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NWSRA POLICY MANUAL  
 
CHAPTER I: BOARD AND ADMINISTRATION 
 
 
Section 1.0 -  INTRODUCTION 
 
 PURPOSE 
 The purpose of this manual is to set forth the policies of the Board of Trustees 
governing the operation of the Northwest Special Recreation Association. 
  
 MANUALS 

A.   NWSRA Policy Manual: This manual sets forth Board of Trustees policies 
governing the operation of the Northwest Special Recreation Association. 
All policies in the Board and Administration and Programs and Services 
chapters of the manual are reviewed and approved by the Board of 
Trustees of the Association and will be reviewed every five years or as 
deemed appropriate. The Personnel Policy chapter of this manual will be 
reviewed and updated as deemed appropriate or every two years. 

 
B.    Operations Manual: This manual sets forth rules and regulations 

governing the operation of the Northwest Special Recreation Association, 
and is used to assist staff and to facilitate effective communication 
regarding procedures of the Association.  All procedures in the Operations 
Manual are reviewed and approved by the Executive Director, and will be 
reviewed every five years or as deemed appropriate. 

 
 DEFINITIONS 
For the purpose of this Policy Manual, the following terms shall have the definitions 
given herein: 

 District - shall include all legal boundaries of all Member Districts of the        
Association. 

 
 Member District - any district that is a member in good standing with the 

Northwest Special Recreation Association (NWSRA). 
 
 Board - is the Board of Trustees of the NWSRA. 
 
 Articles - the Articles of Agreement and By-laws (as amended from time 

to time), signed in cooperation by the Member Park District Boards of 
Park Commissioners. 
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 Individuals with Disabilities - any individuals who need special 
programming to accommodate mental or physical conditions that limit 
their ability to engage in one or more major life activities. 

 
 REVISION 
This manual may be revised or amended at any of the regular meetings of the 
Board by a majority vote of its members, except where by provision of the Articles 
of Agreement or law, a vote greater than a simple majority is required.  A copy of 
the manual shall be made available at the office of the Executive Director of 
NWSRA.   
 
To the extent that a provision or provisions of this manual are in conflict with state 
or federal laws or final court decisions, such provision(s) or parts of them will be 
superseded by the relevant laws or court decisions.  
 
Section 2.0 - THE BOARD OF TRUSTEES 
 
 APPOINTMENT OF TRUSTEES    
 Each Member District shall appoint one representative to the Board of Trustees to 
have voting power for that district on the Board. Each Member District shall notify 
the Chairman of the Board in writing, at the annual meeting of the Board, of the 
name of its representative, and shall promptly notify the Chair in writing in the 
event it appoints another individual to succeed the previous representative. 
 
 POWERS AND DUTIES OF THE BOARD 
The Board acts as the governing and policymaking body of the Association.  
Among its functions are the following: 
 

A.   To study, develop and adopt policies that will satisfy the needs of people 
with disabilities for recreation and other leisure time activities, and to see 
that such policies are effectively administered. 

 
B.   To adopt an annual budget to the end that the best possible programs and 

services may be provided and to enforce controls of the expenditure of 
funds within the limitations of the budget. 
 

C.   To establish an appropriate assessment rate based on assessed valuation 
and population of each district to insure that the Association's revenue 
needs are met, and to present that assessment rate in accordance with the 
Articles of Agreement. 

 
D.   To appraise and evaluate the present and future recreational programs of 

the Association, the accessibility of the buildings and grounds, the efficiency 
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of its personnel, and to approve goals and priorities for recreational 
programs, capital expenditures and operations. 

 
E.   To assist the Executive Director in keeping the public informed of the 

activities of the Association. 
 

F.   To select an Executive Director of the Association as the chief 
administrative officer and professional advisor.   

 
G.   To delegate to the Executive Director sufficient authority and responsibility 

to administer and execute the Board's policies for the service and benefit of 
people with disabilities who reside within NWSRA’s member districts. 

