
and the Executive Director, and complete responsibilities as described. 

2. Must exhibit good analytical skills and problem-solving ability in 
completing responsibilities. 

3. Must use good judgment. 
 
Requirements   
 

1. Skill in oral and written communications. 
2. Skill in supervisory techniques and management. 
3. Knowledge of budget and fiscal accountability. 

 
Experience   
 

1. The employee must have at least 3-5 years’ experience in marketing, 
public relations or a related field. 

2. Experience/knowledge of design software. 
3. Experience/knowledge of social media platforms and trends. 
4. Experience/knowledge of basic video production. 



5. Experience in advertising and marketing principals. 
 
Education 
 

1. High School Diploma or GED required. 
2. Bachelor’s Degree in Journalism, Communications, Marketing, 

Public Relations or related field required. Master’s Degree 
preferred. 

 
 
 
  
 

Board Approved:  ______ 



HOFFMAN ESTATES PARK DISTRICT 
JOB DESCRIPTION 
Marketing Manager 

JOB CLASSIFICATION: III- Exempt 
 
Functions   

Develop and implement the district’s marketing plan to support and expand all 
programs, services and facilities.  Create and design the strategic direction to 
meet program and facility objectives. Evaluate market analysis, target marketing 
and email/social media interaction.  Work to develop new initiatives for 
communications and new revenue generating programs and initiatives that 
support the district’s Comprehensive Master Plan (CMP).   

 
Supervision Received 
 
Work is performed under the direct supervision of the Director of Recreation with 
additional supervision from the Administrative Team. 

  
Supervision Exercised 
 
The Marketing Manager jointly supervises the part time C&M Associate and part 
time photographer.  
  
Essential Functions/Responsibilities 
 
A.  Administration 

1. Collaborate with all staff to produce relevant content to support and 
expand all programs, services and facilities while maintain brand 
image. 

2. Develop creative marketing strategy with all program and facility 
initiatives. 

3. Run regular social promotions and campaigns and track their success. 
4. Track, measure and analyze all initiatives to report ROI. 
5. Plan, develop and conduct market research through surveys, focus 

groups, needs analyses, and other methods to determine attitudes and 
needs of the Park District’s populations, and compiles and presents the 
results.  

6. Develop participation surveys for programs, events and facilities, 
compiles and presents the results. 

7. Monitor emerging demographic, social, cultural and recreational trends 
to identify opportunities for new or revised programming, services and 
marketing outreach. 

8. Participate in department staff meetings to communicate regularly on 
district projects 



9. Coordinate and supervise C&M support staff. 
10. Assist in reviewing district flyers and external correspondence to 

ensure they meet district branding standards for grammar, design and 
layout.  

11.  Assist in coordination of web updates, including content management, 
document and image uploads and promotional features. 

12. Assist in coordination of email blasts through development of 
established timeline.  

13. Assist in generating social media updates. 
14. Support marketing promotions at the district’s annual events. 
15. Ensure that photos are taken at district events and programs as 

necessary and manage photo/video library.  
16. Continuously improve communication outreach through collection and 

analysis of data/metrics, researching new outlets, insights and best 
practices and implementation 

17. Attend educational training and remain informed on current trends and 
issues in related responsibilities.  

18. Complete special projects as assigned. 
19. Performs additional duties as assigned. 

 
Marginal Functions/Responsibilities   
 
A. Safety, Health and Loss Control   

1. Support, promote and make recommendations regarding all safety, 
health and loss control policies as adopted by the Park District. 

2. Be familiar with the Employee Safety Manual. 
3. Be familiar with the safe operation of any equipment necessary in 

accomplishing required tasks. 
4. Support and promote all safety and loss control policies adopted by the 

district and assist in ensuring the safety of employees, customers and 
property. 

5. Responsible for providing all injury, illness and health information 
required by the Hoffman Estates Park District in its effort to assign 
tasks within an individual’s capacity to prevent potential injury/illness. 

6. Responsible for notification of injury or illness relating to a task 
assignment as described with the Employee Safety Manual. 

