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 7.00.0 – General Information and Welcome 

Dear Valued Park District Community Member: 

On behalf of the entire team at Palatine Park District we are happy to provide you with our new Affiliate, Parent and 
Special Interest Groups Program. We extend our deep gratitude to you for your time, talents and energy giving back to 
your community helping others enjoy the pursuit of park and recreation programs and services to our entire community 
regardless of age, skill, and interests. Without you these wonderful programs that create life-long skills and memories 
just would not be possible, and for that we are forever indebted to you! 

The Park District has enjoyed a long standing and rich history with various affiliate, parent, and special interest groups 
and over decades have served hundreds of thousands of youth and adults in a variety of recreational and athletic 
pursuits. However, as these programs and services have grown become more complex and had to adapt to changing 
times and requirements, the agreements and memorialization of how groups operate and coordinate with the park 
district have become outdated or in many cases obsolete, missing or non-existent. In addition, with the ever-challenging 
pursuit of operating the Park District and maintaining our infrastructure, along with the scrutiny of public tax dollar 
transparency, it has become a necessity to develop and launch a more formal structure and program to update and 
inform all involved with how the coordination and support between each group and Palatine Park District will work. 

That is why the Park District has adopted this new program. On February 12, 2019, the Board of Park Commissioners 
adopted the Affiliate, Parent and Special Interest Group Program. Today’s needs to effectively manage over 30 groups 
and growing, along with new laws, regulations, state requirements, financial transparency, insurance and liability 
impacts, etc. have all contributed to the enclosed information. The prospect of the new program is to ensure all involved 
have the best interests of our participants, volunteers, staff and elected officials in mind while being good stewards of 
the tax payer supported properties and assets. Great partnerships that are successful have a focus of a shared and clear 
expectation of each other and communicate that on a consistent basis. This program and the enclosed materials are 
intended to do just that and continue to improve all efforts by the Park District and each group to develop a continual 
improvement approach that will benefit everyone in the long run. 

The program has been developed with an acknowledgement and appreciation of the rich history while developing new 
elements to adapt to today’s times and needs. Despite the new structure, designations, and related requirements the 
experience to the end user participants will not change. In addition, many of the current protocol and practices used to 
coordinate operations and support with the park district will not change significantly either. In fact, will likely improve 
them and provide you as a valued volunteer with clearer, more efficient, and effective information and expectations to 
make the biggest impact on your valuable time you spend as a volunteer. 

This program will also provide value  with coordinated efforts and related information being  more consistent. Every 
group each year tends to have turnover within their ranks of leadership and operations. This information will also serve 
as a consistent resource to orient new volunteers and board members that will be expected to follow the coordinated 
protocol. Once applications to this new program are reviewed and a designation is determined, new and updated 
agreements per the approved designation will be executed and serve as the governing document for any and all future 
coordination with the Park District. The Park District will also be adding and evolving this document over time and also 
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 7.00.1 – Park District Mission, Values and Goals 

Regardless of the classification or level of affiliation with the Park District, all organizations, clubs and groups need to be 
aware, informed and aligned with the Park District Mission, Values and Goals. The three components make up the Vision 
of the Park District, how people are to operate and treat each other during programs and activities and make sure that 
the time, talents and efforts on behalf of every employee, volunteer, parent and participant are within the spirit and 
intent of the vast array of recreational pursuits and opportunities provided and/or facilitated through Palatine Park 
District. Below is the Mission, Values and Goals of the Park District and all involved need to be aware of these and 
ensure they adhere to these at all times while assisting and participating in affiliate, parent or special interest groups. 

MISSION AND VALUES 

WHO WE ARE 

The Palatine Park District is a separate municipal governing agency established for the purpose of providing parks, 
facilities, and recreation programs for the community. The Park District is responsible for the maintenance, operation 
and administration of parks and facilities under its jurisdiction. 

MISSION – WHAT WE DO 

Our mission is to provide a variety of safe, enjoyable and affordable parks, programs and recreational facilities that will 
enhance the quality of life by promoting good health and well-being for all residents and visitors while being fiscally 
responsible stewards of community assets and tax dollars. 

VALUES – HOW WE OPERATE 

We are committed to moving the District’s Mission forward through actions guided by the following Values: 

Integrity: Exhibiting trust and transparency in all our actions, or in other words, what you do when you think no one is 
watching. 

Communication: Creating and setting clear expectations through timely and open conversation while effectively 
respecting the differences of others. 

Accountability: Taking action and ownership for all work responsibilities, obligations to those we serve and ensuring 
timely and effective follow through in all we do. 

Collaboration: Seeking outreach and partnerships within the community and achieving better results by working 
together in a respectful and inclusive way. Being leaders in community development and improvement. 

Leadership: Encouraging opportunities and professional growth for employees within a positive culture and trustful 
environment while practicing open-mindedness and fairness to all involved. Being leaders in our community by 
promoting positive social influences through role modeling. 
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DISTRICT GOALS 

District Goal: Equity                                      

To create an environment of opportunities that provide equity in pricing, allocation of resources, diversity of offerings, 
and culture in facilities, programming, services, and location while being accessible across demographics, ages, skills, 
interests, employment, and opportunity for achievement. 

District Goal: Awareness 

To create awareness in the community and build a strong and positive brand through customer service, signage, 
education, internal and external communications, and transparency while using user trends, feedback, measurements, 
and evaluations in a transparent and proactive manner to become a resource to the community. 

District Goal: Purpose-Driven Organization 

To provide, in a purpose-drive manner, innovative, fun, sustainable, efficient, and resourceful facilities, parks and 
services in a responsible and supportive environment that respects supply and demand, short- and long-range planning, 
development, and growth. 

District Goal: Sustainability          

To create community connectivity through a sustainable business model based on trust, transparency, ethics and 
integrity while working in a connected manner led by adaptability, data-driven decision making, and high standards 
while maintaining infrastructure, financial controls, efficient operations, and scalability of resources. 

District Goal: Efficiency  

To create an efficient and goal-oriented organization with a conducive structure through cooperation, training, time 
management, and evaluations while maintaining quality support resources and aligning staff skills with positions. 

District Goal: Commitment 

To create a community committed to excellence, empowerment, and continual improvement through passion, 
dedication, loyalty, dependability, trustworthiness, accountability, and advancement based on cross coordination, 
efficiencies, a commitment to doing the right things right, and adaptation to the needs, trends, and best practices of the 
community and the industry. 
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 7.00.2 – Objectives 

The following objectives of both the program and for participants within the groups are listed below. Alongside the Park 
District Mission, Values and Goals, these objectives should remain as a steadfast focus and commitment to ensure that 
the safety of all involved is maintained and that all involved in the organizing, planning and participation moved towards 
a common interest to ensure all have a positive and enjoyable experience. 

Program Objectives: 

To meet the ever changing and growing needs and interests of the community through a consistent and 

structured platform. 

To provide recreational pursuits and opportunities for all interests, ages and other demographics through a 

facilitated, organized and supported system of managing groups and volunteers. 

To renew outdated agreements and create terms and conditions that are within today’s laws and best practices 

with managing and supporting groups of affiliation with the Park District. 

To provide a platform where clear expectations, roles and responsibilities of all parties involved are 

communicated and facilitated accordingly to create a sustainable and proactive approach. 

To provide a proactive structure of managing and supporting outside groups, organizations and volunteers for 

ease of servicing organizations and being good stewards of the taxpayer resources allocated by the Park District 

to satisfy the needs and interests of organizations connected with the Park District. 

To provide a structure and platform that uses best practices and legislative mandates related to supporting and 

operating a complex affiliation system with regard to applicable laws and requirements in liability, finances, tax, 

state and federal non-for-profit filings and fees. 

To provide groups and organization of a level of affiliation with the Park District to assist in creating awareness 

and support systems to help participants engage and enjoy the special interest of their choice. 

To provide the leadership of each group with a central resource of information and processes needed for the 

group to organize and operate successfully and use said platform as a means to orient new members in 

leadership roles. 

Participant Objectives: 

To offer and facilitate programs that fulfill the recreational needs, wants and interests as a service to the 

community at large. 

To offer an inclusive and equal access to programs and equal levels of participation for all interested and ensure 

respect of diversity regardless of individual differences. 

To ensure all programs are safe and enjoyable for all participants and create a welcoming atmosphere that 

encourages and promotes learning life-skills and equality of participation first and competition second. 
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To set forth a platform that creates a culture that volunteer coaches and/or participants excel at and value the 

time, talents and efforts they put forth to the benefit of others. 

To ensure that all involved in programs follow the Code of Conduct and standards of behavior expected as a 

Park District program or affiliate using Park District property and respect all coaches, officials and staff with 

dignity and respect. 

To promote an experience that is a positive one for all involved and displays good sportsmanship, citizenry and 

inclusiveness and focuses on the recreational benefits for individuals rather than victory or self-fulfilling 

interests. 
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 7.00.3 – Purpose of Manual 

The core purpose of this manual is to provide board members and individuals serving in leadership roles with groups and 
organizations with a level of affiliation to the Park District, a central resource of information, procedures and protocol to 
follow when planning, organizing and facilitating the needs of the group that have participation on Park District 
property. 

While it is not expected that every volunteer and/or participant read this procedures manual from front to back, it is 
important for organization and group board members and individuals serving in a leadership role for the group and 
related program to be familiar with the approaches, philosophy and requirements of this platform as a member of the 
Affiliate, Parent, Special Interest Groups Program.  

The information provided within this manual will greatly assist in defining what are the roles, responsibilities, and 
expectations of the organization and Palatine Park District. In addition, it will provide the protocol that one must follow 
in order to secure the various components of support and assistance needed for an organization or group to operate 
their respective programs in an effective, efficient, and positive manner. 

While this manual attempts to cover the typical and majority of support and services organizations and groups ask of the 
Park District, it is not all inclusive and will change, evolve and grow as the groups grow, prosper and change direction 
themselves. The Park District will make every attempt to keep the content and context of the information provided 
within this manual as current as possible. In the end, if there is still a question or something not covered within the 
manual any board member, leadership member or volunteer may contact their respective appointed Park District staff 
liaison to gain more insight and information regarding their request, question, issue, or concern.  

The policies, procedures and best practices presented within this manual are intended to protect the interests of the 
Park District and the organizations, groups and respective volunteers, as well as to make sure that the facilitation of 
these important special interest programs and groups is a positive experience for all involved and that all participants 
have a great experience. While there is always room for flexibility and differences in the interpretation of the content 
within this manual, the procedures set forth by Palatine Park District are to be the baseline and guidelines for all to 
follow and are set forth by policy of the Park District Conduct Ordinances and expected policy by the Board of Park 
Commissioners. Exceptions to be considered for interpretation of a concern, issue or request not aligned with the 
content within, may be brought to the attention of the Executive Director via the staff liaison. A determination by the 
Executive Director shall be deemed final once all the facts have been secured. 

In all, a common-sense approach that aligns and is sustainable to the Park District Mission, Values, Goals and Objectives 
of this platform will drive decisions related to the support and management of organizations and groups within the 
Affiliate, Parent and Special Interest Groups Platform and the genuine interests and concerns of the participants and 
assets of Palatine Park District. 
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 7.00.4 – Definitions 

The content within this manual may at times use acronyms or general descriptors of various groups, programs, etc. This 
section is to provide readers with the definitions used throughout the manual to ensure understandability and clarity to 
the procedures illustrated within. The list is not all inclusive as readers may have various levels of awareness to the Park 
District but should provide the majority of the major descriptors used. 

Park District, District or PPD – refers to the Palatine Park District 

Board or Park Board – refers to the Palatine Park District Board of Park Commissioners 

Executive Director or ED – refers to the Executive Director of Palatine Park District 

Affiliation – An organization or group approved as a member of the Affiliate, Parent, Special Interest Groups platform 

Organization or Group – An approved member of the Affiliate, Parent, Special Interest Group Platform and may include a 
classification of an Affiliate, Booster Parent group, Advisory Parent Group or a Special Interest Group. 

APG-SIG – acronym for the Affiliate, Parent, Special Interest Group platform. 
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 7.00.5 – Park District History 

Palatine Park District has enjoyed a rich and successful history providing park, recreation, and open space opportunities 
to the community for 74 years. Listed below is an encapsulation of the District’s history. 

1945 Voters created the Park District as an independent unit of local government and elected the first Board of Park 
Commissioners. (Population 3,000) 

1947 Acquired Palatine’s first park - Community Park. Offered 5 recreation programs/classes. 

1949 Employed part-time Park Director. Annual park attendance of 12,000. (Population 4,000) 

1955 Opened first swimming pool in Community Park. (Population 8,000) 

1962 Employed first full-time Director of Parks and Recreation. (Population 15,000) 

1964 Adopted first Master Plan for Parks and Recreation. Offered 40 recreation programs/classes. Annual park 
attendance of 55,000. (Population 18,000) 

1966-1969 Developed Palatine Hills Golf Course and Recreation Area, Maple Park, Oak Park, Willow Park, Ashwood Park, 
the northern portion of Birchwood Park and constructed the second pool in Community Park. (Population 21,000) 

1970 In Spring, Jim Takahashi along with several other regular golfers at Palatine Hills Golf Course appeared at a park 
board meeting asking for approval to form the Palatine Hills Men’s Golf Association and approval was granted with a 
founding membership of 43 golfers. 

1972-1974 Constructed the Palatine Trail and Birchwood Park Recreation Center building and swimming pool. 
Developed Doug Lindberg Park, Sycamore Park, Locust Park, Cherrywood Park, Peregrine Park, Whippoorwill Park, 
Mallard Park, Partridge Park, and Sparrow Park. (Population 27,000) 

1975 Consolidated with the Palatine Rural Park District. (Population 45,000) 

1976 Developed Eagle Park and opened the District’s fifth swimming pool. (Population 47,000) 

1977-1979 Purchased and renovated the Community Center (formerly Palatine High School) with the Village of Palatine. 
(Population 49,000) 

1981 Began implementation of long-range capital development program to renovate existing facilities and develop new 
parks and recreational areas. Offered 280 recreation programs/classes. (Population 60,000) 

1982-1986 Renovated and rededicated Palatine Hills Golf Course Clubhouse.  Began use of Tom T. Hamilton Reservoir. 
Purchased and developed Osage Park. 
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1987-1988 Completed the Community Park Amphitheatre. Began development of Palatine Trail extension, Margreth 
Riemer Reservoir and Plum Grove Reservoir. 

1989 Acquired and developed Cottonwood Park. Acquired and renovated Palatine Stables. (Population 69,000) 

1990-1993 Constructed Combined Services Facility. Renovated Palatine Hills Golf Course and developed Finch and 
Cardinal Parks.  Acquired property on Wilke Road, Palatine Road, Smith Street, and Palos Avenue. 

1992 – The Palatine Hills Golf Association scheduled competitive play on Thursday mornings. A monthly travel event was 
also scheduled on area courses from southern Wisconsin to lower Cook County for all members to participate. 

1994-1996 Expanded Palatine Trail System. Acquired property to expand Celtic Park.  Acquired and developed Juniper 
Park. Constructed new gymnastics facility and expanded the Birchwood Recreation Center.  Embarked on program to 
make all facilities accessible. (Population 75,000) 

1997-1999 Adopted eight-year Master Plan. Constructed the Community Park Family Aquatic Center. Developed Towne 
Square and Hummingbird Park.  Renovated Palatine Stables lower barn.  Acquired, renovated and constructed the 
Senior Center.  Expanded Eagle Park Recreation Center. Offered more than 450 recreation programs/classes. Annual 
park attendance of more than 2,200,000. (Population 82,000) 

1998 – The Palatine Hills Golf Association was recognized with a citation from the Illinois Park and Recreation 
Association for its outstanding contributions to the community and the game of golf. 

2000-2003 Renovated the Community Center for accessibility. Established an Interlocal Agreement which created the 
Palatine Northeast Resource Center. Developed Dove Park and The Grove in cooperation with School District 15. 
Reconfigured and renovated the Hamilton Sports Fields establishing five baseball/softball fields, ten soccer fields, a 
playground and a support facility. Began online registration program.  

2004 Acquired Falcon Park in the northeast and Bluebird Park in the central west area of Palatine to preserve open 
space for future recreational needs. Developed Robin Park, a Disc Golf Course at Margreth Riemer Reservoir, a Skate 
Park at Community Park and a Dog Park at Plum Grove Reservoir. 

2005-2007 Lighted five baseball/softball and eight soccer fields at Hamilton Sports Fields. Completed renovation of 
Birchwood Pool. Expanded Palatine Trail east of Cottonwood park and along Euclid Avenue to Harper College. Began 
development of Wally Degner (formerly Bluebird) and Falcon Parks. Expanded Community Park along Palatine Road. 

2008-2011 Designed and built the Falcon Park Recreation Center. Renovated the Palatine Hills Golf Course green 
surrounds and traps. Built the Community Center’s Fitness Center. Installed Northwest Highway message sign. Named 
Dutch Schultz Recreation Area (formerly Palatine Hills Park). In conjunction with Celtic Soccer installed synthetic turf on 
Celtic Park fields 1 and 2. Purchased properties to expand Community and Eagle Parks. Paved the Hamilton Sports Fields 
running/walking path and Palatine Hills cart path. Received bond rating upgrade to Aa1. Installed District wide lightning 
detection system. 
 