 
H.   To discharge the duties and responsibilities of the Board by official action 

as a Board of the whole and with awareness by individual members of the 
Board that: 

 
 Decisions must be based upon facts and studied in terms of needs of the 
entire Association. 
 No individual Board member has authority unless authorized by Board 
action to determine Association policy, give direction to Association 
personnel, or to act or speak for the Board. 
 Complaints as to the Association's operation shall be referred to the 
Executive Director for investigation and disposition, or for a 
recommendation to the Board as to disposition of the complaint. 
 The delegation of authority and responsibility to the Executive Director 

shall be honored and respected. 
 
OFFICERS 
 The officers of the Association are:  Chairman, Vice-Chairman, Treasurer, and 
Secretary.  The Chairman and Vice-Chairman shall be members of the Board 
 and shall hold office for one year or until their successors are elected.  The 
Secretary and Treasurer shall be appointed by and serve in those capacities at the 
pleasure of the Board. 
 

A.   Chairman 
  The Chairman shall be the chief executive officer of the Board.  It shall be 
the Chairman's duty to preside at all meetings of the Board; to call special 
meetings of the Board on the Chairman's own motion; to sign all contracts 
and other documents authorized by the Board; to appoint all committees by 
and with the consent of the Board. 
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B.   Vice-Chairman 

It shall be the Vice-Chairman's duty, in the absence of the Chairman, to 
preside at the meetings of the Board and to perform such duties as pertain 
to the office of Chairman, and to vote on all questions coming before the 
Board. 
 

C.   Secretary 
The Secretary shall be appointed.  It shall be the duty of the Secretary to be 
present at all meetings of the Board; to keep accurate records of all official 
proceedings of the Board; to maintain up-to-date copy in loose leaf form of 
this manual; to maintain signed copies of the minutes of the Board 
meetings, and to give public notice of the Board meetings. 
 

D.  Treasurer 
The Treasurer shall be the chief financial officer and advisor to the Board.  It 
shall be the duty of the Treasurer: to act as custodian of all monies and 
securities owned and received by the Association; to cause such monies to 
be deposited in such bank or banks as may be from time to time approved 
and designated by the Board and to cause such securities to be held in a 
place of safekeeping; to review and approve financial reports prepared by 
the Executive Director; to audit all disbursements of NWSRA funds on a 
monthly basis to ensure that the disbursements are proper; to present the 
monthly warrant to the Board of Trustees for approval and to ensure to the 
Board of Trustees that vouchers and expenditures are in good order. 

  
COMMITTEES 
Standing Committees for the Board of Trustees are Finance and Personnel.   
Additional committees and/or task forces may be created by the Board as 
necessary. 
 
 ATTORNEY 
The Board shall appoint an attorney to the Board and for the Association for such 
term as it shall determine.  The attorney shall be the advisor to the Board and for 
the Association in all legal matters. 
 
The attorney shall draft all agreements and other instruments required by the 
Board, any committee, or officer thereof and shall give opinions on all questions 
referred to by the Board or committee or officer thereof.  The attorney shall perform 
such other legal duties as are required by the Board. 
 
 EXECUTIVE DIRECTOR 
The Board of Trustees shall appoint an Executive Director to serve as chief 
operating officer of NWSRA.  The Executive Director shall be the professional 
advisor to the Association.  The Board shall establish a job description for this 
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position and shall delegate to the Executive Director sufficient authority and 
responsibility to execute the Board's policies and establish standard operating 
procedures based on those policies, enforce established rules and regulations, 
and administer the daily operations of the recreation program and services of 
NWSRA for the benefit of the public.  The Executive Director may delegate his or 
her authority but shall nevertheless be responsible to the Board.  The Board shall 
perform a written evaluation of the Executive Director annually or more often as 
may be deemed necessary.  
  
BOARD RELATIONSHIP TO EXECUTIVE DIRECTOR 
Board members shall honor and respect the delegation of authority and 
responsibility to the Executive Director.  Board members shall work directly with 
the Executive Director rather than staff and shall not interject themselves into the 
day-to-day operations of the Association.  Requests for information concerning 
NWSRA operations and programs shall be directed to the Executive Director.  
Suggestions for new policies shall be referred to the Executive Director for study, 
appraisal and final recommendation.  Complaints shall be turned over to the 
Executive Director for investigation and disposition or for the Executive Director’s 
recommendation as to disposition by the Board.  Board members shall support 
approved actions of the administration. 
 