7. Travel to various locations to observe the operation of programs, 
facilities and services. 

8. Communicate with residents, employees and vendors via telephone. 
9. Use a computer keyboard. 
 

B. Customer Service Responsibilities 
 1. Staff will greet all visitors in a friendly manner. 
 2. Staff will be courteous at all times. 
 3. Voice mailbox will be checked daily and messages will be returned the 

same day. 



 4. Staff will provide the customers with accurate information in all park 
district communications. 

 
Psychological Considerations   
 

1. Must be able to handle questions, complaints and concerns from the 
public in a professional manner. 

2. Must be able to work with coworkers. 
3. Must be able to respond to deadlines. 

 
Physiological Considerations   
 

1. Must be able to spend more than 50% of working hours on the 
computer. 

2. Must be able to drive to required meetings and workshops as well as to 
remote district facilities. 

3. Must be able to spend extended time working at a desk and/or 
handling telephone calls. 

4. Excellent editing and proofreading skills.  
 
Cognitive Considerations   
 

1. Must be able to follow directions given by the Director of Recreation 
and the Executive Director, and complete responsibilities as described. 

2. Must exhibit good analytical skills and problem-solving ability in 
completing responsibilities. 

3. Must use good judgment. 
 
Requirements   
 

1. Skill in oral and written communications. 
2. Skill in supervisory techniques and management. 
3. Knowledge of budget and fiscal accountability. 

 
Experience   
 

1. The employee must have at least 3-5 years experience in marketing, 
public relations or a related field. 

2. Experience/knowledge of design software. 
3. Experience/knowledge of social media platforms and trends. 
4. Experience/knowledge of basic video production. 
5. Experience in advertising and marketing principals. 

 
Education 
 

1. High School Diploma or GED required. 



2. Bachelor’s Degree in Journalism, Communications, Marketing, 
Public Relations or related field required. Master’s Degree 
preferred. 

 
 
 
  
 

Board Approved:  _____ 



 

HOFFMAN ESTATES PARK DISTRICT MEMORANDUM NO. M18-120 
 
 
To: A&F Committee 
From: Craig Talsma, Executive Director 
 Nicole Hopkins, Director of Finance & Administration 
 Eric Leninger, Superintendent of HR & Risk Management 
Date: November 21, 2018 
Re: Personnel Policy Manual updates 
 
 
Background:  
 
The HE Parks Personnel Policy Manual (PPM) is a large reference guide that summarizes basic polices 
and rules, as well as benefits available to employees of the District. The PPM is periodically updated to 
modify expectations of employees and benefits offered. 
 
Implications:  
 
Discounts are a valuable incentive encouraging employees to utilize the many services offered by the 
District.  Slightly increasing discounts for facility usage and membership will increase the incentive for 
employees to maintain social interaction at their place of employment while adhering to margin 
projections in the 2019 budget.  
 
Proposed changes to the personnel Policy Manual have been attached.  Text that is proposed to be 
added or modified is highlighted, while text that is proposed to be deleted is in strikethrough. 
 
Recommendation: 
 
That the A&F committee recommends the full board approve the attached updates to the HE Parks 
Personnel Policy Manual.  
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Attachment to Hoffman Estates Park District Memorandum No. M18-120 
 

Section XI. Full-Time Employee Benefits 

Personnel Policy Manual Page 31, Vacation carryover  

2. A maximum of one-half (1/2) of the vacation time earned (if unused), non-cumulative, 
during a year may be carried forward to the following year by all employees.  When a 
full-time employee is hired mid-calendar year, carry-over shall be authorized up to one-
half (1/2) of what the employee would have accrued for a full calendar year of service.  
Compensation will not be granted for any unused days except for terminated 
employees, where all accrued and unused vacation time will be paid in full.  

 

Section XIII. Part-Time Employee Benefits 

Personnel Policy Manual Page 43, Part Time Employee benefits/definitions  

1. Definitions 

A. Permanent part-time (PPT) classifies an employee who will work at least 48 
weeks in the year and over 1560 hours, but less than 2080 hours. 