2012-2015  The Park District hired its third Executive Director in nearly 50 years.  District completed a full renovation of 
Eagle Pool. Renovated the clubhouse at Palatine Hills Golf Course and introduced Foot Golf.  Acquired 12 acres of open 
space adjacent to the Palatine Stables currently known as Meadowlark Park. New affiliate groups were recognized by 
the District in the areas of Biking, Rugby and Lacrosse.  Installed nine additional holes making an 18-hole disc golf course 
at Margreth Riemer Reservoir.  Entered into an intergovernmental agreement with the Village of Palatine in conjunction 
with the renovation of Village Hall for various utility upgrades and façade improvements to the Community Center.  
(Population 83,000) 

2016-2019  The Park District entered into an intergovernmental agreement with Harper Community College and assisted 
in the renovation of a new Health and Recreation Center (AKA Building M). This agreement provided the park district 
with full access and operations of a 50-yard indoor pool and programming in conjunction with the Continuing Education 



classes and programs within this facility. The facility conducted a dedication grand opening ceremony on site on 
September 10, 2018. Park District also earned the status of an Illinois Distinguished Accredited Agency through the 
IAPD/IPRA State Accreditation program on November 22, 2018. The Park Board also adopted the District’s new Affiliate, 
Parent and Special Interest Group Platform on February 12, 2019. The District also embarked on a re-development 
project of the Tom Hamilton Reservoir Park including construction of a satellite garage for the Park Maintenance 
operations and six lighted pickle ball courts. 
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 7.00.6 – Affiliate Program History 

Palatine Park District has also enjoyed a rich and successful history that has evolved over decades within the Palatine 
community serving hundreds of thousands of participants in various athletics, sports, and special interests. The Park 
District acknowledges this rich history and is committed to the creation and improvements of the programs and 
relationships with these and future groups as the community and its needs become more complex and demanding. In 
addition, the relationships, structure, and policies have also evolved over time as societal pressures and needs have 
influenced dramatically how these programs and community services are provided and supported.  

Below is a compilation and highlight of the history of affiliations with Palatine Park District. 

1968 – Celtic Soccer become the very first affiliated group with the Park District and held its inaugural season. The group 
was founded by Bill Hughes, John Finnegan, and Jimmy Kinsella. Together they were the first residents in Palatine to 
organize local children into teams to play the game of soccer. Jimmy named the Club after his home club back in Ireland 
named the Glasgow Celtic. 

1970’s - Palatine had a youth hockey program for years called the Palatine Norrismen. They skated out of the Rolling 
Meadows Sports Complex throughout the 70's and 80's. 

1971 – Palatine youth baseball started back in 1954 through the national affiliation program named Little league. As 
required by the national affiliation, in 1970 the group was broken up into three separate region programs of Little 
League North, South and Central. In 1971, the Central group pulled out of Little League and began a new group and 
became an affiliated group of the Park District named Palatine Boys Baseball.  

1973 - The Palatine Township Senior Citizens Council was incorporated, as the Palatine Township Council on the Aged.  
The agency was originally located in a small office at the St. Joseph’s Home for the Elderly, and a room for gatherings 
and meetings.  The agency focused on meeting the recreation and social needs of older adults in the Township. 

1980 - In the early 80's the Palatine and Rolling Meadows Hockey Club combined into the North West Chargers. 

1981 – This is when the first record of girls started formally playing in the Palatine baseball program. 

1984 – PTSCC (Palatine Senior Center) joined with Palatine Township, The Bridge Youth and Family Services, and the Day 
Care Center in the creation of the Palatine Township Community Center. This site provided stability and an expanded 
facility from which to deliver services. 

1985 – A second youth baseball group formed and became an affiliated group with the Park District named Palatine 
Baseball Association (PBA). Since both Little League and Palatine Boys Baseball only served participants to play baseball 
to the age of 12, the PBA was formed and affiliated to allow for the growing demand of youth over the age of 13 to 
continue playing community baseball. 
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1987 – The Palatine Baseball Association formed a girls’ softball program. In 1991, the South Little league group merged 
with the Palatine Boys Baseball group to form a new group named Palatine Youth Baseball and included a girls’ softball 
program previously started by the South Little League group I 1984. 

1991 – The Palatine Amateur Football Association (PAFA) became the next affiliated group with the Park District and 
offered tackle football to youth from 3rd to 6th grades. The PAFA was actually founded in 1961 and first stated as an 
affiliation group to the Salt Creek Park District in Palatine. In 2017, PAFA introduced a flag football option to their 
program and leagues as a result of growing concerns over head injury and concussion protocol. PAFA also initiated in 
1991 a PAFA Spirit segment to the organization for cheerleading. 

1992 – PTSCC brought their partnership with the Community Nutrition Network, enhancing our ability to provide a 
nutritious lunch at our site, as well as for home delivered meals with the Meals on Wheels Program.  The Program 
expanded to five days per week in 1998. 

1998 – Palatine Youth Baseball became known as Palatine Youth Baseball and Softball (PYBS) and in 2011 the last of the 
Little League groups merged with PYBS and Palatine Baseball no longer affiliated with the national Little League 
platform. 

2003 - Rolling Meadows Park District revamped their Pre-Hockey and House level hockey to separate from the travel 
program as pricing and politics in the sport started skyrocketing. 

2005 – Palatine Park District on October 11, 2005, adopted a General Procedure and Protocol Policy on Affiliation and 
requirements of groups to be formally recognized as an affiliate of the park district. 

2006 – The PTSCC became the first senior center in the Northwest suburbs of Chicago and only the third in the State of 
Illinois to be accredited by the National Institute of Senior Centers.  Only 1% of the approximately 11,000 senior centers 
in the United States are accredited. 

2008 – The Palatine Rugby Club was formed and became an affiliated group with the Park District.  

2013 – The Palatine Penguins Lacrosse Club was also formed within the community as the game of lacrosse became 
more prevalent in the Midwest and becoming an Illinois High School varsity sport in 2017. 

2015 – Renegade Youth Hockey Club surpassed total of 500 enrolled participants. The program hosted the Stanley Cup 
(Blackhawks), was practice home to the Gold Medal Olympia Sled Hockey team, was home to Chicago Wolves pre-
season games. These events are all tied to community work that the Renegades do each year in Rolling Meadows, 
Palatine and Arlington Heights. 

2018 – The two youth baseball and softball affiliated groups merged into one community-based association and is now 
currently named Palatine Community Baseball and Softball (PCBS). 

2019 – On February 12, 2019, the Board of Park Commissioners adopted the newly developed Affiliate, Parent and 
Special Interest Group Program to organize and define the relationships, structure, requirements and protocol that is 
followed to be a group with affiliation to the park district and how groups will be managed and supported with the 
limited resources available from the Park District. 
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 7.00.7 – Philosophy and Approaches to Affiliation 

Palatine Park District is a separate unit of government established for the purpose of providing parks, facilities and 
recreational programs and services to the community. The overall responsibility of the Park District for affiliated groups 
is for the maintenance, operation and administration of parks and facilities under its jurisdiction.  

The Park District recognizes that outside organizations as well as parent and special interest groups exist within the 
community whose purposes are to serve and enhance the recreational opportunities for a specified interest and group. 
These groups may and can come in various sizes and structures depending on their leadership, legal status, insurance 
coverages and level of support required by the Park District to be successful in their purpose. This program is intended 
to provide flexibility to these variances and create a consistent and equitable system for the organizations to agree to 
and the Park District to facilitate its resources to manage and support all outside organizations and groups as well as 
additional programs and services under the auspices of the Park District. 

In the case where a community-based recreational organization exists within and aligned to the Park District Mission 
and the Park District determines it is in the mutual interests to formalize a cooperative relationship, an “affiliation” may 
occur. An affiliation for the context of this policy is defined as a formal cooperative relationship and related agreement 
between an organization and the Park District which the Park District properties and supported amenities within will 
facilitate the recreational efforts of such an organization in order to maximize resident participation and enhance the 
recreational opportunities to the residents of the Park District in a cost effective and all-inclusive manner. 

The approaches utilized by the Park District for levels of affiliation include, but are not limited to the following: 

Priority of benefits and allocation of Park District resources will be provided to those organizations with a 

designated classification of affiliation that is most aligned with the Mission of Palatine Park District. 

Consideration in the level of assistance and support to designated organizations of affiliation shall be given to 

those organizations that have an all-inclusive philosophy of equal and fair accessibility and participation within 

the program or service. 

Further consideration in all cooperation requests and allocation of Park District resources will also be applied to 

those organizations whose program and/or service has core values and illustrates them within their respective 

programs of fun, recreational pursuits, social and life skill development, inclusivity, sportsmanship attributes and 

respect for all involved. 

The Park District recognizes the progression of skill development and competition; however priority will be 

provided to those organizations whom operate a house and/or recreational level option to participants so the 

masses are served first with support and allotment of resources before those being served by a specific 

competitive or travel component. 

The mission of the Park District is to provide to the taxpaying residents of those within the District’s jurisdiction. 

Thus, those organizations supported shall have a majority of participants being Palatine Park District residents 
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over those with less of a majority. The District shall also apply non-resident fees to participation rates in order to 

differentiate resources being allocated to a program with more non-resident ratios in participation levels. 

In cases where an organization comprises of a competitive component(s), any draft of players or selection of 

players onto teams shall be facilitated allowing any and all residents the opportunity to meet the skills and 

requirements of competitive teams or programs, and further selection of teams shall be completed in a manner 

to facilitate balances and fair play participation. 

Travel and other competitive programs and related teams must adhere to resident minimum thresholds as per 

the policy of the Park District. Exceptions may only be accepted through a formal request in writing to the 

Superintendent of Recreation explaining the level of exception and the rationale as to why the exception should 

be considered. This request must be approved by the Executive Director in order for a resident threshold level 

exception to be implemented. 

All residents shall have the opportunity to try out and be considered for placement on a travel and/or 

competitive team. No non-resident shall be provided a roster spot over a resident in which the skill grading 

system of the resident equals or exceeds that of the non-resident player. In addition, skill scoring systems are 

required to have an agreed upon trained third party official as to not create a conflict of interest or perceived 

conflict of interest and/or bias from a parent coach or team manager. 
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 7.00.8 – Benefits and Rationale to Affiliations 

Palatine Park District is a separate unit of government established for the purpose of providing parks, facilities and 
recreational programs and services to the community. The overall responsibility of the Park District for affiliated groups 
is for the maintenance, operation and administration of parks and facilities under its jurisdiction.  

The Park District recognizes that outside organizations as well as parent and special interest groups exist within the 
community whose purposes are to serve and enhance the recreational opportunities for a specified interest and group. 
These groups may and can come in various sizes and structures depending on their leadership, legal status, insurance 
coverages and level of support required by the Park District to be successful in their purpose. This program is intended 
to provide flexibility to these variances and create a consistent and equitable system for the organizations to agree to 
and the Park District to facilitate its resources to manage and support all outside organizations and groups as well as 
additional programs and services under the auspices of the Park District. 

In the case where a community-based recreational organization exists within and aligned to the Park District Mission 
and the Park District determines it is in the mutual interests to formalize a cooperative relationship, an “affiliation” may 
occur. An affiliation for the context of this policy is defined as a formal cooperative relationship and related agreement 
between an organization and the Park District which the Park District properties and supported amenities within will 
facilitate the recreational efforts of such an organization in order to maximize resident participation and enhance the 
recreational opportunities to the residents of the Park District in a cost effective and all-inclusive manner. 

The benefits and supportive rationale utilized by the Park District for levels of affiliation include, but are not limited to 
the following: 

Priority in scheduling and use of Park District facilities and fields; 

Staff liaison appointment and support as main point of contact for all Park District resources needed to 

effectively operate programs; 

Staff assistance in budgeting and programming expertise; 

Except for Affiliates, general liability insurance coverage for all registered participants and all volunteers while 

serving in a recognized and approved volunteer capacity; 

Support and resources with awareness and publicity via community publications, web site and other social 

media outlets available through the Park District operations. 

There are also benefits for the Park District in coordinating and partnering with levels of affiliation and include, but are 
not limited to the following: 

Expansion of current portfolio of programs, services and recreational opportunities; 

Use of volunteer assistance to engage the skills and expertise of individuals and conduct programs and services 

in a more cost effective manner keeping fees and charges to participate reasonable; 
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Potential cost sharing opportunities with various groups towards infrastructure and capital improvement via 

fundraising from various affiliation groups and organizations; 

An increase in community awareness and common ground approach to giving back to the community; 

Efficient use and coordination of Park District and various community resources. 

Last, there are mutual benefits and rationale for community groups and organizations, including the Park District, 
experience due to the affiliation structure, which include but are not limited to, the following: 

Effective control and operation of various activities, programs, events and services; 

Produces a general and broader community appeal; 

A resource network for community engagement and feedback; 

A common commitment and investment into making the community a great place to work, live and play; 

Connecting interests, people and activities that can yield partnerships and new opportunities for residents that 

otherwise would not be possible without affiliation and a commitment to cooperate. 
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 7.01.0 – Affiliate, Parent and Special Interest Groups Program 

The Affiliate, Parent and Special Interest Group Program is a structure to assist the Park District in formalizing the 
cooperative relationships with various community groups and organizations that desire an affiliation level with the Park 
District and further assists in identifying, allocating and managing the support and resources necessary to operate the 
various community groups. 

This section provides a summary and outline of the various components and processes involved with this program and 
defines the various levels and designations towards affiliation with the Park District. Last it covers the requirements 
associated with the legal structure of affiliated groups and the effect of the relationship with the Park District. 
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 7.01.1 – Program Components 

The Affiliate, Parent and Special Interest Group Program is a comprehensive platform and involves many levels of 
affiliation, complex processes, and some core components. Interested groups and organizations for a level of affiliation 
with the Park District must complete, follow, and provide documentation towards the various components to be 
considered as a member of the APG-SIG Program in good standing. 

Below is a listing and brief description of the core components to the Program. Details and specifics to each of these 
core components are illustrated in Section 7.03.0 of this Manual. 

Group Classifications and Definitions: The Program has set forth a hierarchy of affiliation based on various 

factors and eligibility requirements. Definitions of each classification has been developed and identified and are 

included for reference in a later sub-section of this Manual. They include Affiliates, Parent Booster, Parent 

Advisory, Special Interest Group and Cooperative Program Provider. 

 

Group Classification Eligibility Criteria and Requirements: Each of the above listed classification groups within 

the developed hierarchy of affiliation levels must meet specific criteria to be eligible for the corresponding group 

classification designation and also provide documentation and specifics towards the requirements outlined 

within the Program for each classification. 

 

Program Application: The Program requires each group or organization that is interested in obtaining a level of 

affiliation with the pPark District. The application also requires various information regarding its legal structure, 

insurance coverages, board representation, by-laws, and budgets, as well as a variety of other questions and 

supportive documentation as it relates to the information requested. Each application is reviewed by Park 

District authorized staff and a determination is made based on the merits and information provided by the 

applicant group or organization. 

 

Affiliation Agreements: Once an applicant has been approved and designated a classification of membership, the 

group will enter into a pre-determined affiliation agreement with the Park District. This boilerplate basic 

agreement is separate for each classification and states the basic terms and conditions to the affiliation between 

the group and the Park District. The agreement also provides groups to opt-in for various support and services 

that each classification is eligible to receive or opt-into and creates expectations and terms to each function or 

area an affiliated group opts into. Fees may be applicable for opt-in services based on the group’s eligibility and 

the actual support or services beyond basic support levels. Related fees are indicated accordingly on each 

agreement as set forth in the template. 

 

Agreement Riders: The Program realizes and appreciates the history and unique factors that have been agreed 

upon and occurred over the years that may be different or in addition to the terms and conditions set forth in 

7.01.1 

2-12-19 



each classification boilerplate agreements. In order to facilitate these additional or varied terms and conditions 

to manage the agreement and affiliation relationship between the group and the Park District, riders to the 

boilerplate agreements can be developed and mutually agreed upon between the two parties. 

 

Orientation and Training Materials: Since the Program is a new structure and complex in its nature, the Park 

District has developed a significant amount of materials to orient and train affiliation group leadership and 

volunteers. In addition, this is an ongoing process since the turnover rates of affiliated groups for both 

leadership and volunteers are high. The orientation materials include, but are not limited to, orientation 

program handbook, procedures manual, volunteer training and staff liaison training. 

 

Program Guidelines Handbook and Resources: A Handbook has been developed to introduce the Program to 

new participants and stakeholders involved in the management and facilitation of affiliation groups and 

organizations. This information provides general information and the resources available to be informed of the 

various processes and requirements necessary to meet the expectations of each agreement, as well as how to 

gain support and requests for resources from the Park District. 

 

Reporting and Staff Support: Each group is required to provide an annual report to the Board of Park 

Commissioners illustrating key items such as participation levels, use of Park District facilities, fields and 

resources, financial performance, accomplishments for the year and challenges being faced by the group or 

organization. Each group is also provided (if requested) a staff liaison who is a staff member of the Park District. 

This individual is the group’s main point of contact and conduit to the resources made available by the Park 

District to effectively operate their operations and programs. 
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 7.01.2 – Program Group Classifications 

The Affiliate, Parent and Special Interest Group Program is intended to offer various recreational opportunities to people 
of all ages and interests and be fiscally responsible to the community to ensure that the resources available to the Park 
District are allocated and managed in an equitable manner and organized within a structure and process that maintains 
a level of professionalism, quality, safety and especially fun.  

The various levels of affiliation with the Park District is determined by many factors including alignment with the Park 
District Mission, level of participation by residents of the Park District, independence of operations and support, ability 
to secure own insurance coverages among others. In order to meet these goals in the delivery of the programs and 
services related to the Affiliate, Parent and Special Interest Group Program, the Park District has developed and adopted 
the following group classifications to organize and manage the various organizations and groups. 

The following classifications are in hierarchy order from the most independent from Park District to total dependence of 
the Park District. The only group classifications that are not defined as Park District operated programs and services is 
those related to the Affiliate and the Parent Booster Club (Board Only). Otherwise all other organizations and groups 
within this affiliation platform are considered Park District provided programs and are bound by the applicable and 
related policies of the Park District.  

Classifications: 

Affiliate: a totally separate recognized organization from the Park District, with own governing board, 

federal and state filings and approved levels as a charitable organization, own insurance coverages and 

staff if applicable. 

 

Parent Booster Group: a hybrid of an affiliate where the parent board developed to assist the program is 

independent from the Park District, however the program itself is classified and defined as a Park District 

program. 