 COMPENSATION AND EXPENSES 
No member of the Board shall receive compensation for his service on the Board 
from NWSRA or have any personal financial interest in any contract of the 
Association.  Board members may be reimbursed for out-of-pocket expenses 
incurred in performance of Board functions. 
 
 BOARD MEETINGS 

A.  Open Meetings Act  
1.   Applicability: All meetings of the Board and its committees are subject 

to the Open Meetings Act (“Act”, 5 ILCS 120/1 et seq.) and shall be 
scheduled, conducted, and recorded in accordance with the 
requirements of the Act. The Board designates the Executive Director 
and an Executive Director appointee to successfully complete an 
electronic training curriculum on compliance with the Open Meetings 
Act, developed and administered by the Illinois Attorney General’s 
Public Access Counselor. 

  
2.  Meeting Agendas: The order of business or agenda for each meeting of 

the Board shall be determined by the Secretary, subject to the approval 
of the Board. The agenda for NWSRA Board meetings ordinarily shall 
include the following: call to order, introduction of guests, approval of 
agenda, approval of previous meeting minutes, correspondence, 
program staff report, financial reports, new business, old business, 
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information and action items, public comment, executive session when 
needed, adjournment. 
 

 The agenda for each meeting shall be posted at least 48 hours in 
advance of the meeting as required by the Act.  The agenda shall identify 
matters anticipated to be the subject of Board discussion and action in 
open session at such meeting.  Matters not included on the agenda may 
not be the subject of Board action at the meeting. 

 
3.  Closed meetings: The Board may hold a meeting closed to the public or 

close a portion of a meeting to the public for reasons permitted under the 
Act.  Each motion to hold a closed session shall be put to a roll call vote, 
and shall specify the statutorily permitted reason or reasons for 
convening in closed session.   A verbatim recording shall be made of 
each closed meeting. No final action on any matter before the Board may 
be taken at a closed meeting. 

 
B.   Annual Meetings:    Annual meetings of the Board of Trustees shall be held 

on the fourth Wednesday of January if not a legal holiday, and if a legal 
holiday, then at such other date and time as shall be designated by the 
Board of Trustees, and stated in the notice of the meeting.  Written notice of 
the meeting stating the date, location and hour of the meeting shall be given 
to each member entitled to vote at such meeting not less than seven nor 
more than fifteen days before the meeting. 

 
C.     Regular Meetings:  A regular meeting of the Board of Trustees shall be 

held upon notice of the time and place and accompanied by an agenda on 
the fourth Wednesday of January, March, May, July, September, November 
and December, if not a legal holiday, and if a legal holiday, then at such 
other date as designated by the Board.  A schedule of regular meetings is 
distributed at the January meeting each year. 

 
D.    Special Meetings:  Special meetings of the Board of Trustees may be 

called by the Chairman on three (3) days notice to each Trustee either 
personally, by mail, telephone, or electronically.  Special meetings shall be 
called by the Chairman or Secretary in like manner and like notice at the 
written request of two (2) Trustees.  
 

E.   Location of Meetings:  Meetings of the Board of Trustees, both regular 
and special, will be held at the Administrative Offices, 3000 W. Central, 
Rolling Meadows, IL  60008. 

 
F.   Publication of Location and Date of Meetings:  The Secretary on or 

before January 15 of each calendar year shall prepare a schedule of the 
Board's regular meetings for that year, listing the times and locations of 
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such meetings.  Such schedule shall be available in the Administrative 
Office, posted on the NWSRA website, and made available to the public 
and the news media upon request. 
 

G.   Notice of Meetings:  The Secretary shall give notice of all regular, special, 
rescheduled or reconvened meetings and changes therein of the Board and 
its committees in accordance with the then-existing statutes of the State of 
Illinois.  Board packets are to be mailed, delivered or transmitted 
electronically no less than one week prior to the Board Meeting to each 
NWSRA Board Member. 
 