Personnel Policy Manual Pages 43-44, Permanent Part-time (PPT) Benefits 

D. Personal time off (PTO) will be extended to all PPT employees based upon the 
employee’s continuous years of service as outlined in the chart below after one 
full year of employment.  PTO may be used for any personal reasons including 
vacation and illness or injury.  PTO should be scheduled in advance whenever 
possible. PTO will accrue based on hours worked.  Employees should limit use of 
unpaid time off to a maximum of 40 hours per calendar year.  Failure to do so 
may jeopardize the possibility of being scheduled for future hours. 

 
Years 1-3 2-4  40 hours 
Years 4+ 5+  80 hours 

G. PPT employees may receive a discount up to 10% above District cost 10% 
discount on merchandise purchased at District facilities (BPC, Triphahn Center & 
Ice Arena, Willow Rec, and Prairie Stone Sports & Wellness Center). 
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H. PPT employees shall be paid 1½ times their regular hourly rate of pay when 
working on any of the following holidays: 

   New Year’s Day  Labor Day 

   Memorial Day   Thanksgiving Day 

  Independence Day  Christmas Day 
 
The following are paid holidays for all PPT employees:  A holiday equates to eight 
(8) paid hours. 

 New Year’s Day    Thanksgiving 
Memorial Day     Friday Following Thanksgiving 
Independence Day    Christmas Eve  
Labor Day     Christmas Day 
New Year’s Eve 
 
PPT employees shall be paid 1 ½ times their regular hourly rate of pay when 
working any of the aforementioned paid holidays. 

 

Personnel Policy Manual Page 44, Part-Time I Benefits (PT1) 

B. PTI employees may receive the following discounts for usage (or memberships) 
of the following facilities based upon availability: 

1) Seascape Aquatic Center complimentary membership (employee only).  
2) Bridges of Poplar Creek Country Club:  50% off driving range buckets of balls 

and 50% off resident rate green fees on weekdays and after 1:00 p.m. on 
weekends and holidays. 

3) Triphahn Center and Ice Arena: complimentary membership and open skate. 
50% off individual membership (resident rate) and open skate. 

4) Willow Rec Center:  complimentary membership.  50% off individual 
membership (resident rate). 

5) Prairie Stone Sports & Wellness Center: complimentary membership.  50% 
off individual membership (resident rate). 
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Personnel Policy Manual Page 45, Part-Time 2  Benefits (PT2) 

A. PTII employees may receive the following discounts for usage (or memberships) 
of the following facilities based upon availability: 

1) Seascape Aquatic Center: 50% off individual membership (resident rate). 
2) Bridges of Poplar Creek Country Club:  50% 25% off driving range buckets of 

balls and 25% off resident rate green fees on weekdays and after 1:00 p.m. 
on weekends and holidays. 

3) Triphahn Center and Ice Arena:  50% off individual membership (resident 
rate) and open skate. 

4) Willow Rec Center:  50% off individual membership (resident rate). 
5) Prairie Stone Sports & Wellness Center: 50% 25% off individual membership 

(resident rate). 
 

 



MEMORANDUM NO. M18-113 
 
 
TO:  All Committees 
FROM: Craig Talsma, Executive Director 

Nicole Hopkins, Director Finance & Administration 
Brian Bechtold, Director Golf Operations 
Dustin Hugen, Director Parks, Planning & Maintenance 
Alisa Kapusinski, Director of Recreation 

RE:  Balanced Scorecard  
DATE:  November 14, 2018 
 
 
Background 

According to the definition from Wikipedia, “the Balanced Scorecard (BSC) is a strategy performance 
management tool - a semi-standard structured report, supported by design methods and automation tools, that 
can be used by managers to keep track of the execution of activities by the staff within their control and to 
monitor the consequences arising from these actions”  

The phrase 'Balanced scorecard' is commonly used in two broad forms: 

1. As individual scorecards that contain measures to manage performance, those scorecards may be 
operational or have a more strategic intent; and 

2. As a Strategic Management System, as originally defined by Kaplan & Norton. 

Key components in utilizing the Balanced Scorecard methodology 

• its focus on the strategic agenda of the organization concerned 

• the selection of a small number of data items to monitor 

• a mix of financial and non-financial data items.” 
 