 

Parent Advisory Group: purely a Park District program with an extension of it through parent 

engagement and involvement into seeking ways to improve and enhance the program via volunteerism 

and parent engagement. 

 

Special Interest Groups: a Park District program supported through parents or in cases where it is adult 

driven just by interested adults. It is typically an activity or hobby that is not currently being offered 

through the Park District and has ample interest and participation to operate within the auspices of the 

Park District with minimal impact of staff and resource support. 
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Cooperative Program Provider: this is an independent contractor arrangement with a private individual 

or business that provides a program or service to the community where the Park District does not have 

the in-house expertise or elects to not have an employee relationship to provide the program. While 

these are Park District programs, they are contractual in nature and typically performs under a split net 

revenue sharing formula. 

Each classification is further defined, and criteria required for each in later sections of this manual. 
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 7.01.3 – Program Delivery Standards (Goals and Objectives) 

The Affiliate, Parent and Special Interest Group Program is intended to offer various recreational opportunities to people 
of all ages and interests and be fiscally responsible to the community to ensure that the resources available to the Park 
District are allocated and managed in an equitable manner and organized within a structure and process that maintains 
a level of professionalism, quality, safety and especially fun.  

In order to meet these goals in the delivery of the programs and services related to the Affiliate, Parent and Special 
Interest Group Program, the Park District has developed and adopted the following delivery standards that need to be 
encouraged, maintained and enforced in every decision and facet of managing this Program. 

Delivery Standards: 

Standard 1 – Proper and Positive Environment: Parents and participants must consider and carefully choose the 

proper environment for themselves and/or their child. This may include appropriate age and development for 

participation, the type of sport or activity, the rules of the sport or activity, age range of other participants, and 

the proper level of physical and emotional needed to fully participate. All involved shall be committed and held 

responsible for positive behavior while engaged in the activity, encourage, and promote positive reinforcement 

with an emphasis on recreational value and fun rather than win or critiquing skill levels. 

 

Standard 2 – Programs Based on Well-being and Respect of All Involved: Parents and participants must select 

and be committed to sport or activities that are developed and organized to enhance the physical, emotional, 

social and educational well-being of all involved. Individuality should be reinforced rather than conformance 

based on subjective assessments or critical of one’s skill levels. Participation should be aligned with each 

participants well-being and reason for participating in mind at all times. A culture of mutual respect for all 

involved is critical to the success of any program including leaders, volunteers, participants, officials, referees, 

and other parents. Actions, behaviors, and words that are disrespectful to anyone will not be tolerated. 

 

Standard 3 – A Small Part of One’s Life: Parents and participants must recognize and follow through in their 

actions and words that sports, and recreational activities are only a small part of one’s life and well-being. 

Keeping this is perspective and within the spirit and intent of community based recreation must be maintained 

at all times. It is highly unlikely that any participant will make this activity a lifelong profession and more likely 

that they will learn and be reinforced of the importance of life skills such as sportsmanship, teamwork, 

commitment, communication and a work life balance. While it is recognized and appreciated that competition 

can and does evolve from sport, it is the life skills learned that should be the focus of all involved. 

 

Standard 4 – Drug, Tobacco and Alcohol-Free Environment: Parents and participants shall refrain from use of 

drugs, tobacco and alcohol while engaged in sport or activities sponsored within this Program. The Park District 
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has a free drug workplace, and this includes all properties, facilities, and fields. This also includes any sponsors, 

advertisements or partnerships associated with a group or organization as a member of this Program and/or 

using park district property to support the sport or activity involved. 

 

Standard 5 – Training of All Coaches and Volunteers: Parents and participants should insist that any coach or 

instructor is properly trained to ensure the safety, well-being and quality of the sport or activity. The Park 

District is committed to this expectation and provides an array of training opportunities to volunteer coaches 

and program leaders. The Park District endorses and uses the national platform with the Positive Coaching 

Alliance as its training resources towards general coaching expectations. The Park District also provides general 

Park District and specific program orientation as well as specific sport/activity coach training. In addition, topics 

related to safety and risk management towards general safety, CPR and basic first aid, head injury and 

concussion protocol, lightening protection are all included. 

 

Standard 6 – Adhere to Code of Conduct: All words and actions shall align and adhere to all Park District and 

specific group, event, activity or program Code of Conduct. Respect and civility must be maintained at all times 

by each and every individual engaged in the sport or activity. Park District Conduct Ordinances shall remain in 

effect for all programs and activities while being participated on Park District property. Separate parent, 

participant and coach may be applicable based on the group or activity involved and shall be aligned and 

supported by the Park District Behavior Pillars and Code of Conduct.  

 

Standard 7 – Influence of Role Modeling: Parents, coaches and all adult participants or support individuals must 

demonstrate their commitment to the youth of the sport, activity, and community at large. Adults cannot 

underestimate or misunderstand the responsibility of being positive role models and the profound influence you 

can and will have on the youth who will emulate and learn from your words, actions, and behavior. Adults must 

adhere to all applicable Code of Conduct and demonstrate the responsibility of being a positive role model 

exhibiting sportsmanship and respect behaviors at all activities towards all involved.  

 

Standard 8 – Sportsmanship Over Competition: The Park District acknowledges and appreciates that competition 

can and will evolve from participation in sports and other activities. A ‘Play Hard, Play Fair’ mentality is 

paramount to the enjoyment and effectiveness of any sport or activity. Parents should not dominate the dialog 

and behavior around competition when youth are involved. All focus should be revolved around sportsmanship 

and respect rather than win at all costs and this tenor is set by the coaches and parents involved. Competition in 

and of itself is healthy and can provide wonderful experiences and life-long lessons when managed and 

respected effectively. The Park District will not tolerate individuals and their respective words, actions and 

behaviors that send a message or can be implied reasonably with a win at all costs reasoning. 

 

Standard 9 – Safe Play: Parents, participants, coaches, and program leaders must insist on safe playing fields, 

facilities and conditions to support a healthful experience for all involved. Proper safety training is imperative to 

meet this standard and all involved need to take the responsibility seriously. The Park District inspects and 

maintains an infrastructure to support this standard and any deviations or identified hazards should be reported 

to the staff liaison immediately. Parents, coaches, and program leadership should also inspect all fields, facility 

spaces and equipment prior to use to prevent accidents and the potential for injury. While all risk cannot be 

eliminated a shared, committed, and proactive platform to safety for all involved can go a long way to prevent 

personal injury and property loss. All must be aware and committed to an environment free from harassment, 

bullying or intimidation. 

 



Standard 10 – Equal Play: Affiliation with the Park District means all activities need to be aligned to the Mission 

of the Park District and be proportionate to a community based recreational opportunity to be inclusive of all 

interested in participating. Parent, coaches, program leaders and park district administrators must provide equal 

access, participation and play opportunities for all individuals regardless of race, creed, sex, gender identity, 

ability or disability, economic status, and/or religious beliefs. While travel and competitive based sports or 

activities may differ in skills and participation levels, no individual shall be eliminated or dismissed from tryouts 

for skill based sports or activities that is a resident of the Park District. 
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 7.01.4 –  Program Guidelines and Criteria (Worksheets) 

Each qualifying group classification within the hierarchy of the program has been developed with specific definitions, as 
well as a set of criteria and terms and conditions that are required for a group to qualify for the corresponding affiliation 
level with the Park District.  

The criteria and related qualifying terms and conditions are illustrated in the following worksheets and encompass the 
core factors involved with defining which classification a group would qualify or need to meet if they wish to apply for a 
classification where the criteria are not currently met. Nevertheless, upon applying for the program all criteria and 
related terms and conditions must be present in order for the Park District to consider a classification and affiliation 
level within the program. 

The core criteria are listed as follows and further defined and broken down in the attached worksheets: 

Classification Grouping 

Independence from Park District 

Governance 

By-Laws, Board Policy and Meetings, Roberts Rules of Order 

Federal Employer ID Number/Account 

State Incorporation Status 

Sales Tax Exemption Status 

Not for Profit Filing and Status 

Related Fees and Charges 

Establishment of Related Fees and Charges 

Establishment of an Annual Operating Budget 

Fundraising Activities 

Capital Improvement Cost Sharing 

Criminal Background Checks 

Management and Support of Volunteers 

Type of Affiliation Agreement 

Procurement and Purchasing Policy and Protocol 

PALS Representation 

Staff Liaison Representation 

Board Meetings 

Year End Annual Report 

Required Annual Federal, State and Park District Filings 

Key Stakeholders and Groups 
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Operational Guidelines and Manuals 

Support and Opt-In Services Provided by Park District 

Insurance and Bonded Coverages Status 

Workers and Volunteers Compensation Insurance Coverages 

Tort Immunity Protection via Park District 

Accident, Incident and Property Loss Coverage and Reporting 

Billing and Procurement 

Contractual and Billable Support of Services by Park District 

Benefits Derived from Organization via Affiliation with Park District
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 7.01.5 –  Affiliates 

An Affiliate of the Palatine Park District is an independent organization that establishes itself as a registered and 
recognized entity to operate in the State of Illinois and has an active and current status with the Internal Revenue 
Service, Illinois Department of Revenue, Illinois Secretary of State and the Illinois Attorney General’s Office as a not for 
profit, tax exempt organization with its own registered name, by-laws and articles of incorporation. The Affiliate has its 
own governing board, bank account and staff (if applicable) and organizes, manages, and assigns its own volunteers. 

The relationship with the Park District is one of collaboration and support through an appointed Park District staff 
liaison. The main support provided to an Affiliate is one of field and space permitting and field and space preparations, 
maintenance, and improvements. The Park District recognizes an Affiliate as the sole endorsed provider for the 
community it serves within the sport and/or recreational activity the Affiliate provides. Priority is provided to Affiliates 
who offer and operate house recreational outlets for all to participate with a focus on equal access, equal participation, 
and basic skill development and aligns well with the Park District’s Mission, Values and Goals. The Park District 
recognizes the need for competition and tryouts for those who wish to advance their skills and participation through 
travel and tournament play and will provide field permits and support for these opportunities as long as the teams 
established are a part of and recognized by the house program governance. 

Affiliates, as an independent organization, must provide its own board and bonding insurance, as well as all relevant 
general liability insurance coverage at the limits established by the Park District for use of Park District properties. The 
Affiliate per Park District policy must provide an endorsed Certificate of Insurance indicating the types and levels of 
coverage proving coverage prescribed and required by the Park District. The Affiliate is not covered under the umbrella 
coverages of the Park District, nor is protected under the Tort Immunity Act provisions. The Affiliate is bound by the Park 
District’s Criminal Background Check policy for all recorded board members and volunteer coaches who work directly 
with youth under the age of 18 on Park District property. Affiliates who conduct their own background checks must 
provide a certified letter from an authorized agent of the Affiliate stating that all eligible volunteers have successfully 
completed a background check in accordance with the Park District’s Policy and disqualifying convictions. 

Affiliates may opt in for additional support from the Park District such as registration, criminal background check 
processing, marketing, accounting, and financial reporting services. These support services can be provided by the Park 
District through an executed contract Affiliate Agreement between the parties at additional currently published rates. 
Current year rates and related fees will be included and updated in the Appendix of the Affiliate Guidelines Handbook. 
All recognized Affiliates establish their own budget, set and secure their procurement needs and set the fee structure for 
the program they host. Affiliates do pay Park District established fees per player for field improvements and future 
(re)development, as well as non-resident fees for those who benefit from the program, fields and facilities but have not 
supported that benefit through taxes paid to the park district as a resident. Billing for all provided services opted in by an 
Affiliate is processed through the Park District Finance Department by invoice with net 30 terms if not otherwise 
arranged with the staff siaison. Detailed charges are provided with any invoice sent to an Affiliate. 

Affiliates and their Board of Directors and volunteers may engage in fund raising activities to support their program 
without restrictions from the Park District. However, such activities must be communicated and coordinated with the 
appointed staff liaison and if said fund raising activities are to be conducted on Park District property, the Affiliate must 
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complete and submit for approval by the Park District Executive Director a Special Use Permit no less than 15 days prior 
to the scheduled activity. Affiliates and their governing board and volunteers may also engage in securing various 
sponsorships to support their program and activities. However, such sponsorship efforts must be communicated and 
coordinated with the appointed staff liaison and must be formally approved by the Park District. A protocol, process, and 
request form prior to securing any sponsorship arrangements is located in the Affiliate Guidelines Handbook for use by 
Affiliate leadership and coordinators of sponsorship efforts. All sponsorship efforts by an Affiliate must follow and 
comply with the policies, terms, conditions and protocol of the Park District Sponsorship Program managed by the Park 
District Sponsorship Coordinator and cannot be with sponsors promoting products and services banned from Park 
District property such as tobacco, alcohol, weapons, etc. In addition, sponsorships secured by an Affiliate must also 
conform to the District’s non-competitive clause and any exclusive sponsor agreement secured by the Park District. 

Affiliates do have the opportunity to collaborate with the Park District through a Capital Improvement Program for 
added, enhanced, or renovated assets that help support the Affiliate program. This is done on a case by case basis in 
coordination with the Park District’s Capital Plan budget development cycle and a 50/50 cost sharing structure.  

Affiliates govern their own board meetings and establish their own agendas and maintain their own minutes and other 
official records of the Affiliate. They do appoint a board representative to the Palatine Affiliates Leadership Society 
(PALS) to remain current on Park District information, discuss and learn from other PALS Members and have a venue to 
communicate their needs, concerns, and priorities. Each Affiliate is required to provide an Annual Evaluation Report to 
the Park District and present a minimum of once a year to the Board of Park Commissioners.  

Besides the Annual Report, the Affiliate must also submit copies to the Park District of all required filings for their 
Affiliate file and to ensure each Affiliate is current with all appropriate jurisdictions for being a not for profit, tax exempt, 
incorporated organization to operate in the State and on public lands. These include, but are not limited to annual 
budget, board member directory, volunteer coach listings, year-end bank reconciliation report, annual report, IRS 990 
Filing (if applicable), Attorney General’s AG990 (if applicable)and Secretary of State Not for Profit Filing.   

Affiliates may host and require their own volunteer coach trainings, certifications, and requirements to properly train 
and manage their volunteer base. The Park District does require that volunteers coaching or helping youth on park 
district property attend and complete a minimum of once during their coaching tenure the Positive Coaching Alliance 
Training Program and if applicable or required by a league the Affiliate competes in a Concussion Protocol Training 
Program. 

The Affiliate relationship and expectations with the Park District including orientation of how issues and requests from 
the Affiliate are handled, is governed by the Park District Affiliate and Parent Group Guidelines Handbook. Every 
recognized Affiliate must have a fully executed and current Affiliate Agreement on file with the Park District. 

In the case an Affiliate Board or program disbands, the Park District will take actions and efforts to reconvene a new 
Board and related volunteers to re-establish the Affiliate program and status. If no such efforts are successful, the 
District may elect to take over the program or activity and form a Parent Booster or Advisory Group to assist in offering 
the program for the community through these efforts and outlet 
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 7.01.6 – Parent Booster Groups 

A Parent Booster Group (“Boosters”) of the Palatine Park District is a quasi-independent organization from the Park 
District where the Booster Parent Board is recognized as a separate entity. However, the program and recreational 
activity itself is classified as a Park District program and under the control, staffing and policy of the Palatine Park 
District. The Boosters organize and volunteer to support the park district program through volunteerism, fund raising 
and general support of the participants.  

Boosters work independently through a Board of Directors with their own governance. Bank account activity for the 
supplies, equipment, and operations facilitated through the Boosters Board activities and efforts are not included within 
the Park District budget. Boosters have established itself as a registered and recognized corporation to operate in the 
State of Illinois and has an active and current status with the Internal Revenue Service, Illinois Department of Revenue, 
Illinois Secretary of State and the Illinois Attorney General’s Office as a not for profit, tax exempt organization with its 
own registered name, by-laws and articles of incorporation. The Boosters organize, manage and assign its own 
volunteers in collaboration with the appointed staff liaison and the Park District Volunteer Coordinator; however, all 
staff required to operate and support the program is done by the Park District. 

The relationship with the Park District and Boosters is one of collaboration and support through a Boosters Agreement 
and an appointed park district staff liaison. The Boosters Board controls and governs its volunteer force and the 
fundraising and purchasing functions to help support the program that is not a part of the normal and typical support 
and functions provided by the Park District and within the program descriptions, functions and budget. The main 
support of the Park District for Booster Parent Groups is to provide facility support, staff liaison coordination and 
coordination in events and fund-raising activities that are a part of the Booster Board plans. In the end, the Booster 
Board operates independently of the Park District, but collaborates with the Park District program through the Boosters 
support.  

Booster Parent Groups, as a quasi-independent organization, must provide its own board and bonding insurance; 
however, as a program offered by the Park District and supported by the Booster Board of Directors, all relevant general 
liability and umbrella insurance is covered by the Park District. The program only and not the activities of the Parent 
Boosters Board are also protected under the provisions of the Tort Immunity Act for liability. The Boosters are bound by 
the Park District’s Criminal Background Check Policy for all recorded board members and volunteer coaches who work 
directly with youth under the age of 18 on Park District property. Program staff is automatically covered by this policy as 
a pre-employment requirement and state law through the Park District Code.  

Boosters are provided all program support from the park district as a valued part of the programs offered to the 
community. This support is directly related to the program and includes, but is not limited to registration services, 
criminal background check processing, marketing, accounting and financial reporting services, staff planning and 
coordination, facility scheduling dues, fundraising and procurement of various equipment and supplies to support the 
program endorsed by the Boosters.  The Boosters Parent Group for their own board activities, may opt in for similar or 
additional services from the park district for Board activities and directives not included in the program and related 
budgets. These services are coordinated through the appointed staff liaison and are billed to the Boosters Parent Board 
at agreed upon rates on a time and material basis. These support services and overall general support can be provided 
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to the Boosters Parent Group through a contractual arrangement bound by a fully executed Boosters Agreement 
between the Booster and Park District.   