H.  Quorum and Voting:  At all meetings of the Board of Trustees a majority of 
the Trustees shall constitute a quorum for the transaction of business. The 
act of a majority of Trustees present at any meeting at which there is a 
quorum, shall be the act of the Trustees except as may be otherwise 
specifically provided by the NWSRA Articles of Agreement or By-Laws. If a 
quorum is not present at any meeting of the Board of Trustees, the 
Trustees present may adjourn the meeting to be reconvened at a later date. 
In accordance with the Open Meetings Act, public notice of the reconvened 
meeting shall be given at least 48 hours before such meeting, except in the 
case where the original meeting was open to the public and (1) is to be 
reconvened within 24 hours, or (2) an announcement of the time and place 
of the reconvened meeting was made at the original meeting and there is 
no change in the agenda.   
 

I.   Discussion:  The Chairman may limit the discussion to matters pending 
before the Board and may suggest time limitations on discussion. 
 

J.   Minutes of Meetings:  The Secretary shall prepare written minutes of all 
Board meetings as specified by the Open Meetings Act (5 ILCS 120/1 et 
seq.) and shall cause a verbatim recording to be made of each closed 
meeting of the Board or a Board committee. 

 
Unofficial minutes of each Board meeting shall be delivered to the Board 
members, Treasurer, and Attorney at least 48 hours before the next 
ensuing meeting of the Board. The unofficial minutes shall be approved by 
the Board at the succeeding meeting after any required corrections are 
made and shall be signed by the Secretary of the Board.  Approved minutes 
of all Board meetings shall be made available to the public as specified by 
the Open Meetings Act and the Freedom of Information Act (5 ILCS 140/1 
et seq.). 

 
The Board shall periodically, but no less than semi-annually, meet to review 
minutes of all closed meetings. At such meetings a determination shall be 
made, and reported in an open session that (1) the need for confidentiality 
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still exists as to all or part of those minutes or (2) that specified minutes or 
portions thereof no longer require confidential treatment and are available 
for public inspection. 

 
Unless the Board determines that the verbatim recording no longer requires 
confidential treatment or otherwise consents to disclosure, the verbatim 
record of a meeting closed to the public shall not be open for public 
inspection or subject to discovery in any administrative or judicial 
proceeding except as provided in the Open Meetings Act. The verbatim 
record of a closed meeting may be destroyed (without notice to or approval 
of a records commission under the Local Records Act) no less than 18 
months after the completion of the meeting which was recorded, provided 
that the Board approves destruction of the particular recording, and that it 
has approved minutes of the closed meeting which comply with 
requirements of the Act. 
 

K.   Rules of Order:  Roberts Rules of Order shall govern in all questions of 
procedure not herein otherwise provided. 

 
NWSRA BOARD GUIDELINES  
The following guidelines were designed and adapted in 2014 by the NWSRA 
Executive Committee members to assist the future NWSRA Chairman, the Vice 
Chairman, the Past Chairman, the Personnel Committee Chairman, and the staff 
to conduct the business of the NWSRA Board of Trustees in a consistent manner.  

 
A.    Executive Committee Members   

The Executive Committee is a made up of the following Board members: 
 the Chairman; 
 the Vice Chairman, who also serves as the Finance Committee Chair; 
 the Personnel Committee Chair; 
 and the Past Chairman. 

 
B.   Pre-Board Meeting Conference 

  A conference with the NWSRA Board Executive Team is held one hour 
before regularly scheduled Board Meetings. The conference is held in the 
Executive Director’s office and includes the Executive Committee 
Chairman, the Executive Director and, when reviewing the financials, the 
Business Services Coordinator. The purpose of the meeting is to review 
the Board packet and address any questions that the Executive Team may 
have. 
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C.   Roll Call or Recorded Vote  
A roll call vote or a recorded vote is a vote in which the names of those 
voting for and against a motion are recorded in the meeting minutes. The 
NWSRA Board Secretary shall conduct a roll call vote for: 
 all actions requiring approval for finances or financial changes; 
 approval of the Consent Agenda; 
 all actions that require changes of the NWSRA Articles of Agreement, By-    
laws, or Board policy; and  
 approval of contracts.  
 

D.   Board Packet Materials  
Reports and information provided in the NWSRA Board packets should be: 
 numbered for sorting and referencing ease;  
 provided in a portrait format for reading on a variety of electronic devices; 
 provided electronically approximately one week prior to the board meeting; 
 and posted on the www.nwsra.org/Directors site. 
 