Implications 
 
The District continues to refine our Balanced Scorecard and have made certain adjustments to 
ensure that the measurement values that we utilize are relevant and functional. The goal is to 
provide a snapshot view of these key components at a specific point in time and to have an 
annual year to year comparison. This allows us to determine on a very broad spectrum the 
direction in which the District is moving. 
 
These key components are not being analyzed on a valuation to current budgets or forecasts as 
much as to the same time period in previous years.  Those types of evaluations are provided in 

https://en.wikipedia.org/wiki/Performance_management
https://en.wikipedia.org/wiki/Performance_management
https://en.wikipedia.org/wiki/Report


the monthly Recreation Committee participation reports and the financial statements in the A&F 
Committee reports. The Balanced Scorecard comparison gives us a broad overview as to the 
direction the District is moving with regard to our overall mission, values and goals. The 
Balanced Scorecard has been updated to report quarterly numbers and compare these numbers to 
previous quarters. This is then done for the year to date (YTD) totals as well. 
 
Certain numbers that are included may have changed and if significant we have included a small 
note under the measurement definition. 
 
Recommendation 
Staff recommends the Board approve the Balanced Scorecard for the 3rd Quarter 2018. 
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District Goals District 
Objectives

Measures YTD thru September 30, 2017 YTD thru September 30, 2018 Footnotes

Provide 
healthy and 
enjoyable 
experiences 
for all people

Offer healthy 
and enjoyable 
experiences 
that promote 
equal access

Number of                
programs/sessions/  
participants

2,080 sessions offered                  
1,412 sessions ran                                   
15,763 participants                              
(annual program #'s will be 
reported Q4)

2,075 sessions offered                  
1,395 sessions ran                                   
14,790 participants                              
(annual program #'s will be 
reported Q4)

1

Number of facility 
members/visits

BPC            711 members
DOG           754 members
PSSWC  3,021 members
SEA         1,437 members
TC               829 members
WRC          337 members
50+             239 members
Total        7,328 members                
262,435 YTD visits

BPC            598 members
DOG           674 members
PSSWC  2,948 members
SEA         1,302 members
TC               827 members
WRC          335 members
50+             422 members
Total        7,106 members                
235,564 YTD visits

2

Daily paid facility useage $194,933 $208,499 3

Number rounds (inc BPC 
events) / baskets

28,600 rounds                        
18,215 baskets   

23,838 rounds                        
16,212 baskets   

4

Achieve 
customer 
satisfaction 
and loyalty

Community and participation 
survey data related to overall 
satisfaction and retention by 
percentage

92.7% overall satisfaction 92.7% overall satisfaction

Connect and 
engage our 
community

Number of free 
events/programs

36 34

Number of Partnerships/ 
Coop agreements 

21 - Partnerships/Use Agmts       
11 - Intergovernmental                          
15 - Marquee                                   
36 - Event Sponsors                       
34 - InKind                                         
117 - Total

21 - Partnerships/Use Agmts            
11 - Intergovernmental                            
22 - Marquee                                        
50 - Event Sponsors                          
26 - InKind                                  
130 - Total

Increase in Digital 
Marketing/Social Media 
Engagement 

Mobile App Users 236  
Heparks.org Hits 161,638          
Online Brochure Hits 9,911          
WebTrac Hits 19,245                              
Mobile WebTrac Hits 22,916            
Social Media/FB Likes 7,256

Mobile App - Discontinued             
Heparks.org Hits 177,024          
Online Brochure Hits 11,670         
WebTrac Hits 33,676                                 
Mobile WebTrac - Discontinued        
Social Media/FB Likes 8,127

Number of Foundation 
events/participants

3 events/334 participants            
3 board mtgs                                

3 events/333 participants            
2 board mtgs                                

Deliver 
Financial 
Stewardship

Achieve 
annual and 
long range 
financial 
plans

Percental of operational 
revenues to expenses 
(excludes D/S and Capital)