All recognized Boosters establish their own budget for board related activities, set and secure their procurement needs 
and set the fee structure for the activities they host. However, for all program related activities the budget, procurement 
and pricing are done through the Park District in coordination with the staff liaison and Park District Program 
Coordinator, if different. All program registration and related program fees are handled through the Park District to 
cover the costs to operate. Boosters do not pay the Park District any fees for their own Board operations, activities,and 
governance. All facility and space needs to effectively offer and operate the program are borne by the Park District. 
Billing for all provided services, if any by Booster Board activities, are processed through the Park District Finance 
Department by invoice with net 30 terms if not otherwise arranged with the staff liaison. Detailed charges are provided 
with any invoice sent to a Booster Board if applicable. 

Boosters and their Board of Directors and volunteers may engage in fund raising activities to support the Park District 
program without restrictions from the Park District. However, such activities must be communicated and coordinated 
with the appointed staff liaison and if said fund-raising activities are to be conducted on Park District property, the 
Booster Board must complete and submit for approval by the Park District Executive Director a Special Use Permit no 
less than 15 days prior to the scheduled activity. Boosters and their governing board and volunteers may also engage in 
securing various sponsorships to support their program and activities. However, such sponsorship efforts must be 
communicated and coordinated with the appointed staff liaison and must be formally approved by the Park District. All 
sponsorship efforts by a Booster and/or Board must follow and comply with the policies, terms, conditions and protocol 
of the Park District Sponsorship Program managed by the Park District Sponsorship Coordinator and cannot be with 
sponsors promoting products and services banned from Park District property such as tobacco, alcohol, weapons, etc. In 
addition, sponsorships secured by a Booster Board must also conform to the District’s non-competitive clause and any 
exclusive sponsor agreement secured by the Park District. 

Boosters do have the opportunity to collaborate with the Park District through a Capital Improvement Program for 
added, enhanced or renovated assets that help support the Park District program. This is done on a case by case basis in 
coordination with the Park District’s Capital Plan budget development cycle and inclusion into the Capital Plan. Fund 
raising dollars may contribute to this effort if it is the desire of the Booster Board to do so; however, capital items do not 
require cost sharing with Booster Boards in order to be considered into the Park District Capital Improvement Plan. 
Boosters may elect to procure equipment or supplies or other program improvements on their own if a particular capital 
item is not approved within the District’s overall Capital Improvement Plan. All items secured remain the property of the 
Park District. 

Boosters govern their own board meetings and establish their own agendas and maintain their own minutes and other 
official records of the Boosters. They are required to appoint a board representative to the Palatine Affiliates Leadership 
Society (PALS) to remain current on Park District goings on, discuss and learn from other PALS Members and have a 
venue to communicate their needs, concerns and priorities. Each Booster Board is required to provide an Annual 
Evaluation Report to the Park District and present a minimum of once a year to the Park Board of Commissioners.  

Besides the Annual Report, the Booster Board must annually submit copies to the Park District of all required filings for 
their entity file and to ensure all are current and valid with all federal and state jurisdictions for being a not for profit, tax 
exempt, incorporated organization to operate in the State and on public lands. These include, but are not limited to 
annual budget, board member directory, volunteer coach listings, year-end bank reconciliation report, annual report, IRS 
990 Filing (if applicable), Attorney General’s AG990 (if applicable) and Secretary of State NFP Filing.   

The Boosters may host and require additional volunteer coach trainings, certifications and requirements to properly 
train and manage their volunteer base. However, as a Park District program the Park District does require that 
volunteers coaching or helping youth on Park District property attend and complete a minimum of once during their 
coaching tenure the Positive Coaching Alliance Training Program and if applicable or required by a league, a Concussion 
Protocol Training Program. 



The Boosters relationship and expectations with the Park District including orientation of how issues and requests from 
the Boosters are handled, is governed by the Park District Affiliate and Parent Group Guidelines Handbook. Every 
recognized Boosters Board must have a fully executed and current Booster Board Agreement on file with the Park 
District. 

In the case a Booster Board or Program disbands, the Park District will take actions and efforts to reconvene a new 
Board and related volunteers to re-establish the Booster program and status. If no such efforts are successful, the 
District may continue the park district program without a booster component or Parent Advisory Group to assist in 
offering the program for the community through these efforts and outlets. 
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 7.01.7 – Advisory Parent Groups 

A Parent Advisory Group (“Advisory”) of the Palatine Park District is a dependent group of parent volunteers with a 
common interest to promote, support and encourage participants in a Park District program offered to the community. 
All facets of the advisory parent group and Park District program are under the control, staffing and policy of the 
Palatine Park District. The Advisory Group may organize and volunteer to support the Park District program through 
volunteerism, fund-raising and general support of the participants; however, no formal board or structure is required, 
and most activities can be completed through word of mouth or informal activities and communications. 

Advisory Parent Groups work dependently but in coordination with the program staff liaison or Coordinator, if different. 
Parent Advisory Groups may form a board or committee structures; however, these groups have no authority or binding 
actions. They may from time to time have and provide input, feedback, or ideas to the program liaison or Coordinator to 
enhance, expand or improve the program. All Advisory Parent Group activities are operated through the Park District 
and incorporated into the operating budget for the program in question. Advisory Parent Groups do not obtain their 
own bank accounts or any federal or state registrations or status. 

The relationship with the Park District and Advisory Parent Groups is one of collaboration and support through an 
Advisory Agreement and an appointed Park District staff liaison. The Advisory Board supports and assists with the needs 
and interests of the Park District operated program. It is a conduit of support through a volunteer force and potentially 
but not required fundraising activities to enhance the program and budget developed, managed, and controlled by the 
Park District. All purchasing functions to help support the program are secured, purchased and follow the procurement 
policies of the Park District and must be planned, coordinated and included in the program budget of the Park District. 
The main support of the Park District for Advisory Parent Groups is to offer and provide for the program and solicit input 
and feedback from the interested parents to enhance and continually improve the Park District program. In the end, the 
Advisory Parent Group operates dependently with the Park District, and acts and serves as an interested and engaged 
advisory group to the Park District program in question.  

Advisory Parent Groups, as an informal but engaged group, is considered part of the program and Park District, thus all 
insurance requirements are covered under the umbrella of the Park District’s coverages and related levels of coverage. 
This also includes Board errors and omissions, general liability and current protections under the Tort Immunity Act. 
Advisory Parent Groups are bound by all the related policies and procedures of the Park District being the group is 
considered a part of the Park District program, including the District’s Criminal Background Check Policy for all recorded 
board members and volunteer coaches who work directly with youth under the age of 18 on Park District property. 
Program staff is automatically covered by this policy as a pre-employment requirement and state law through the Park 
District Code.  

Advisory Parent Groups are provided all program support from the Park District as a valued part of the programs offered 
in the community. This support is directly related to the program and includes, but is not limited to registration, criminal 
background check processing, marketing, accounting and financial reporting services, as well as staff planning and 
coordination and facility scheduling.  The Advisory Parent Group may opt in for similar or additional services from the 
park district for Board activities and directives not included in the program and related budgets. These services are 
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coordinated through the appointed staff liaison and are included as a part of the related program budget(s) on an 
annual basis.  

All recognized Advisory Groups establish their activities and plans through the program budget for board related 
activities and must be coordinated as such with the appointed staff liaison during the District’s annual operating budget 
development cycle. All plans and purchases are required to follow all related park district policies, protocol and 
procedures including quotes, bidding, etc. All program registration and related program fees are handled through the 
Park District to cover the costs to operate. Advisory Groups do not pay the Park District any fees for their own Board 
operations, activities, and governance. All facility and space needs to effectively offer and operate the program are 
borne by the park district.  

Advisory Parent Groups and their Board of Directors (if applicable) and volunteers may engage in fund raising activities 
to support the Park District program without restrictions from the Park District. However, such activities must be 
communicated and coordinated with the appointed staff liaison and if said fund-raising activities are to be conducted on 
Park District property, the Advisory Group or Board must complete and submit for approval by the Park District 
Executive Director a Special Use Permit no less than 15 days prior to the scheduled activity. Advisory Parent Groups and 
their governing board (if applicable) and volunteers may also engage in securing various sponsorships to support their 
program and activities. However, such sponsorship efforts must be communicated and coordinated with the appointed 
staff liaison and must be formally approved by the Park District. All sponsorship efforts by an Advisory Group and/or 
Board must follow and comply with the policies, terms, conditions and protocol of the Park District Sponsorship Program 
managed by the Park District Sponsorship Coordinator and cannot be with sponsors promoting products and services 
banned from park district property such as tobacco, alcohol, weapons, etc. In addition, sponsorships secured by an 
Advisory Group must also conform to the District’s non-competitive clause and any exclusive sponsor agreement 
secured by the Park District. 

Advisory Parent Groups do have the opportunity to provide ideas and feedback with the Park District through a Capital 
Improvement Program for added, enhanced or renovated assets that help support the park district program. This is 
done on a case by case basis in coordination with the Park District’s Capital Plan budget development cycle and inclusion 
into the Capital Plan. Fund-raising dollars may contribute to this effort if it is the desire of the Advisory Group to do so; 
however, capital items do not require cost sharing with Advisory Groups in order to be considered into the Park District 
Capital Improvement Plan. All items secured remain the property of the Park District. 

Advisory Groups and Boards (if applicable) may govern their own board meetings and establish their own agendas and 
maintain their own minutes and other official records of the Boosters or just informally coordinate through the 
appointed staff liaison. They may also participate and appoint a board representative to the Palatine Affiliates 
Leadership Society (PALS) to remain current on Park District information, discuss and learn from other PALS Members 
and have a venue to communicate their needs, concerns and priorities. Each Parent Advisory Group may also provide an 
Annual Evaluation Report to the Park District and present to the Park Board of Commissioners. However, this can also be 
established through a year-end program report or evaluation report through the Recreation Department amongst all 
other park district programs provided throughout the year. 

There are no additional or required reports, filings, renewal status, etc. as these are purely advisory with no legal 
structure or status with the federal, state and local jurisdictions.  

The Parent Advisory Group’s relationship and expectations with the Park District including orientation of how issues and 
requests from the Boosters are handled, is governed by the Park District Affiliate and Parent Group Guidelines 
Handbook. Every recognized Advisory Board must have a fully executed and current Advisory Board Agreement on file 
with the Park District. 

In the case an Advisory Board or Program disbands, the Park District will take actions and efforts to reconvene a new 
Board and related volunteers to re-establish the program and status. If no such efforts are successful, the District may 
continue the Park District program without a Parent Advisory Group to assist in offering the program for the community 
through these efforts and outlets. 
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 7.01.8 – Special Interest Groups 

A Special Interest Group (“SIG”) of Palatine Park District is a formal or informal group of interested participants and/or 
community members that share a common and focused interest in a particular recreational program, activity or cause. 
These interests typically are ones currently not provided by the Park District within its in-house program portfolio. 
However, unlike youth athletic groups or youth club activities, these groups consist of participants and volunteers with a 
special active interest in participating alongside them. There is no parent or volunteer coaching components to SIG’s. 
While these groups may vary in size and interest level of participation or competition, the common element is that they 
wish to participate on their own with the group. These groups may also vary in formal structure or even a club structure. 
Some may just get together on an informal basis and participate together while others may have key volunteers taking 
care of communications among members, work closely with park district program coordinator or a staff liaison if 
organized in a more formal setting. While these groups may be more typical with adult participation, youth can also be a 
part of a SIG. 

These groups/providers seek affiliation with the Park District for a variety of reasons and through the coordination and 
support of the District the SIG or Club may be recognized as a formal member of this program and related platform. 
Assistance for SIG’s may include any number of needs, including but not limited to, the following: 

• Group or Club is too small and resources to support the needs or cannot get incorporated as a non-for-profit 
organization to fully exist and operate within state requirements and therefore needs to operate and be 
supported as a program under the auspices of the Park District. 

• Group or Club does not have the need or ability to secure and afford the required insurance coverages to 
operate as an affiliate or Booster Group and needs coverage as a program of the Park District and protections 
from liability under the provisions of the Tort Immunity Act. 

• Group or Club due to the scope, nature and need of their interest and activities requires park and facility 
amenities and support to successfully participate and facilitate the SIG. 

• Group or Club has a defined need to create public awareness of the SIG through the community outlets, 
marketing resources, publications and social media outlets generated for and through the Park District to 
promote others with a similar interest to join and participate in their SIG. 

SIGs are a part of the Affiliate, Parent and Special Interest Group Program and must apply and be approved through this 
platform as a SIG and be recognized as a sanctioned affiliation group of the Park District. SIG’s are designated as a Park 
District program and are required to operate and be controlled within the policies and procedures as they relate to a SIG 
operating as a program of the Park District. SIG’s are governed through the terms and conditions of a Special Interest 
Group Agreement and are coordinated through an assigned Park District Program Coordinator and/or staff liaison. 

There are no revenue sharing components nor relationships with a SIG and any fees collected in association to a SIG are 
processed through the Park District accounting systems and included into the District Annual Operating Budget. 
Expenses must be planned and submitted and approved through the Park District Budget and Appropriations process 
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and required to follow all related purchasing and procurement policies and requirements. Any fees developed for the 
facilitation of a SIG must be coordinated through the Park District Program Coordinator and/or staff liaison.  

SIGs are a dependent group of participants/volunteers with a common interest to promote, support and encourage 
participants in a Park District program offered to the community. All facets of the SIG and Park District program are 
under the control, staffing and policy of Palatine Park District. The SIG may organize to support the Park District program 
through volunteerism, fund-raising and general support of the participants; however, no formal board or structure is 
required, and most activities can be completed through word of mouth or informal activities and communications. 

SIGs work dependently but in coordination with the program staff liaison or Coordinator, if different. SIGs may form a 
board or committee structures if applicable and desired; however, these groups have no authority or binding actions. 
SIGs may from time to time have and provide input, feedback, or ideas to the program liaison or Coordinator to 
enhance, expand or improve the program. All related SIG activities are operated through the Park District and 
incorporated into the operating budget for the program in question. SIGs do not obtain their own bank accounts or any 
federal or state registrations or status. All banking, financial and corporate status and activities are completed by the 
Park District. 

The relationship with the Park District and SIGs is one of collaboration and support through a Special Interest Group 
(SIG) Agreement and an appointed Park District staff liaison. The members of a SIG support and assists with the needs 
and interests of the Park District operated program. It is a conduit of support through a volunteer force and potentially 
but not required fundraising activities to enhance the program and budget developed, managed, and controlled by the 
Park District. All purchasing functions to help support the program are secured, purchased and follow the procurement 
policies of the Park District and must be planned, coordinated and included in the program budget of the Park District. 
The main support of the Park District for SIGs is to offer and provide for the program and solicit input and feedback from 
the interested participants to enhance and continually improve the Park District program. In the end, the SIG operates 
dependently with the Park District, and acts and serves as an interested and engaged advisory group to the Park District 
program in question.  

SIGs, as an informal but engaged group, is considered part of the program and Park District, thus all insurance 
requirements are covered under the umbrella of the Park District’s coverages and related levels of coverage. This also 
includes Board errors and omissions, general liability and current protections under the Tort Immunity Act. SIGs are 
bound by all the related policies and procedures of the Park District as a program, including the District’s Criminal 
Background Check Policy for all recorded board members (if applicable) and participants who work directly with youth 
under the age of 18 on Park District property as part of their participation. If only participating themselves alongside you 
this policy is not required. 

SIGs are provided all program support from the Park District as a valued part of the programs offered in the community. 
This support is directly related to the program and includes but is not limited to registration, criminal background check 
processing, marketing, accounting, and financial reporting services, as well as staff planning and coordination and facility 
scheduling.  The SIG may opt in for similar or additional services from the Park District for Board activities and directives 
not included in the program and related budgets. These services are coordinated through the appointed staff liaison and 
are included as a part of the related program budget(s) on an annual basis.  

All recognized SIGs establish their activities and plans through the program budget for board related activities and must 
be coordinated as such with the appointed staff liaison during the District’s annual operating budget development cycle. 
All plans and purchases are required to follow all related Park District policies, protocol and procedures including quotes, 
bidding, etc. All program registration and related program fees are handled through the Park District to cover the costs 
to operate. SIGs do not pay the Park District any fees for their own Board operations, activities, and governance (if 
applicable). All facility and space needs to effectively offer and operate the program are borne by the Park District.  

SIGs and their Board of Directors (if applicable) and participants/volunteers may engage in fund-raising activities to 
support the Park District program without restrictions from the Park District. However, such activities must be 
communicated and coordinated with the appointed staff liaison and if said fund-raising activities are to be conducted on 
Park District property, the SIG and/or Board must complete and submit for approval by the Park District Executive 



Director a Special Use Permit no less than 15 days prior to the scheduled activity. SIGs and their governing board (if 
applicable) and participants/volunteers may also engage in securing various sponsorships to support their program and 
activities. However, such sponsorship efforts must be communicated and coordinated with the appointed staff liaison 
and must be formally approved by the Park District. All sponsorship efforts by a SIG and/or Board must follow and 
comply with the policies, terms, conditions and protocol of the Park District Sponsorship Program managed by the Park 
District Sponsorship Coordinator and cannot be with sponsors promoting products and services banned from Park 
District property such as tobacco, alcohol, weapons, etc. In addition, sponsorships secured by a SIG must also conform to 
the District’s non-competitive clause and any exclusive sponsor agreement secured by the Park District. 

SIGs do have the opportunity to provide ideas and feedback with the Park District through a Capital Improvement 
Program for added, enhanced or renovated assets that help support the Park District program. This is done on a case by 
case basis in coordination with the Park District’s Capital Plan budget development cycle and inclusion into the Capital 
Plan. Fund-raising dollars may contribute to this effort if it is the desire of the SIG to do so; however, capital items do not 
require cost sharing with SIGs in order to be considered into the Park District Capital Improvement Plan. All items 
secured remain the property of the Park District. 