E.  Consent Agenda   
The consent agenda includes: 
 the approval of the Minutes from the prior Board meeting;  
 the NWSRA Financial Reports; 
 the Warrants, 
 the Bi-weekly Payroll Warrants; and 
 the ADA Compliance Projects. 
 

F.  Board Meeting Agendas   
There will be a NWSRA Board meeting agenda and a Director’s agenda 
created for each board meeting. The Director’s agenda will be created for all 
Board members and staff that would be presenting an agenda item at the 
Board meeting. The Director’s agendas will be electronically emailed prior to 
the Board meeting date. 
 

G.  Proclamations versus Resolutions or Motions      
The NWSRA Board of Trustees will officially take action in the form of a 
Resolution or Motion. The Board may make an affirmative public statement 
in the form of a Proclamation. The following are examples of when each is  
used: 
 A Resolution or Motion may be adopted to express policy or procedural 
action, direct administrative or legal action, or to make a public statement. 
 A Proclamation may be used for the recognition of employees, board 
members, and events. 
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BOARD PROFESSIONAL DEVELOPMENT 
Members of the Board represent their respective Member District Communities.  
Primary responsibility for ongoing professional development rests with the Member 
District.  Conferences and workshops that may benefit a Board member, and that 
would not be paid for by his or her Member District may be paid by the Association 
subject to budgetary limitations. 
 
Section 3.0 - ADMINISTRATIVE POLICY 
 
FORWARD 
The Northwest Special Recreation Association is a joint agreement program  of 
seventeen northwest suburban park districts, established in 1973, governed by the 
Board of Trustees, which is comprised of one representative from each Member 
District, who serve without pay.  It is the purpose of NWSRA to effectively and 
economically provide recreational programs and services for the residents of the 
Member Districts which are designed to provide wholesome, constructive, and 
enjoyable leisure time experiences that benefit the individual, the family, and the 
community.  The administration assists the Board in formulating policy and 
implementing those policies once they are approved, implements sound 
management and financial practices, fosters a positive public image, and ensures 
that quality park and recreation services are provided. 
 
PURPOSE  
This administrative policy manual is intended to describe the policies of 
NWSRA as they apply to the administrative management of the Association.  The 
Board of Trustees has reviewed and approved this manual and will in the future,         
periodically review and revise the policies contained in this manual as it deems         
appropriate. 
 
 ADMINISTRATIVE OFFICE 
The administrative and principal business office of NWSRA shall be located at 
Park Central, 3000 W. Central Rd., Suite 205, Rolling Meadows, IL  60008. 
 
OFFICIAL RECORDS 
NWSRA public records as defined by the Park District Code, the Local Records 
Act, the Freedom of Information Act, and the Open Meetings Act, shall be made 
available for inspection and copying in accordance with the foregoing laws. 
 
FREEDOM OF INFORMATION ACT 
The Board of Trustees of the Northwest Special Recreation Association 
recognizes  the right of members of the public to have access to public records in 
accordance  with the provisions of the Illinois Freedom of Information Act (“FOIA” or 
the “Act”), and  affirms that it is the policy of the NWSRA to comply with the Act. 
 The Board designates the Executive Director and an Executive Director appointee 
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to serve as the Freedom of Information Officer(s) and successfully complete an 
electronic training curriculum developed and administered by the Illinois Attorney 
General’s Public Access Counselor, and to implement administrative procedures 
to  effect compliance with the Act. 
 
Section 4.0 - FINANCE 
 
FISCAL YEAR 
The fiscal year shall be January 1 to December 31.  
 
ANNUAL AUDIT 
An annual audit will be made each fiscal year.  A copy of the audit will be kept on 
file at the Administrative Office for public inspection. 
 
BILLS - PAYMENTS 
All bills received by NWSRA must be received prior to the 10th day of the month to 
be paid within the same month.  All bills will be checked by the Executive Director 
in terms of the amount as compared to the amount quoted prior to the sale.  United 
States and State taxes (other than utility taxes) should be subtracted.  Each bill 
shall be initialed to show who authorized the payment and the account to which 
the disbursement is to be charged against. 
 