100.92% 110.33%

Generate 
alternative 
revenue

Total revenue:
Grants

$24,800 $2,440

Sponsorships $128,963 $142,434

Rentals $911,716 $903,448

Misc. $54,372 $47,935

Utilize our 
resources 
effectively 
and efficiently

Percentage of assets to 
liabilities

2016 - 116.83% 2017 - 120.77%

Balanced Scorecard 2018
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District Goals District 
Objectives

Measures YTD thru September 30, 2017 YTD thru September 30, 2018 Footnotes

Achieve 
Operational 
Excellence 
and 
Environmental 
Awareness

Create and 
sustain 
quality parks, 
facilities, 
programs and 
services

Community survey data 
related to overall condition of 
parks and overall quality of 
programs and services

Next survey 2019 Next survey 2019

Utilize best 
practices

Accreditation score: 
CAPRA

144 of 144 - 2014                             
Next review 2018

144 of 144 - 2014                         
151 of 151 - 2018                             
Next review 2023

Accreditation score:
lllinois Distinguished Agency

99.6% 2016                                        
Next Review 2022

99.6% 2016                                        
Next Review 2022

GFOA-Certificate of 
Achievement for Excellance 
in Financial Reporting

Applied for FYE 2016                        
Received 2015

Applied for FYE 2017              
Received 2016

PDRMA score 98.75% 2013                            
2017 Currently Under Review

98.75% 2013                            
99.05% 2017                                  
Next review 2021

ExceleRate Accredited 2013                         
Next Review 2019

Accredited 2013                         
Next Review 2019

Transparency score 93.4%  2013                                    
Unchanged

93.4%  2013                                    
Unchanged

Advance 
environmental 
and safety 
awareness

No. of accident reports 127 reports filled out                      
3 generating insurance claims 

128 reports filled out                      
3 generating insurance claims 

Environmental Scorecard 97% 2015                                                  
Next Review 2017

97% 2015                                                  
97% 2017

Natural Area/ Wetland Parks 
Burned

(25) In House                                
(1) Contracted

(13) In House                              5

Promote 
Quality 
Leadership 
and Services

Develop 
leadership 
that ensures 
workforce 
readiness

Number of internal training 
sessions 

(4) FT Staff Mtg                           
(7) AED Medic Course                           
(9) Hoffman U                                       
(27) Parks

(5) FT Staff Mtg                           
(4) Team Building                                   
(5) AED Medic Course                           
(12) Hoffman U                                       
(30) Parks

Promote 
continuous 
learning and 
encourage 
innovative 
thinking

External conferences, 
sessions,  workshops and 
seminars

IAPD, PGA, PDRMA, IPRA, 
Chamber, Schaumburg Bus. 
Association, District 211, 
NWSRA, Mayor's Update, MIPE, 
GoAEYC, Creative Curriculum, 
Joint Conference, Exhibit 
Committee, ProRagis, Multi-
Chamber Gov Rauner, Village 
Bon Appetite, Ancel Glink Exec 
Dir, Village Joint Review, NRPA, 
HELP 1, NJCAA, Food Handler 
Certification

IAPD, PGA, PDRMA, IPRA, 
Chamber, Schaumburg Bus. 
Association, District 211, 
NWSRA, Mayor's Update, MIPE, 
GoAEYC, Creative Curriculum, 
Joint Conference, Exhibit 
Committee, ProRagis, Multi-
Chamber Gov Rauner, Village 
Bon Appetite, Ancel Glink Exec 
Dir, Village Joint Review, NRPA, 
HELP 1, NJCAA, Food Handler 
Certification, HVAC, Gateways

Footnotes 1

2

3

4

5

Variance in YTD visits is in relation to variance of YTD memberships. BPC memberships are down 
due to different pass structure no longer selling range punch passes. Seascape memberships were 
down in comparison to 2017, however the daily sales were $19,700 higher.

2018 Spring burns were completed in Fall of 2017.

Variance primarily due to Seascape daily fees up $19,700, while drop-in hockey daily fees down 
$6,200.

BPC rounds and baskets are lower Q3 YTD due to weather.