SIGs and Boards (if applicable) may govern their own board meetings and establish their own agendas and maintain 
their own minutes and other official records of the SIG or just informally coordinate through the appointed staff liaison. 
They may also participate and appoint a board representative to the Palatine Affiliates Leadership Society (PALS) to 
remain current on Park District information, discuss and learn from other PALS Members and have a venue to 
communicate their needs, concerns and priorities. Each SIG may also provide an Annual Evaluation Report to the Park 
District and present to the Board of Park Commissioners. However, this can also be established through a year-end 
program report or evaluation report through the Recreation Department amongst all other Park District programs 
provided throughout the year. 

There are no additional or required reports, filings, renewal status, etc. as SIGs are purely advisory with no legal 
structure or status with the federal, state, and local jurisdictions.  

The SIG’s relationship and expectations with the Park District including orientation of how issues and requests from the 
group or club are handled, is governed by the Park District Affiliate, Parent and Special Interest Group Guidelines 
Handbook. Every recognized SIG must have a fully executed and current SIG Agreement on file with the Park District. 

In the case a SIG or program disbands, the Park District will take actions and efforts to reconvene a new Board and 
related volunteers to re-establish the program and status. If no such efforts are successful, the District may continue the 
Park District program without a SIG present to assist in offering the program for the community through these efforts 
and outlets. 
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 7.01.9 – Cooperative Program Providers 

The District relies on hundreds of vendors, groups, and organizations to assist in providing and leading recreational 
programming throughout the year. A Joint/Cooperative Program Provider is a company, park district, other local unit of 
government or special interest group that has a focus and interest of combining expertise, resources, and support 
towards offering a common program or service to the community. Partnerships with joint and cooperative program 
providers are organized and governed differently based on the purpose of the program and/or services provided, the 
relationship and related agreement and terms associated with the provider and District, and the scope and nature of the 
program facilitation and related support provided by the provider to support the common program and or services. All 
joint and cooperative program providers are defined as Park District programs and thus under the auspices, policies, 
controls, and systems of the Park District. 

Joint and Cooperative Program Providers are classified into three (3) separate sub-groups and are listed and defined as 
follows: 

Independent Contractors 

This type of provider is typically a company vendor who specializes in an expertise related to a program or service 
desired to be offered through the Park District to the community that otherwise would not be offered due to the 
District’s inability to perform in-house the essential instruction necessary for a successful program. The vendor is usually 
a private, for profit operator and the relationship with the District is one of a contractual arrangement. This type of 
provider is governed by an Independent Contractor Agreement provided by the District. The Provider must supply its 
own insurance by submission of a Certificate of Insurance listing the Park District as additionally insured or sign a liability 
waiver. 

The Provider is paid by the District through an accounts payable check and is reported income of the Provider through a 
W9 filing. The payment(s) are typically paid through a net revenue sharing percentage arrangement based on 
participation numbers and after all related program expenses are subtracted. The Provider does provide the staffing and 
expertise necessary to operate a successful program. They may or may not provide program space, supplies, equipment, 
and other support as part of the terms and conditions defined in the Independent Contractor Agreement.  

In cases where the District provides program space, equipment or other support services, the District typically considers 
a higher revenue sharing percentage of the net financial position of the program as a means towards effective cost 
recovery. The program is typically coordinated by the District through the assigned Program Coordinator staff and acts 
as the main point of contact with the independent contractor. 

Cooperative Program Providers 

This type of provider is typically another park district, local unit of government or community organization that has a 
shared interest and vision towards offering an existing or new program or service however does not have the demand, 
space, staffing or other functional support to provide such programs and related services on their own. Typically, these 
providers seek partnerships since the demand for the program or service does not justify operating such programs and 
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would otherwise be canceled or not provided at all within their respective communities. The other main reasons may be 
that a neighboring organization already has a successful program operating or the program itself requires a specialty 
facility space or equipment that the organization does not currently have available to them in their inventory of facilities 
and program space.  

These cooperative programs are typically governed through an executed intergovernmental cooperative agreement 
(IGA) or a Memo/Letter of Understanding between the cooperative provider(s). Typically, there may be a host provider 
that is usually defined by the District or organization which the program is physically being held/ Both providers will 
accept and process their own resident registration of participants and share the results for a master full roster. The Host 
also typically facilitates the scheduling, staffing and program support, however pending the terms and conditions 
defined in the IGA or Memo of Understanding this could be shared or assigned to the non-host of the program or 
service.  

The IGA governs the roles, responsibilities and waivers of liability assigning additionally insured of all parties involved in 
the cooperative. Program fees are typically set by consensus of all cooperative parties and revenue sharing is typically 
split by the number of participants each cooperative party processes, however other 50/50 splits or revenue sharing 
would be possible and defined by the cooperative IGA. The goal in all cooperative program provider arrangements is 
that all cooperative parties cover their related program support costs and cost recovery needs and shares 
proportionately in any surplus revenue generated by the cooperative program and services. A cooperative program and 
related IGA is typically managed by the assigned District Program Coordinator with the counterpart managing the 
cooperative from the other cooperatives. 
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 7.01.10 – Federal, State and PPD Required Filings 

Each program classification has various terms and conditions to be eligible or maintain the status of affiliation with the 
Park District including annual and timely filings towards various requirements at the federal and state level. In addition, 
all program members are required to file and maintain current filings of reports and information to the Park District. 

The federal and state government filings required are limited to the program classifications or Affiliates and Parent 
Booster Groups Board of Directors. The requirements are basically laws and related fees to be recognized as a formal 
organization and incorporated as such along with related filings towards legal structure, taxes, and not for profit status. 

The following required filings are listed below per group classification along with other optional filings that can be 
obtained if desired by the group or organization. They are as follows: 

Affiliates and Parent Booster Group Boards:  

Federal Employer Identification Number (FEIN): Required by IRS for legal structure and tax implications for 

revenue generated by the organization, along with required to open any bank account. Application process 

required my phone, on-line or mail. This is done through the Internal Revenue Service. 

 

Illinois State Incorporation: Required by the State of Illinois through the Secretary of State’s Office to be 

recognized within the state boundaries as a registered organization and ability to transact commerce within the 

State of Illinois. There is an application process along with a filing fee. Incorporated organizations must also file 

an annual report via the Attorney General’s Office as a recognized and registered charitable organization of the 

State. There is also a filing report and annual fee required of this process as well. 

 

Illinois State Tax Exemption: Required by the State of Illinois through the Department of Revenue to be eligible 

for being exempt from sales tax when purchasing supplies, equipment, and other expenses to operate the 

organization. Affiliates are not permitted to use or have tax exempt status and benefits from the park district’s 

exemption status for the affiliate’s purchases. Application process is available on-line and must apply and renew 

every five (5) years. 

 

Federal and State Not-For Profit Status: This filing and requirement is optional, however is required to attain tax 

exemption status. Applicants must file for this status and also file an annual tax filing to maintain this status. 

Annual Federal tax filings are completed on-line through the Internal Revenue Service (IRS) using the 990 Form 

and Annual State tax filings can also be completed on-line or mail using the AG990 Form. There are many 

benefits from being registered as a not for profit and is highly suggested for all affiliates. 
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501C3 Not for Profit Organization: This is connected to the above listed not for profit status on the federal level. 

If an affiliate has a desire to accept donations that are tax deductible, then the affiliate must obtain the federal 

approval of being designated as a registered and current member in good standing as a 501C3 Organization. This 

is applied for and designated via an approval process with the IRS. 

 

Annual Filings with Park District: Report to the Park Board of Commissioners, updated information and 

paperwork from application process including any insurance coverage renewals, annual operating budget, 

annual financial report, copy of annual bank reconciliation report, copy of annual fees and charges schedule, 

listing of new volunteers required for criminal background checks, copies of proof of filing and fees paid for all 

annual federal and state requirements illustrated above. These are coordinated and turned into the appointed 

park district staff liaison. 

 

All Other Groups in Program: 

Since the remaining groups are all classified as a park district program all budget, fees and charges, and other 

financial reports and filings are under the auspices of the Park District, these functions and reports are rendered 

and records completed by Park District staff and thus are not applicable for the parent advisory, special interest 

groups or cooperative program providers. However, the following items are applicable as programs of the Park 

District to file: 

 

Directory update of key personnel or volunteer leadership members 

Annual report presented to the Park Board of Commissioners 

Listing of new volunteers required to have criminal background checks completed 

These items are coordinated and turned into the respective recreation program coordinator. 
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 7.02.0 – Key Stakeholders – Who’s Who 

The program and its operations consist of time and efforts from many individuals and groups in order for the needs of 
each group in affiliation to the Park District to be effective. This section is intended to provide an inclusive list of those 
staff and volunteer leadership and operational positions who have the roles and responsibilities to manage and support 
the requests, controls, and operations of the program. 

Users shall use this section to understand who the key stakeholders are in the Affiliate, Parent and Special Interest 
Group Program and use as a reference and resource to gain insight into which individual to contact and where to contact 
them when a need and/or request is identified and needs the time, efforts and talents to see it through to completion. 

For all Park District staff positions users can go to the Park District web site at www.palatineparks.org for a board and 
staff directory along with contact information by phone and e-mail. 
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 7.02.1 – Park Board of Commissioners 

The Board of Park Commissioners consists of five elected residents of the Park District. Commissioners are elected 
within the odd year cycle of the consolidated county election cycle. Commissioners must file petition paperwork to be 
considered for the ballot. They must be a registered voter and reside within the corporate boundaries of the Park 
District at least one year prior to being certified to a ballot of elections. If elected, commissioners serve a term of six 
years and the terms amongst the park board are staggered to help create continuity on a board at any given election 
cycle. The elections are bound by the state statutes and terms and conditions placed forth from the State of Illinois 
Election Board. 

The  Park Board of Commissioners are responsible for the governance of the Park District, which includes but is not 
limited to the hiring and management of the District’s Executive Director, set and adopt policy, enforce park ordinances, 
provide direction to the Executive Director, adopt an annual tax levy and operating budget, approve expenditures of the 
Park District and be representatives to the interests of the residents of the Park District. 

Groups and organizations within levels of affiliation with the Park District would interact with the Park Board in several 
ways. First, the Board of Park Commissioners reviewed and adopted the Affiliate, Parent and Special Interest Groups 
Program on February 12, 2019. Updates, changes, and feedback on the program would be the responsibility with the 
Park Board as members of the program apply, operate, and maintain membership. Second, it is a requirement of each 
group or organization within the program to provide an annual report highlighting the operations and accomplishments 
over the past year and present challenges, issues or requests for the next year. Last, the  Board of Park Commissioners 
would be the last appeal option for groups or organizations that have a grievance or issue with the program if and when 
resolution could not be accomplished through the steps with the staff liaison, Superintendent of Recreation and/or the 
Executive Director. 
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 7.02.2 – Executive Director 

The Executive Director is the CEO of the Park District and is hired and takes directives from the Board of Park 
Commissioners. It is the responsibility of the Executive Director to see through the effective and efficient day to day 
operations of the Park District and directly or indirectly supervises and directs all staff positions within the Park District. 
The Executive Director also enforces the policies set forth by the Park Board and ensures that the expenditures are 
within the appropriated amounts in both the annual operating budget and capital plans of the Park District. 

The Executive Director directly supervises six staff members including an Executive Assistant and Superintendent level 
staff from five separate departments. The Affiliate, Parent and Special Interest Group Program was borne from the 
Executive Director’s office with assistance and input from all levels of staff and adoption by the Board of Park 
Commissioners. 

Groups and organizations within a level of affiliation with the Park District will interact with the Executive Director in 
several manners. They are but not limited to the following: 

The Executive Director (ED) is a member of the review team  for applications from groups and organizations seeking a 
level of affiliation with the Park District. Supplementary required paperwork with the application will also be reviewed 
and verified by this review team prior to making an eligibility determination into the program. 

The ED is also a stakeholder and key decision maker in the eligibility terms and conditions set forth in each submitted 
application and is the final approval in determining eligibility and final program classification designation. 

The ED is also an instrumental part of the training and orientation of group leadership and volunteers on this program. 
Since over several years board members, coaches and volunteers can age out of the program with their kids or just 
move on to other interests, the turnover and need to orient and train new members to the program and expectations of 
the group or organization and the Park District is significant. 

Groups or organizations that request services and support from the Park District or requests for use of property that is 
typically excluded from use as it is not aligned with Park Ordinances must request special exemption status and 
permission prior to such a service, support or event may take place. This protocol requires the submittal and approval of 
a Special Use Permit issued by the Park District. The ED is the only authorized staff that can approve all Special Use 
Permits. Additional paperwork may also be required with the Special Use Permit depending on the type of use being 
requested and typically will require proof of liability insurance if not a Park District program or within the spirit and 
intent of the program.  

Each group or organization as a member of this program is required to file and/or present an annual report of their 
organization and the affiliation support received from the Park District. This is done through the appointed staff liaison 
and is scheduled and facilitated through the Executive Director’s office to be scheduled and placed on the agenda for an 
official regular board meeting of the Board of Park Commissioners. 

7.02.2 
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On a case by case basis, especially for levels of affiliation for groups with travel or competitive leagues as part of their 
services they provide within the community, the residency threshold requirements for teams can fall short. This is of a 
particular interest with older youth aged teams and programs. In lieu of not being able to provide the service at all 
requests can be forwarded to request an exception to the residency ratio and threshold on a specific team. These 
requests are filed with the Superintendent of Recreation via the appointed staff liaison and final review and approval is 
completed and authorized through the Executive Director.  

The ED also is part of the Review and Disciplinary Review Team when violations to the District’s Code of Conduct or 
Program Delivery Standards are violated or jeopardized due to the language, behavior or actions of program member 
participants, leadership board members, coaches, volunteers and/or officials. The enforcement and determination of 
proportionate and proper discipline based on the facts of the investigation is the responsibility and authorization of the 
Executive Director.  

The ED is also the last part of the staff review and protocol for any grievance filed by a member of the program or 
representative within each group or organization recognized by the District. Any and all grievances due to the decisions 
made by the Park District will be brought to the attention of the Executive Director if not remedied through the staff 
liaison and/or Superintendent of Recreation. The determination by the Executive Director is final; however, if said 
grievance is of a legal or liability issue standpoint, the grievance may be heard by the Board of Park Commissioners and 
said determination of the Park Board would then be final.  
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 7.02.3 – Superintendent of Recreation 

The Superintendent of Recreation is the department head staff position in charge of the planning, development, 
facilitation and continual improvement of the programs, services and events offered to the community on a year-round 
basis. The Superintendent of Recreation works under the direction of the Executive Director and ensures the effective 
day to day operations related to the Recreation Department.  

The Superintendent of Recreation directly supervises the Assistant Superintendent of Recreation and three additional 
full-time department staff in the areas of before and after school care, athletics, fitness, and aquatics. The 
Superintendent also indirectly supervises hundreds of part time and seasonal staff with bulk of those working in the 
summer seasons. The Affiliate, Parent and Special Interest Group Program was assisted in development by the 
Superintendent of Recreation through the Executive Director’s office and plays a critical role in the effective 
management and facilitation of this program. 

Groups and organizations within a level of affiliation with the park district will interact with the Superintendent of 
Recreation in several manners. They are but not limited to the following: 

Review and determination of applications and classifications into the program. 

 

Work closely with program member organizations and groups for annual filings and updating application based 

required and supplemental paperwork and filings. 

 

Groups and organizations other than Affiliate will work closely with staff liaison and Superintendent of 

Recreation in all planning, marketing, and operational needs as a recognized program under the auspices of the 

Park District. 

 

Key contact and person involved in determining the appointments of staff liaisons to member groups and 

organizations and may also be an appointed staff liaison to some groups and organizations within the program. 

 

Part of training and orientation of group leadership and volunteers on an annual basis. 

 

Assist in facilitation and be present during annual report to Park Board. 

 

Accept, review for required criteria and forward to Executive Director for approval of any residency or other 

program requirement issues or meeting thresholds including criminal background check review and 

determinations, tryout results, conduct violations. 

 

Review and determination of any grievance if not remedied through the staff liaison. 

7.02.3 
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 7.02.4 – Assistant Superintendent of Recreation 

The Assistant Superintendent of Recreation is the department leadership staff position and assists the Superintendent of 
Recreation with the planning, development, facilitation and continual improvement of the programs, services and 
events offered to the community on a year-round basis. The Assistant Superintendent of Recreation works under the 
direction of the Superintendent of Recreation and works closely with department staff to ensure the effective day to day 
operations related to the Recreation Department.  

The Assistant Superintendent of Recreation directly supervises four additional full time department staff in various 
program areas, including cultural arts, gymnastics, early childhood, general interest and special events. The Assistant 
Superintendent also assists in indirectly supervises hundreds of part time and seasonal staff with bulk of those working 
in the summer seasons. The Assistant Superintendent serves as the department head for the Recreation Department 
when the Superintendent is absent or not available for program needs and requests. 

Groups and organizations within a level of affiliation with the Park District will interact with the Assistant Superintendent 
of Recreation in several manners. They are but not limited to the following: 

Part of the review team that makes determination of applications and classification designations into the 

Program. 

Assists with program member organizations and groups for annual filings and updating application based 

required and supplemental paperwork and filings. 

Groups and organizations will work closely with staff liaison and Assistant Superintendent of Recreation in all 

planning, marketing, and operational needs as a recognized program under the auspices of the Park District. 

Key contact and person involved in determining the appointments of staff liaisons to member groups and 

organizations and may also be an appointed staff liaison to some groups and organizations within the program. 

Part of training and orientation of group leadership and volunteers on an annual basis. 

Serve as designated staff liaison to the Bike Palatine Club and perform the following supportive tasks: 

Allocates budget expense for Bike Palatine Club 

Secures room for monthly meetings  

Attends monthly board meetings. 

Assists with coordination of bike events as they relate to park district property usage 

Coordinates with Park and Planning department port o johns for annual bike events 

Coordinates with golf course for annual meeting and Full Moon Ride event – secures room, orders food, 

assists with raffles at event 

Orders t-shirts and giveaways for events as needed 

 

 

7.02.4 
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 7.02.5 – Athletics Manager 

The Athletics Manager is a full-time exempt employee of the Park District within the Recreation Department. The 
Athletic Manager oversees the programming, services, and operations as it relates to the adult and youth athletic and 
sports opportunities offered year-round by the Park District. The Athletic Manager reports to the Superintendent of 
Recreation and directly supervises the Athletics Coordinator and Affiliate Coordinator. 

A key role and responsibility of the Athletics Manager is to coordinate with various groups and organizations focused on 
athletics and sports of the community for both adults and youth. The Athletics Manager has many programming areas 
and is a main contact for many of the programming staff, volunteers and coaches from the organization’s programming 
and may at times be appointed to a programming group as the staff liaison. 

Groups and organizations within a level of affiliation with the Park District will interact with the Athletics Manager in 
several manners. They are but not limited to the following: 

May be appointed staff liaison to the organization or group. 

 

Coordination or communication of issues or needs for program members in absence or assistance to the 

Athletics and Affiliate Coordinators. 

 

Communication and/or coordination for athletic and sport related members for Park District issues or needs 

related to fields, registration, or coach training. 

 

Main contributor or lead person to include content and distribution of the Athletics Division newsletters. 

 

Main point of contact and coordination with program members with volunteer coaches engaged with their 

organization or group and ensure timely and effective coach training through the Park District’s endorsed 

nationally based Positive Coaching Alliance platform. 

 

Direct coordination if program member is related to or part of the following programming areas: Camps 

programming (other than Day and Sports Camps), Programming for Tennis; Martial Arts; etc. (other than 

leagues, clinics and events), Men’s Adult Basketball,  Youth Volleyball and Volleyball Leagues,  Pee-wee and 

Youth Flag Football, Football, Baseball and Wrestling Camps,  Youth and Adult Tennis, Men’s 12” and Men’s 16” 

Softball Leagues, Coed 14” Softball League, Football Academy, Hockey Classes,  50+ Pickleball, Fencing, Fishing 

Class, Hunting Safety, Fishing Derby and Disc Golf. 
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 7.02.6 – Athletic Coordinator 

The Athletic Coordinator is a full-time exempt employee of the Park District within the Recreation Department. The 
Athletic Coordinator is responsible for planning, organizing, implementing, supervising, and evaluating Park District 
sponsored youth and adult athletic programs and leagues and other assigned recreation programs. The Athletic 
Coordinator reports to the Athletic Manager and works in concert with the Affiliate Coordinator. 

A key role and responsibility of the Athletic Coordinator is to coordinate with various groups and organizations focused 
on athletics and sports of the community for both adults and youth. The Athletic Coordinator has many programming 
areas and is a main contact for many of the programming staff, volunteers and coaches from the organization’s 
programming and may at times be appointed to a programming group as the staff liaison. 

Groups and organizations within a level of affiliation with the Park District will interact with the Athletic Coordinator in 
several manners. They are but not limited to the following: 

May be appointed staff liaison to the organization or group. 

 

Coordination or communication of issues or needs for program members in absence or assistance to the 

Athletics Manager and/or Affiliate Coordinator. 

 

Communication and/or coordination for athletic and sport related members for Park District issues, staffing and 

equipment needs. 

 

Key staff person for athletic Park District house and recreational level programs and activities. Also, will be 

coordinating efforts with Athletic Manager and Affiliate Coordinator with regard to training needs and materials, 

newsletter content and communications and may act as the appointed staff liaison to a variety of groups within 

the District’s affiliation program. 

 

Direct coordination if program member is related to or part of the following programming areas: youth, high 

school and adult baseball leagues, senior softball, volleyball and other sports, annual disc golf event 

coordination, fishing derby event, youth basketball leagues, indoor soccer leagues, lacrosse leagues, various 

sport camps and clinics, sports kids, archery, martial arts and liaison to wrestling club and related programs. 
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 7.02.7 – Affiliate Coordinator 

The Affiliate Coordinator is a full-time exempt employee of the Park District within the Recreation Department. The 
Affiliate Coordinator is responsible for planning, organizing, implementing, supervising, and evaluating Park District 
sponsored youth and adult athletic programs and leagues and other assigned recreation programs and serves as the 
main point of contact for most groups and organizations that are approved members of the District Affiliate, Parent and 
Special Interest Group Program. The Affiliate Coordinator reports to the Athletic Manager and works in concert with the 
Athletics Coordinator. 

A key role and responsibility of the Affiliate Coordinator is to coordinate with various groups and organizations focused 
on athletics and sports of the community for both adults and youth. The Affiliate Coordinator has many programming 
areas and is a main contact for many of the programming staff, volunteers and coaches from the organization’s 
programming and frequently is appointed to a programming group as the staff liaison. 

Groups and organizations within a level of affiliation with the Park District will interact with the Affiliate Coordinator in 
several manners. They are but not limited to the following: 

The appointed staff liaison to the organization or group. Main point of contact by affiliated group leadership 

with respect to support services and issues related to the Park District in coordinated efforts to operate their 

respective programs and interests. 

 

Coordination or communication of issues or needs for program members in absence or assistance to the 

Athletics Manager and/or Athletic Coordinator. 

 

Communication and/or coordination for athletic and sport related members for Park District issues or needs 

related to fields, registration, coach trainings and support, umpire and official training and support, and various 

assistance tasks as determined by the identified and agreed upon support by the Park District. 

 

Main contributor or lead person to include content and distribution of the Affiliate related newsletters, social 

media posts or other identified flow of information and communications to key stakeholders. 

 

Main point of contact and coordination with program members with volunteer coaches engaged with their 

organization or group and ensure timely and effective coach training through the Park District’s endorsed 

nationally based Positive Coaching Alliance platform. 

 

Direct coordination if program member is related to or part of the following programming areas: volunteer 

coach onboarding and training, umpire and officials training, payroll for umpires and officials, payroll of various 

academy, camp or clinic staff, coordinate with Park District Volunteer Program and management of related 
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volunteer coaches, parks, fields and gymnasium space needs and related equipment, year-end reconciliation 

protocol for appointed affiliation groups in coordination with Park District Finance Department, appointed staff 

liaison for most groups and organization members within the District’s Affiliate, Parent and Special Interest 

Group Program, manage agreements and other related paperwork supported by groups of affiliation, point 

person for District with affiliated group complaints, concerns and issues, planning and logistics support for 

affiliated group events and special uses of park district property, coordinate affiliate group needs for fields and 

gymnasiums in coordination with local school districts, facilitate year end evaluation meetings, pre-season 

preparations, budget requests, capital improvement requests and purchasing and procurement needs, 

paperwork and best practice protocol with groups of affiliation and in accordance of District related policies. 
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 7.02.8 – Superintendent of Facilities 

The Superintendent of Facilities is the Department Head level professional that oversees the Facilities Department.  The 
Facilities department is made up of 18 full-time staff and several dozen part-time staff.  The Superintendent is part of 
the District Leadership Team and is responsible for the day to day operations of the following facilities including: 

Community Center 

Falcon Rec Center 

Birchwood Rec Center 

Palatine Hills Golf Course 

Palatine Stables 

Cutting Hall 

Clayson House 

Shelters 

Athletic Fields (scheduling) 

Management of the Facilities includes required state and local compliance, budgeting, routine care, life safety systems, 
building and mechanical systems, purchasing supplies, custodial support, and staffing. 

The Facilities department also provides some services and programs in these facilities, including: 

Drop-in programs 

Lessons 

Rentals 

Limited programming 

Special events 

The Facilities Department also provides support and coordination to other Departments or Community Group for their 
services and needs.  These services/support incudes: 

Special events 

Affiliate field/space needs 

Capital Planning/execution 

Recreation Department programming 

Schedule review, staffing and support 

Special Use Requests 

Agreement reviews 

7.02.8 
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 7.02.9 – Superintendent of Parks & Planning 

The Superintendent of Parks & Planning is a department head staff position in charge of the overall operation of the 
Department.  This position directly responsible for: long range capital planning and park site development projects; 
continual maintenance improvement to park properties including all outdoor amenities; establishes maintenance and 
safety standards for all park properties; promotes district-wide visioning and planning with department staff; and 
evaluates the department’s operational performance annually. The Superintendent of Parks & Planning works under the 
direction of the Executive Director and ensures the effective day to day operations related to the Parks & Planning 
Department.  

The Superintendent of Parks & Planning directly supervises the Assistant Superintendent of Parks and the Parks & 
Planning Administrative Assistant. The Superintendent also indirectly four Parks Department Division Managers, twenty-
one fulltime maintenance staff, and numerous part-time and seasonal staff with bulk of those working in the summer 
seasons.  

Groups and organizations within a level of affiliation with the park district will interact with the Superintendent of Parks 
& Planning in several manners. They are but not limited to the following: 

Review and determination of affiliate capital improvement requests. 

Review and determination of affiliate maintenance fee structures. 

Review and determination of affiliate basic maintenance tasks included in per capita fees. 

Review and determination of affiliate community festivals. 
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 7.02.10 – Assistant Superintendent of Parks  

The Assistant Superintendent of Parks is a leadership team staff position in charge of the daily operation of the 
Department.  This position is directly responsible for: managing the Parks Department daily operations which consists of 
50 park sites totaling over 500 acres and numerous park site amenities.  The position is responsible for the maintenance 
and upkeep for 3 outdoor aquatic facilities, 3 recreational centers, and 12 special use facilities. The Assistant 
Superintendent of Parks works under the direction of the Superintendent of Parks & Planning.  

The Assistant Superintendent of Parks directly supervises four division Mangers.  The Assistant Superintendent also 
indirectly supervises twenty-one fulltime staff that are divided into four divisions: Trades; Parks; Horticulture; and Fleet 
Maintenance along with numerous part-time and seasonal staff with bulk of those working in the summer seasons.  

Groups and organizations within a level of affiliation with the park district will interact with the Superintendent of Parks 
& Planning in several matters. They are but not limited to the following: 

Point of contact for athletic field lighting control system. 

Point of contact for all field related work requests. 

Review and assignment of affiliate field work requests. 

Review and determination of affiliate field locations. 

Review and determination of portable toilet locations, scheduling, and events. 

Review and recommends affiliate field maintenance tasks and fee structures adjustments. 

Review and determination of affiliate invoicing. 

Requested supplies and field maintenance materials. 

Athletic field lighting usage. 

Miscellaneous service request items. 

Additional portable toilets for events 
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 7.02.11 – Parks Manager 

The Parks Manager is a mid-level management position in charge of daily Parks Division operations and division staff.  
This position is directly responsible for managing: all park site amenities, playgrounds, baseball fields, soccer, football, 
lacrosse field set ups, all athletic courts, and all hard surfaces within the District.  The Parks Manager works under the 
direction of the Assistant Superintendent of Parks.  

The Parks Manager directly supervises seven full-time division staff along with numerous part-time and seasonal staff 
with bulk of those working in the summer seasons.  

Groups and organizations within a level of affiliation with the park district will interact with the Parks Manager in several 
matters. They are but not limited to the following: 

Determination of baseball weather related fields closures  

Execution for all field related work requests. 

Assists with the determination of affiliate field locations. 

Submits actual expenses and labor hours for affiliate invoicing. 

Requested supplies and field maintenance materials. 

Miscellaneous service request items. 
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 7.02.12 – Horticulture Manager 

The Horticulture Manager is a mid-level management position in charge of daily Horticulture Division operations and 
division staff.  This position is directly responsible for managing all horticultural assets.  Horticultural assets include all 
trees, shrubs, plants, natural turf grass, lake management, stream bank maintenance, and animal/pest control within 
the District. The Horticulture Manager works under the direction of the Assistant Superintendent of Parks.  

The Horticulture Manager directly supervises seven full-time division staff along with numerous part-time and seasonal 
staff with bulk of those working in the summer seasons.  

Groups and organizations within a level of affiliation with the park district will interact with the Superintendent of Parks 
& Planning in several manners. They are but not limited to the following: 

Determination of soccer, football, and lacrosse weather related fields closures. 

Assists with the determination of affiliate field locations. 

Assists with affiliate fee structures adjustments. 

Submits actual expenses and labor hours for affiliate invoicing. 

Annual natural turf grass field maintenance, renovations, and field repairs. 

Miscellaneous service request items. 
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 7.02.13 – Superintendent of Finance 

The Superintendent of Finance is a full time exempt employee of the Park District within the Finance Department. The 
Superintendent of Finance position is a department head level position within the organizational structure of the District 
and a key member of the District’s administrative leadership team. 

The Superintendent of Finance is responsible for the overall planning, management, operations, administration, 
maintenance and development of the comprehensive financial systems and controls, including but not limited to, 
accounting of revenues and expenses, payroll, accounts payable and receivable, budget appropriations, capital 
allocations and spending, investment portfolio, and financial forecasting. The Superintendent of Finance is also 
responsible for ensuring that program registrations are accurately received in a manner that is consistent with the 
District’s commitment to Customer Service. 

The Superintendent of Finance reports to the Executive Director and directly supervises the Assistant Superintendent 
Finance and Customer Service Manager. The Superintendent also indirectly supervises all part-time and full-time related 
staff within the accounts payable, accounts receivable, accounting, payroll, and customer service representative staff 
operations of the Finance Department. 

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

Respond and resolve to citizen and public complaints or inquiries promptly and with purpose to achieve 

satisfaction of customers 

District staff liaison duties and responsibilities to the Palatine Kiwanis Club 

Attend and participate in meetings called by community groups and affiliates as assigned 

Monitor responses from public to ensure a strong commitment to customer service is maintained 

The capability to work harmoniously and maintain effective relationships with community groups and other 

units of local government-8-20 

Assist staff within the department with any of their Affiliate related duties 

 

7.02.13 

6-8-20 



Affiliate, Parent, Special Interest Groups 
Procedures Manual 

 Policy     Section: 

 Procedure    History of Approvals: 

 Protocol/Best Practice 

 7.02.14 – Assistant Superintendent of Finance 

The Assistant Superintendent of Finance is a full time exempt employee of the Park District within the Finance 
Department. The Assistant Superintendent of Finance position is a department head level position within the 
organizational structure of the District and a key member of the District’s administrative leadership team. 

The Assistant Superintendent of Finance is responsible for the reconciliation review of banking accounts, running and 
analysis of monthly financial reports, debt service payments and distributions, assistance in audit and budget 
development, inputting and analysis, supervision of accounting and payroll staff, and assumes the duties, responsibilities 
and authorization of the Superintendent of Finance position when not available. The Assistant Superintendent of 
Finance is also responsible for assisting in ensuring that program registrations are accurately received in a manner that is 
consistent with the District’s commitment to Customer Service. 

The Assistant Superintendent of Finance reports to the Superintendent of Finance and directly supervises the Payroll 
Specialist and accounting staff. The Assistant Superintendent also indirectly supervises all part-time and full-time related 
staff within the accounts payable, accounts receivable, accounting, payroll, and customer service representative staff 
operations of the Finance Department. 

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

Respond and resolve to citizen and public complaints or inquiries promptly and with purpose to achieve 

satisfaction of customers 

Attend and participate in meetings called by community groups and affiliates as assigned 

Monitor responses from public to ensure a strong commitment to customer service is maintained 

The capability to work harmoniously and maintain effective relationships with community groups and other 

units of local government-8-20 

Assist staff within the department with any of their Affiliate related duties 
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 7.02.15 – Payroll Specialist 

The Payroll Specialist is a full time exempt employee of the Park District within the Finance Department. The Payroll 
Specialist position is an entry-level position within the organizational structure of the District and a key member of the 
District’s financial operations team. 

The Payroll Specialist is responsible for supervision of payroll submission, review and processing of Districts bi-monthly 
payroll cycles, tracking and reporting of benefit and paid time off records of employees, review and processing of 
employee employment forms and pre-employment documentation, and management and reporting of employee 
benefit and health insurance payroll deductions per the elections of each benefitted employee.  Supervises and fosters 
positive relationships within the Finance Department. 

The Payroll Specialist reports to the Assistant Superintendent of Finance and does not directly supervise any positions.  

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

PCBS 

Assist new and returning staff with Work Permit process 

Process new hire paperwork and assign employee numbers 

Send updates on current staff listing (employee numbers and pending statuses) to Umpire Coordinator 

for PCBS 

Process bi-weekly payroll  

 Designated PCBS Board member submits timesheets electronically via email approved by each 

assigner 

Employee payroll inquiries  

Assist Superintendent of Recreation as the liaison as needed 

Celtic Soccer 

Prepare highlighted new hire packets along with providing parent checklist to avoid missing information 

(should not be needed in future due to new onboarding software) 

Assist new and returning staff with Work Permit process 

Process new hire paperwork and assign employee numbers 

Send updates on current staff listing (employee numbers and pending statuses) to Referee Coordinator 

for Celtic Soccer 

Process bi-weekly payroll  

 Celtic designated Board member submits a spreadsheet of games that is imported into the 

Incode Payroll process 

Employee payroll inquiries 

Provide liaison annual payroll expense report for year-end invoicing 

Assist Falcon Park Facility Manager as the liaison as needed 
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6-9-20 



 

CARE 

Assist CARE Administrators with Time Pro scheduling inquiries 

Process new hire paperwork and assign employee numbers 

Send updates on current staff listing (employee numbers and pending statuses) to CARE Program 

Coordinators 

Process increases/payroll status changes 

Process bi-weekly payroll 

Employee payroll inquiries 

Assist Superintendent of Recreation as the liaison as needed 

PAFA Spirit 

Process new hire paperwork and assign employee numbers 

Send updates on current staff listing (employee numbers and pending statuses) to staff liaison designee. 