Variance in YTD participation numbers primarily attributed to lower registration in aquatics, camps, 
gymnastics, hockey and tennis programs.



 
HOFFMAN ESTATES PARK DISTRICT MEMORANDUM NO. M18-118 

 
 
TO:  A&F Committee 
FROM: Craig Talsma, Executive Director 
  Nicole Hopkins, Director A&F 
  Lynne Cotshott, Superintendent of Business 
RE:  Division Report 
DATE: November 7, 2018 

 
A. Finance/Administration 

• The sale of the General Obligation Limited Park Bonds, Series 2018 was 
negotiated with Barrington Bank & Trust for an interest rate of 2.75%.  The final 
issue will be for the principal amount of $2,646,000 with semi-annual interest 
payments totaling $72,360. 

• The New credit card chip readers have been ordered and received in preparation 
of the credit card migration. 

• Staff completed the 2019 working budget for presentation to the Committee of the 
Whole on November 13th. 

• Staff completed the 2019 A&F goals and objectives for the 2019 budget. 
• Staff completed the 2018 Tax Levy (for collection in 2019) which is being 

presented as part of the budget. 
• Staff completed the Budget and Appropriation (B&A) Ordinance in tentative form. 
• Enhanced BPC payroll tip reporting process through report creation in RecTrac. 
• Assisted Maintenance Department in creation of automatic reports for TC facility 

rentals for Ice and Rooms due to success of ballfield reporting 
• Assisted in updating coupons and auto discounting for Ice programs. 
• Payroll Cycle Processing 

o 10/05/18 $300,621.57 
o 10/19/18 $301,669.29 

 
B. Administrative Registration/EFT Billing 

• EFT Billings for: 
a. TC/WRC/PSSWC Fitness Centers 
b. ELC (weekly) 
c. 50+ 
d. Sponsorship/Marquee Signs 
e. Dance Company 
f. Preschool 
g. STAR 
h. Hockey 

• Administrative  
a. Winter Guide Proofing 
b. Admin Mailing 



• Administrative Registration for: 
a. Financial Assistance 
b. Foundation Giving Tree 
c. Feeder Basketball 
d. Girl’s Hockey 
e. Halloween Bash 
f. Pumpkin Swim & Climb 
g. Fall Harper 
 

C. Human Resources  
• Processed 13 new part-time hires and 8 new volunteers. 
• Provided orientation for new FT Early Childhood Program Manager. 
• Attended annual PDRMA Health Program Council meeting. 
• Attended PDRMA Health Benefits Coordinator Workshop to prepare for 2019 

health insurance open enrollment which is scheduled for November. 
 

D. Technology  
• ADS Alarm to provide a hardware list as well as a detailed breakdown of the costs 

being charged for each facility. 
• Removed all computer equipment from Seascape for seasonal storage. 
• Security Camera Upgrades 

a. Installed new camera on Seascape maintenance building that covers our 
winter sled hill. In the summer we can reposition the camera to point to the 
parking lot to add additional coverage. 

b. In the process of installing new cameras on the BPC range building to 
provide more coverage for the parking lot. Additional cameras on the front 
of the BPC main building are also being planned. 

 
E. Newly Acquired Advertising and Sponsorships 

a. Main Event 
• Marquee 
• Guide ad 

b. State Farm 
• Marquee 

c. Chiro One 
• Event Sponsor 

d. Tiger Window 
• Event Sponsor 

e. Hoffman Estates Dental Professionals 
• Event Sponsor 

f. Kids First Pediatric Dentistry 
• Event Sponsor 

g. Mo Fitness 
• Event Sponsor 

h. Dunkin Donuts 
• Event Sponsor 






















































































































	Agenda AandF 11 27 2018
	Minutes 10.23 AF
	Memo C&M Job Descriptions
	Job Desc Communication Manager
	Job Desc Marketing Manager 
	Memo Personnel Policy Manual changes 18-120
	PPM changes
	Memo Bal Scorecard 3Q2018
	Balanced Scorecard 3Q 2018
	A&F Board Report 11 Nov 2018
	Invoices
	Revenue & Expenses