Process increases/payroll status changes 

Process bi-weekly payroll 

Employee payroll inquiries 

Assist Special Interest Coordinator as the liaison as needed 
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 7.02.16 – Senior Accountant 

The Senior Accountant is a full time exempt employee of the Park District within the Finance Department. The Senior 
Accountant position is a supervisory/manager level position within the organizational structure of the District and a key 
member of the District’s financial operations team. 

The Senior Accountant is responsible for supervision of accounting, reconciliation and closing of month end processes of 
the department and District financial position. Supports the Superintendent of Finance as needed.  Supervises and 
fosters positive relationships within the Finance Department. 

The Senior Accountant reports to the Superintendent of Finance and directly supervises the Associate Accountant 
position.  

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

Report, review and reconcile registration and other revenue streams associated with each affiliate, parent, or 

special interest groups. 

Report, review and reconcile costs and related expenses associated with each affiliate, parent, or special interest 

group. 

Provide each group with monthly financial reports illustrating the activity recorded each month. 

Record activity accordingly to general ledger numbers associated with each group or organization. 

Reconcile and provide each group and organization with year end reporting and provide fund balance levels 

after all revenue and expense activity is recorded. 

Prepare and distribute invoices to each group or organization for related non-resident fees, extra or opt-in 

support services provided by the District, per capita maintenance fees based on participation numbers, field 

development and capital fees, background checks, umpire and officials pay, competition and tournament fees, 

etc. 
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 7.02.17 – Associate Accountant 

The Associate Accountant is a full time exempt employee of the Park District within the Finance Department. The 
Associate Accountant position is an entry level position within the organizational structure of the District and a key 
member of the District’s financial operations team. 

The Associate Accountant is responsible for the complete the day-to-day accounts payable and purchasing functions as 
detailed below, process all non-payroll related payments, assist with budget preparation and inquiries, provide input 
regarding district purchasing policies as well as other general financial functions; and be mindful of the best interests of 
the Palatine Park District, fellow employees, and patrons; participate with the Finance Department as a team member to 
assist and improve the overall services to the community. 

The Associate Accountant reports to the Senior Accountant and directly supervises the part-time Finance Assistant 
position.  

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

CARE  
Review monthly invoice for CARE 
Enter warrant request 

PCBS 
Review/proof invoices for umpires and assignors 
Enter warrant requests 

For all other affiliates, enter warrant requests as needed 
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 7.02.18 – Superintendent of District Services and Projects 

The Superintendent of District Services and Projects is a full-time exempt status position within the Park District’s 
organizational chart. The position is an administrative and leadership position as a department head level and is a key 
instrumental position within the District’s leadership team. The Superintendent of District Services and Projects has the 
district-wide responsibility for management of the District Services and Projects department.  This department provides 
support services for the entire district in the areas of human resources, risk management, information technology, 
communications and marketing, and the volunteer program.  This position reports to the Executive Director and 
supervises Assistant Superintendent of District Services and Projects, the IT Manager and Communications and 
Marketing Manager.  

In addition to the overall responsibility of managing the department the Superintendent of District Services and Projects 
facilitates all projects that are going out to bid and assists project managers with other capital budget projects.  

Groups and organizations at various levels of affiliation with the Park District may interact with the Superintendent of 
District Services and Projects in any of the following: 

if there are questions, concerns, or needs within the various divisions the Superintendent oversees. 

 

If the Affiliate Representatives, through their Staff Liaisons have a capital project that is going out to bid. 

 

If there is a problem or issue with a project, equipment purchases or other capital budget item that 

requires corrective measures. 
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 7.02.19 – Assistant Superintendent of District Services and Projects 

The Assistant Superintendent of District Services and Projects is a full-time exempt status position within the Park 
District’s organizational chart. The position is an administrative and leadership position as a department head level and 
is a key instrumental position within the District’s leadership team. The Assistant Superintendent of District Services and 
Projects has the district-wide responsibility for managing human resource functions and activities including job 
recruitment, screening, hiring, pre-employment requirements and onboarding of staff. This position maintains the 
District’s Personnel Policies and Procedures Manual and develop and coordinates staff training in relevant HR related 
topics ensuring compliance of the District with all applicable laws and requirements.  This position reports to the 
Superintendent of District Services and Projects and supervises the Risk Manager and Volunteer Coordinator.  

A key role and responsibility of the Assistant Superintendent of District Services and Projects is to coordinate the job 
recruitment process from posting the positions to onboarding the employee.  

Groups and organizations within a level of affiliation with the Park District will interact with the Assistant Superintendent 
of District Services and Projects in several manners. They are but not limited to the following: 

Coordinate with Affiliate Representatives and Staff Liaisons to determine staffing needs. 

 

Coordinate with Affiliate Representatives and Staff Liaisons to recruit and promote needed positions. 

 

Manage the onboarding process including background checks, trainings, and completion of essential paperwork. 

 

Communicate appropriate HR policies and regulations to affiliates and related staff. 

 

Ensure that required HR trainings are provided to affiliate staff. 

 

Train affiliate representatives and liaisons on HR software such as CivicHR. 
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 7.02.20 – Volunteer Coordinator 

The Volunteer Coordinator is a full-time exempt position for the Park District. The position is within the District services 
and Projects Department and is an entry level non-supervisory position. The Volunteer Coordinator is responsible for 
managing the everyday operations associated with the Park District’s Volunteer Management Program. Volunteer 
Coordinator leads a comprehensive volunteer program which responds to the vision, mission, and goals of the District by 
drawing upon the talents and abilities of each volunteer. This position serves as liaison between management, staff, 
volunteers, and volunteer support groups, as well as, Park District groups. 

A key role and responsibility of the Volunteer Coordinator is to administer the completion and tracking of volunteer 
paperwork including processing criminal background checks and to orient volunteers in accordance with the District’s 
Volunteer guidelines 

Groups and organizations within a level of affiliation with the park district will interact with the Volunteer Coordinator in 
several ways. They are but not limited to the following: 

Administers the completion and tracking of volunteer paperwork. 

Plan and conduct annual training for volunteer coaches in District and affiliate programs through a national 
recognized program (Positive Coaching Alliance, NAYS, ACEP, etc.). Training to include relevant Park District 
policies (bullying, social network, emergency response, etc.) also coordinate annual workshop with a 
motivational speaker. 

Serve as liaison between management, staff, volunteers, and volunteer support groups. 

Serve as liaison to various community and Park District groups. 

Develop, monitor, and implement use of a data base of registered volunteers from District, affiliates, and 
community groups to align volunteer interests and skills with volunteer requests submitted by staff 

Process criminal background checks for all volunteers. 

Plans and hosts the annual volunteer recognition luncheon including being a key member of the VRL and 
Volunteer of the Year awards committee. 
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 7.02.21 – Risk Manager 

The Risk Manager is a full time exempt employee of the park district within the District Services and Projects 
Department. The Risk Manager position is an entry level position within the organizational structure of the District and a 
key member of the Districts support systems functionality. The Risk Manager reports directly to the Assistant 
Superintendent of District Services and Projects and has no direct reports.  

The Risk Manager is responsible for general safety and risk management concerns relating to all agency operations, 
functions, grounds and facilities.  Responsibilities include the formulation, implementation and monitoring of policies, 
standard operating procedures and best practices as they relate to loss prevention, insurance issues, safety, and 
accident investigation.  This position also plans and conducts safety training and other district wide training programs. 

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

Support and follow the practices and policies of the District’s risk management program to ensure a safe 
workplace for all employees, affiliates, and volunteers and safe facilities, programs and services for all residents 
and participants.   

Communicate accidents/incidents to the Risk Manager for review, investigation, and follow up where 
appropriate. The Risk Manager is the point of contact for all departments regarding safety inspection forms and 
reports.  

Assess probability, extent, and consequences of potential accident and loss situations and make 
recommendations to minimize potential accident, liability, and property loss situations.   

Participate in designated emergency/disaster drills. 

Communicate all special events I to ensure compliance with the District’s Special Event Emergency Safety Plan.   

Review, monitor, and update evacuation plans and severe weather routes and shelter areas in all District 
facilities and conduct evacuation drills.   

The point of contact regarding safety inspection forms and reports. Maintain centralized and organized file of all 
inspections and review work requests to remedy identified or potential risks and hazards.   

Facilitate all policy, operating procedures, and identified needs within the safety and risk management functions 
and ensure they are meeting expectations and are performed in an effective and efficient manner.   
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 7.02.22 – Communications and Marketing Division 

The Communications and Marketing Manager is a full-time, exempt position with the Park District. The position is within 
the District Services and Projects Department and is a supervisory manager position to lead the Communications and 
Marketing Division. The Communications and Marketing Manager is the lead role within the division and oversees all 
aspects and operations with regard to District communications, marketing, social media, and staff support for these 
needed functions within the organization. 

The Communications and Marketing (C&M) Division has the district-wide responsibility for managing all aspects of the 
Park District’s communications with the community and both internal and external marketing.  This includes managing 
the website, social medial, print media including seasonal program brochures, advertising, and promotions of programs, 
facilities, and events.  The other staff positions within the C&M Division consists of a Graphic Artist, Digital Marketing 
Coordinator, Outreach Coordinator, two part-time staff.  The C&M Manager reports to the Superintendent of District 
Services and Projects.  

The Park District’s digital presence is managed by the Digital Marketing Coordinator and the C&M Manager.  This area 
includes maintaining the district’s website, Facebook, and other social media, sharing articles on social platforms, and 
posting information on current and upcoming district events. 

Design support provided by the Graphic Artist and others within C&M results in the printed marketing materials, digital 
marketing materials and promotional items.  The division produces all the flyers, brochures, handouts, and signage that 
promote district events and provide information for our patrons.  This also includes the digital design of our website, 
social graphics, and the TV slides seen in our facilities. 

The Communications and Marketing Division also provides press releases, printing services for staff, event photography, 
videography, program, and other photography as well as generating public awareness of the Districts programs, events 
and facilities.   

Groups and organizations at various levels of affiliation with the park district may interact with the Communications and 
Marketing Manager or other Division Staff in any of the following: 

For advertising in the District’s catalog, including event and “program” advertising. 

 

For event photography or program photography. 

 

Design services for logos, advertising, and other branding needs. 
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 7.02.23 – Customer Service Manager 

The Customer Service Manager is a full time exempt employee of the park district within the Finance Department and 
also within the Customer Services Division.  The Customer Service Manager position is a divisional management and 
supervisory level position within the organizational structure of the District and a key member of the District’s 
registration processing and customer service functionality. The Customer Service Manager reports directly to the 
Superintendent of Finance and is the immediate supervisor to the Customer Service Assistant Manager and either 
directly or indirectly manages the full time Customer Service Representative staff in various capacities and locations.  

The Customer Service Manager is responsible for acting as the leader of the customer service divisional and front desk 
operations. These operations include customer assistance at all front counter locations, in-person and on-line 
registrations, phone and e-mail inquiries, processing household information, refunds, transfers, and canceled programs. 
The Customer Service Manager also schedules all full and part time staff necessary to fill and operate the posted public 
hours of the three registration locations.  

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items and may perform or delegate such items to other 
customer service divisional staff members: 

PAFA 

Reports are set up to run weekly and sent to PAFA 

Works with Liaison Ranum on any additional tasks 

Refunds are done by Customer Service Management Team 

Penguins Lacrosse 
Once reviewed/approved by manager, staff processes registrations 
Corresponds with Recreation Coordinator for reports or outside park district registration needs 
Refunds are done by Customer Service Management Team 

Gymnastics Team 
Creates yearly program master 
Runs monthly bills 
Posts payments 
Contacts late payments 
Processes refunds 
Works with Coordinator Dunne on fee changes  
Any additional items as needed 

Dance Company 
Creates yearly program master 
Runs monthly bills 
Post payments 
Contact late payments  
Processes refunds  
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Works with Coordinator Swan on fee changes 
Any additional items as needed 

Palatine Bike Club 
Customer service has no items for this group 
Proof any catalog items 

Rugby 
Rugby handles their own registrations 
Proof any catalog items 
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 7.02.24 – Customer Service Assistant Manager 

The Customer Service Assistant Manager is a full time exempt employee of the park district within the Finance 
Department and also within the Customer Services Division.  The Customer Service Assistant Manager position is a 
divisional management and supervisory level position within the organizational structure of the District and a key 
member of the District’s registration processing and customer service functionality. The Customer Service Assistant 
Manager reports directly to the Customer Service Manager and is the immediate supervisor to either directly or 
indirectly the full time Customer Service Representative staff in various capacities and locations.  

The Customer Service Manager is responsible for acting as the leader of the customer service divisional and front desk 
operations when the Customer Service Manager is unavailable. These operations include customer assistance at all front 
counter locations, in-person and on-line registrations, phone and e-mail inquiries, processing household information, 
refunds, transfers, and canceled programs. The Customer Service Assistant Manager also assists in the scheduling all full 
and part time staff necessary to fill and operate the posted public hours of the three registration locations.  

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items and may perform or delegate such items to other 
customer service divisional staff members: 

PAFA Spirit 

Runs reports for Liaison Schroeder 

Sets up and works PAFA Spirit Sizing Day 

Other additional tasks as needed 

Refunds are done by Customer Service Management Team 

PCBS 

Runs participant reports directly for PCBS 

Processes refunds 

Keeps files for forms 

Is in constant contact with them for any additional needs 

Swim Team 
Runs reports as needed 
Sets up registration 
Schedules staff for Early Bird Registrations 
Processes refunds 
Keeps files for forms 
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 7.02.25 – Scholarship Coordinator – Customer Service Representative 

The Scholarship Coordinator is a full time exempt employee of the park district within the Finance Department and also 
within the Customer Services Division.  The Scholarship Coordinator position is an entry level position within the 
organizational structure of the District and a key member of the District’s registration processing and customer service 
functionality. The Scholarship Coordinator reports directly to the Customer Service Division Manager and has no direct 
reports.  

The Scholarship Coordinator is responsible for acting as the registration liaison for specific affiliate and/or Park District 
programs including, but not limited to, Palatine Youth Baseball/Softball, Palatine Baseball Association, PAFA Spirit, 
C.A.R.E. Before & After School Program, Gymnastics Program, Dance Company, Swim Team Program, Summer Camp 
Billing, Preschool Billing as assigned by the Customer Service Manager. Also, serves as the Scholarship Coordinator 
processing scholarship applications, payments and reports through the Park District and Park Foundation scholarship 
programs. 

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

Scholarships 
Processes all scholarship requests for all Affiliates 

 groups or liaisons provide approvals 
House Affiliates use our scholarship fund  
Programs through the foundation 

 Travel PCBS 
 Travel Soccer  
 Coordinates with Park District’s Community Outreach Coordinator 
 Coordinates with Park District’s Executive Assistant 

CARE 
 Corresponds with CARE Program Coordinator Staff 
 Creates yearly program master 

 Keeps all files of registrations, changes, and refunds 

 Processes the school year lottery 

 Makes calls and removes and places children from wait list 

 Makes copies of all registration for District 15 

 Runs monthly bills 

 Posts payments 

 Contacts late payments 

 Processes refunds 

 Works with families and answers all parent questions 
 Any additional items as needed 

 

7.02.25 

 2-11-20 



Affiliate, Parent, Special Interest Groups 
Procedures Manual 

 Policy     Section: 

 Procedure    History of Approvals: 

 Protocol/Best Practice 

 7.02.26 – Staff Liaison 

The Staff Liaison is an appointed full-time Park District employee who is the main and first point of contact for most 
inquiries, requests and need for support and information towards affiliate, parent and special interest group leaders and 
volunteers. 

Staff liaison appointments are typically designated by the Park District due to their job position, responsibilities or 
geographical nature of the main affiliate group activities and the location of the supporting Park District staff’s office. 
Group leadership shall use this Who’s Who section and related information to learn and use said information to identify 
the staff person they should contact when needing a particular support service provided by the Park District. If a 
designated staff position for a request cannot be found, or there is doubt of who to contact, then the staff liaison should 
be contacted, and they will inform and/or facilitate the proper designated staff person to handle the request. 

Affiliated groups and leaders within these organizations will interact or have need to contact and coordinate with this 
individual for the following, but not limited to the following items: 

Attend partner board meetings 

Attend and participate in leadership meetings pre-season preparations, and post season evaluations 

Facilitate new or revised related policies of Park District with group/board leadership 

Update the affiliate leadership on Park District projects and initiatives that may affect their respective programs. 

Coordinate planning meeting for larger events; share planning documents 

Provide an Event Recap to the affiliate from the PPD perspective 

Identify all calendar items and review at each meeting - events; photo days, packet pick-up; etc - add backwards 

to PPD planning calendars (Parks) 

Provide rental paperwork, Special Use Permits or other required docs 

Review/Coordinate any billing and invoicing (may need to collaborate with Parks) 

Volunteer of the Year (VOTY)  needs/information 

Annual Park Board attendance/reports/requests 

Provide data for grant submissions 

Monthly report to board (past results, upcoming items) 

Deliver mail 

Equipment purchases 

Entry fee submission (check request used to prepay) 

Team card used for championship entry submission (card used to prepay)  

Communication to club through social media (meets, accomplishments, important dates) 

Financial report to board (revenue and expenses) 

Set up registration (twice each year) 

Set up use of outdoor pools for swim meets 
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Proofing new registration forms and emailing staff on any changes or updates when opt-in registration services 

are being processed. 

Creating and scheduling reports for affiliate and parent group leadership, board members and/or 

commissioners.  

In constant contact with organization’s leadership regarding registration transfers, requesting player 

information, and any withdrawals that occur throughout the season. 

Provide reports and updates on a monthly or weekly basis with changes to daily when the registration deadlines 

near. 

Maintain files of all registration forms that are received in person and organization has opt-in service with park 

district for processing their registration. 

Assist with submitting field request  

Submit room and rental request as needed 

Registration setup and coordinating deadlines, waitlist, refunds, scholarships  

Ensure affiliate group is following park district procedures and policies 

Help coordinate uniform and equipment order 

Schedule lights for games/practices 

Coordinate field lining for game fields 

Establish yearly budget and review monthly with board 

Attend monthly board meeting 

Ensuring deliveries arrive and placed accordingly 

Submit work request for any safety concerns with fields as needed 

Inspect field(s) for playability as needed 

Address concerns between affiliate group if necessary 
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 7.02.27 – Parent Boards 

The Parent Board of the Who’s Who section is just as it is named. Parent boards are a collective group of parent 
volunteers for groups and organizations related to their sons or daughters participating in a youth sport, athletic event, 
performing arts or special interest program. Parent boards come in a variety of sizes, shapes and levels of affiliation and 
engagement with the Park District. 

These variations may include, but not be limited to, formal or informal, structured, or unstructured, operate the group 
and related program on a day to day basis or just be a helper parent ant an activity or event. They may also be a 
separate state registered corporation or just a collective group who has advisory interests in how the program or group 
operates. Some may be heavily engaged in the program and requesting support from the Park District to those that 
donate food and beverages after an activity or game. Others may also head up events and efforts to fundraise in support 
of the participants and program while others may just attend activities and help on-site when asked. No matter what 
size, shape ,variation or level of affiliation or engagement with the program and Park District, all volunteer parents are 
essential to the success of each group, organization, and program.  

Based on the variables defined in each facet of a parent group as listed above or others not listed, there are 
classifications of various parent groups based on criteria that is set forth in the Affiliate, Parent and Special Interest 
Group Program. These classifications are defined in much more detail within section 7.01 of this manual for those who 
wish to learn the types of defined parent groups the program recognizes along with the level of affiliation and related 
support each parent group is eligible to receive from the Park District, and what requirements and responsibilities come 
with each defined classification. 

The Parent Groups are classified and defined as the following: 

Booster Group 

Advisory Group 

Special Interest Group 

Obviously the one common component is that the classification and related program is a youth driven activity and 
organization where parents help and govern the activity as volunteers. Either way or definition, each classified parent 
group has certain requirements, filings, status, responsibilities, related policies, and protocol it must qualify for, 
maintain, and follow in order to remain a parent group in good standing within this program. 

Most representatives of parent groups regardless of classification shall correspond with their respective President, Chair 
or Key leader of the group or organization. It is this individual who will forward requests, communication, or inquiry for 
information to the appointed staff liaison from the Park District. This is the preferred and best practice manner in which 
communications is handled to provide a consistent and non-duplicative approach to supporting communications with 
the Park District and over 30 groups and organizations affiliated with the Park District. 
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 7.02.28 – Affiliate and Parent Group Board Members 

These individuals are a selective group within the parent group or true affiliate of the Park District as illustrated in the 
previous page defining Parent Groups. These individuals are typically referred to as the “leadership team” for each 
respective group or organization associated with this program. The board members typically assist in the overall 
governance of the organization/program that may include, but not be limited to, setting policy, oversee staff if 
applicable, monitor and approve expenses, budget performance, purchasing, etc. 

Many organizations will have a formal structure to a governing body via a Board of Directors or Trustees with selected 
officers that preside over meetings and discussions and also serve in key roles that assist in the success of the program 
or activity they support and volunteer towards. Other key individuals that may serve on an affiliate or parent group 
board may include volunteers in charge of rosters, try outs, equipment, allocation and scheduling of space, gyms or 
fields, event management, uniforms, etc. However, for groups or organizations without parent groups or just a general 
special interest group of varied ages, there may be no formal board with officers and heads of operations and are just 
key people and facilitators that handle the behind the scenes tasks to ensure the successful enjoyment of all those 
participating and involved in the group and related activities. 

Regardless of the formality, structure or level of engagement within a group or organization affiliated with the Park 
District, board members and key facilitator volunteers within each respective group are essential to the success of any 
program, are the heartbeat of the organization and the worker bees that conduct the necessary day to day tasks to 
achieve a level of success and smooth and respectful support and engagement with the Park District and its staff. 

Board members and key facilitator individuals for a group within this program will frequently reach out and 
communicate with the Park District. This may be directly through the appointed staff liaison of the Park District or 
another key staff person within the Who’s Who section of this manual depending on the nature and scope of the 
support request. Depending on the position the board member or key facilitator volunteer is performing, and the need 
being requested by the group from the Park District the protocol to be followed includes either of the following options: 

Request to the President, Chair or Key Leader who then contacts the appointed Park District staff liaison, OR 

Request from key facilitator volunteer directly to the appointed Park District staff liaison, OR 

Request directly to appropriate Who’s Who Park District staff person in charge of the area of request and copy 

the appointed park district staff liaison as a courtesy. 

Board members must realize and respect the Park District staff members have many other duties and responsibility to 
operate all the other parks, properties, and programs for the entire community. In addition, there are currently over 30 
different members to this program representing a diverse array of sports, activities, and interests. All board members 
and key leadership volunteers must keep in mind that Park District does have their interests and the interests of those 
participating in mind. We are all ambassadors of each program in the community and must conduct ourselves in a 
professional, respectful, and positive behavior manner at all times and especially in front of youth as role models. 
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 7.02.29 – Volunteer Parents and Coaches 

These individuals are what many would classify as the grassroots of all groups and organizations affiliated with the Park 
District in providing a platform for residents and participants to play and recreate in alignment with their interests. 
While the affiliate and parent group board members, facilitators and leadership groups play an important role and help 
govern the program and support by the Park District, it is the majority of the people involved that serve as volunteer 
parents and coaches and are vital to making a program successful.  

All parent volunteers that are affiliated with the Park District are required to be processed through the Park District 
Volunteer Program. The Park District has a Volunteer Management Program which illustrates the requirements, 
orientation, compliance and information flow required to have all volunteers properly onboarded and informed of the 
expectations involved with the volunteerism to ensure a positive experience for all involved. The Volunteer 
Management Program is administered and maintained by the Park District staff person hired as the Volunteer 
Coordinator. See this title page within the Who’s Who section of this manual for more details. 

The elements involved with the District’s Volunteer Management Program are as follows: 

Volunteer Application Form (General or Athletic) 

Waiver Acknowledgement 

Distribution and acknowledgement for receipt of a Volunteer Manual 

Successful completion of a Criminal Background Check (Check policy for eligibility of this requirement) 

Related general volunteer training  

Positive Coaching Alliance Training program (for volunteer coaches of youth programs) 

Coaches are individuals involved in those groups and programs that involve competition. Volunteer coaches must go 
through the volunteer management program and requirements, but also additional training through the national 
Positive Coaching Alliance platform which the Park District endorses and uses to ensure all coaches are informed and 
aware of their responsibilities and how their conduct and behavior influences the youth of our community. 

Volunteer parents and coaches shall report questions, concerns, and needs through their respective and appropriate 
affiliate or parent group leadership group. Many times, the leadership group in conjunction with the recruitment and 
onboarding of their respective volunteers will inform volunteer parents and coaches of who to contact within their own 
organization for these inquiries. The exception to this would be to report a hazard or safety concern, conduct or 
behavior unbecoming of a group board member, leader, parent, or coach in conjunction with the use and operations of 
the program on Park District property. Whether anonymously or in person these exceptions should be reported 
immediately to the Park District Risk Manager. 

All volunteers, regardless of role or responsibility, must realize and respect the Park District staff members have many 
other duties and responsibility to operate all the other parks, properties, and programs for the entire community. In 
addition, there are currently over 30 different members to this program representing a diverse array of sports, activities, 
and interests. All volunteers must keep in mind that Park District does have their interests and the interests of those 
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participating in mind. We are all ambassadors of each program in the community and must conduct ourselves in a 
professional, respectful, and positive behavior manner at all times and especially in front of youth as role models. 



Affiliate, Parent, Special Interest Groups 
Procedures Manual 

 Policy     Section: 

 Procedure    History of Approvals: 

 Protocol/Best Practice 

 7.02.30 – PALS – Palatine Affiliates Leadership Society 

The Palatine Affiliates Leadership Society (PALS) is a long standing group as part of the Park District’s support and 
coordination with groups and organizations affiliated with the District. Traditionally this group was focused on 
representation from youth sport organizations however, with the launch of the new District Affiliate, Parent and Special 
Interest Group Program (APG-SIG), the PALS is being expanded so each recognized member of the APG-SIG Program is 
eligible to have a representative appointed and participating in the PALS group. 

Each group or organization as a member in good standing into this program is eligible to one appointee to the PALS 
group. This is typically the President or Chair of the group/organization and/or his/her designee. The appointee should 
be a tenured member of the group’s leadership level and familiar with both their respective program and relationships 
with the Park District in support of the program. The appointee to PALS will also work closely with the group’s staff 
liaison, as well as the Affiliate Coordinator of the Park District. 

The PALS group will meet minimally four times a year however, additional meetings may be called and schedule pending 
issues, topics or concerns addressed by the Park District or an individual group that may affect many of the program 
members. Meeting notices, agendas and related meeting materials will be prepared and distributed to all PALS 
appointees by the Athletic Manager or designee. The Athletic Manager also presides over all PALS meetings however, 
other appointed staff liaisons or affiliate coordinated staff may present and discuss pertinent issues on behalf of all 
groups involved. 

Some general topics that would be on any given agenda may include: 

• Volunteering process 
• Registration  
• Concussion protocol 
• Amita Health partnership 
• Coaching clinics 
• Capital projects 
• Field reservations 
• Park District strategic planning updates 
• Safety concerns 
 
Any official appointed representative to PALS from any member in good standing may request in advance agenda items 
to be included, discussed, and addressed as needed. Only emergency items may be brought up and addressed during a 
PALS meeting without being requested ahead of time for an agenda posting.  
 
Collectively the PALS group will be advisory in nature to discuss common interests, needs and concerns but will not have 
binding authority in decisions made on behalf of the individual member groups or Park District. 
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 7.02.31 – Officials and Umpires 

Many of the members of the Affiliate, Parent and Special Interest Group Program host activities that involve various 
levels of competition that have or require the services for officiating the contents during these competition activities. In 
these situations, it is imperative to have the contests involved include effective officiating with officials and umpires who 
are trained and/or certified in the sport and activities they are engaged with. 
 
These officials and umpires may be hired and compensated accordingly through the Park District if a member is part of 
the programming offered within the community or through a third-party assignor vendor for those groups that are true 
affiliates or elect to work with an outside vendor for their respective services towards officiating. 
 
No matter which option is used to secure officiating services, all officials and umpires must be in compliance with the 
District’s criminal background check policy and requirements if they are officiating on Park District property. Please refer 
to the District’s Criminal Background Check Policy for details and requirements involved. All officials and umpires shall 
undergo and satisfactorily complete all necessary training, testing, certification protocol, as well as awareness and 
compliance with all safety and park related District policies, protocols, and expectations in relation to their services 
provided through officiating.  
 
All competition and related contests shall be governed and under the control of the assigned officials and umpires and 
all players, coaches, parents and spectators are required to follow any and all related park ordinances, code of conduct, 
and related rules and regulations including behavior, sportsmanship and respect towards all officials and umpires. 
 
Humans make mistakes and all involved must acknowledge and respect the fact the officials and umpires are humans 
too. Any and all judgement calls made by assigned officials and umpires while providing these services on Park District 
property will not be contested, challenged, or have any right to appeal. Only contest rule infractions in which an official 
and/or umpire made can be appealed. These steps and protocol will be determined by the host member organization or 
in the absence of any steps or protocol available will be determined through the decision among member leadership and 
appointed staff from the Park District. 
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Affiliate, Parent, Special Interest Groups 
Procedures Manual 

 Policy     Section: 

 Procedure    History of Approvals: 

 Protocol/Best Practice 

 7.03.0 – Affiliate, Parent and Special Interest Group Program Components 

The APG-SIG Program is a comprehensive set of processes, requirements, and expectations to provide the relationship 
between each group and organization and the Palatine Park District. The components involved with the Program creates 
a formal and structured agreement and mutual respect for when and how organizations and groups desiring to have a 
relationship and various levels of support and service from the Park District and create a flexible and equitable system to 
create easily accessible support to operate each respective mission of groups as well as a proportionate level of 
affiliation with the Park District based on what criteria each organization or group needs and provides a structured 
control of these services accordingly. 

The components to the APG-SIG Program are as follows and further described and illustrated in detail in the remainder 
policies within this section of the manual: 

Application of Membership 

Review, Approval and Membership Classification Designation 

Agreement with Park District 

Agreement Riders 

Opt-In Support Services 

Annual Review 

Volunteer Recognition 

Questions and inquiries regarding these components and related protocol, processes and requirements should be 
directed to the Executive Director of the Park District or appointed Park District Staff Liaison. 
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Affiliate, Parent, Special Interest Groups 
Procedures Manual 

 Policy     Section: 

 Procedure    History of Approvals: 

 Protocol/Best Practice 

 7.03.1 – Application of Membership 

The APG-SIG Program’s first component to the process of a group or organization securing a formal and recognized level 
of affiliation with the Park District is an application process which includes the completion of an application form and 
supplying various supplemental documentation to support the application. The application must be completed by an 
authorized representative of the applicant group or organization and must be fully completed and accurate prior to the 
Park District accepting any application for review, pending approval and a level of affiliation designation/classification 
within the APG-SIG Program. There is no fee to apply. Only the time and effort to complete the application and assemble 
the required paperwork and documentation is necessary. 

The application form provides the Park District with the necessary information to fully understand the legal structure of 
the group or organization, information that is referenced with the required criteria for each level of affiliation and 
membership classification being considered so that the proper agreement and terms within can be determined. The 
information also provides the District with the needed or expected level of support needed for each group thus creating 
the terms of support and any applicable fees or charges that will become applicable. 

The application form requests complete and verified information for the following areas: 

Date of Application 

Level of Affiliation Request Designation 

Applicant Group/Organization Name, Main Contact, Address, Phone Numbers, E-mail Address, Web Site Address 

Listing and Directory of Official Board Members with Contact Information 

Applicant Group/Organization By-Laws and/or Constitution 

State of Illinois Incorporation Status 

Federal Employer Identification Number Status 

State of Illinois Tax Exemption Status 

IRS Not-For-Profit and/or 501C3 Status 

State of Illinois Charitable Organization Status 

Proof of Liability Insurance and Coverage Plan Level and Terms 

History and Trend of Participation Levels 

Designation of the Leadership and Governance Structure 

Board Meeting Structure and Schedule 

PALS Representative Appointee 

Copy of Annual Report and Year End Reporting 

Appointed Staff Liaison Designee 

Certification Acknowledgement of Information Provided in Application 

Several of the above listed application areas also require supplemental and supportive documentation to accompany the 
application form. All required supplementary documentation based on the information provided on the application must 
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be submitted completely and accurately in order for the application to be valid and be eligible for review and pending 
approval by the Park District in order to receive a level of affiliation and membership into the APG-SIG Program. It is the 
sole responsibility of the applicant group/organization to ensure and maintain all materials associated with their 
application and membership status current and accurate and is completed by submitting to your appointed staff liaison 
or in the absence of a Staff Liaison to the office of the Executive Director for the Park District. Missing supplemental 
information will either delay or make the application ineligible for membership consideration. 

The supplementary documentation the accompanies a completed application includes the following and are applicable 
when the responses on the application form request said information. They are as follows: 

Copy of current and approved Constitution or By-Laws 

Copy of a current State of Illinois Incorporation paperwork through the Illinois Secretary of State office indicating 

approval. 

Copy of a current Federal Employer Identification Number (FEIN) and paperwork designated through the 

Internal Revenue Service. 

Copy of a current Illinois Sales Tax Exemption Status as designated through the Illinois Department of Revenue. 

Copy of a current Not-For-Profit and/or 501C (3-6) Status as designated through the Internal Revenue Service. 

Copy of a current Illinois Charitable Organization Status and Annual Filing Active Status through the Illinois 

Attorney General’s Office. 

Certificate of Insurance Coverages as Outlined in the terms of the respective level of affiliation agreement 

requirements. 

Assistance for many of these items can be achieved by contacting the appointed Staff Liaison, Executive Director or 
Superintendent of Finance for the Park District. Applications can be found in the APG-SIG Handbook or on-line on 
the affiliation pages of the Park District web site at www.palatineparks.org.  

 





meeting to review and discuss the corresponding agreement is held with appointed Park District staff and key 
representatives of the approved group/organization. Once the agreement and all opt-in services are executed the 
group/organization is formally accepted into the APG-SIG Program and receive all privileges and benefits noted in the 
Program. 

Approved groups and organizations may re-apply for a different classification if changes to their respective group are 
observed and the level of affiliation with the Park District could change as well. This can typically be done at the year end 
review meeting or at any time a significant change in the group/organization’s structure or operations takes place. In 
these cases, an amended application would be submitted noting what changes have taken place and the review, 
approval and adoption process would start over again. 

Groups and organizations that feel the designation recommended and approved by the Park District is inaccurate, the 
President/Leader of the group/organization must submit in writing to the Executive Director and copy the Park Board of 
Commissioners the position they feel is inaccurate, rationale for consideration to change classifications and request for 
what level of affiliation classification they feel is appropriate. The letter will be discussed and considered as an appeal, 
however once a determination is adopted after an appeal by the Park District, this decision is final. The 
group/organization can then either accept and remain in good standing with the original determination or remove their 
application from the Program all together. 
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include a handbook section on all the support and services the Park District provides as well as the “how to” to get 
requests completed in a timely and effective manner. 

Again, we cannot thank each of you enough for your volunteer spirit, time and efforts to make Palatine a great 
community to live and recreate! We look forward to working with you and your group moving forward and will assist in 
any way needed to have your group complete the application process and receive a group determination in this new and 
exciting program.  

Thanks for everything you do for our community! 

Sincerely, 

Michael Clark 
Executive Director 