Every attempt is made to provide vendors with payment promptly after the receipt 
and the proper inspection of goods and services.  Invoices are approved for 
payment monthly and payment is normally within 30 days.  Thereby, the NWSRA 
complies with the Illinois Local Government Prompt Payment Act (50 ILCS 505/1 
through -505/9). 
 
All bills are then submitted to the Board of NWSRA which will authorize a warrant 
by  the Board. 
 
 MONTHLY LIST OF PAYMENTS 
The Executive Director shall submit to each monthly meeting of the Board a written 
 list of recommended expenditures from the funds of the Association.  The list shall 
set  forth the name of the payee, the amount of the expenditure and the budget 
account  number to which said expenditure is to be charged.  All bills in excess of 
$1,000.00  shall be signed by the Chairman of the Board, Chairman of the Finance 
 Committee, or Treasurer of NWSRA, and by the NWSRA Executive  Director. 
 
The Executive Director has authority to issue checks up to $20,000.00 with proper 
second signature from the NWSRA Board Chair, Vice Chair, or Treasurer. 
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 WARRANTS 
 Payments by NWSRA shall be made only upon warrants.  All warrants for the 
 payment of money shall be in accordance with the Administrative Section of this 
 manual.   When warrants properly signed by the Chairman of the Finance 
Committee are  approved by the NWSRA Board of Trustees, the bills which are the 
subject of the  warrants may be paid. 
 
FUND BALANCE POLICY 
NWSRA believes that strong financial management principles require that 
sufficient funds be retained to provide a stable financial base at all times.  To 
retain a stable financial base, NWSRA needs to maintain a fund balance policy 
sufficient to fund all cash flows for its daily operations and capital needs.  
NWSRA must provide financial reserves for unanticipated expenditures and/or 
revenue shortfalls of an emergency nature.  The purpose of this policy is to 
specify the size and composition of NWSRA’s current accounts and set a 
balance recommendation for both operating and reserve funds.  No change or 
removal of the fund balance may occur without approval by resolution of the 
Board of Trustees.  The fund balance may be used for a specific purpose 
authorized by the Executive Director. 
 
Minimum Unrestricted Fund Balance Levels 
This policy applies to NWSRA’s funds as follows: 
 

A.  Operating Funds – The Operating Funds are the major funds including the 
general fund of NWSRA.  They are used to account for administrative, 
maintenance and all financial resources except those that are accounted 
for in another fund.  The Operating Funds are assigned to obtain fiscal 
sustainability.  This assigned fund balance will be maintained at a minimum 
level of 25% of annual budgeted expenditures.  This will be adjusted 
annually with the adoption of the annual budget and is calculated at a 
minimum of three months (25%) of expenditures not including capital and 
transfers. 

 
B.  General Reserve Fund- This assigned fund balance should maintain a 

balance equal to or greater than 25% of annual expenses. 
 

C.   Capital Reserve Fund- This committed fund balance shall be used for 
capital purchases and should maintain a balance in an amount equal to 
125% of total budgeted capital expenditures. 

 
Authority 

A.   Committed Fund Balance- An agency-imposed constraint on spending 
which must be approved by resolution of the Board of Trustees.  Any 
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modifications or removal of the agency-imposed constraint must use the 
same action used to commit the fund balance. 

 
Formal action to commit fund balance must occur before the end of the 
fiscal year.  The dollar amount of the commitment can be determined after 
year end. 

 
B.   Assigned Fund Balance- An agency-imposed constraint on spending the 

fund balance based on NWSRA’s intent to use fund balance for a specific 
purpose.  The authority may be delegated to the Executive Director.   

 
INVESTMENT POLICY AND PRACTICES 

A.  Purpose:  The purpose of this Investment Policy (the “Policy”) is to govern 
the investment activities of the Northwest Special Recreation Association (the 
“Association”) in accordance with the Public Funds Investment Act (30 ILCS 
235/1 et seq.). This Policy applies to all of the Association’s financial assets 
and is intended to be broad enough to allow the Association to function 
properly within the parameters of responsibility and authority, while 
adequately safeguarding such assets. All investment transactions involving 
the Association’s financial assets, and all related activity, shall be 
administered and conducted in accordance with this Policy. 

 
B.  Reserve Funds:  Funds designated as reserves shall be classified in one 

of the two categories below 
 

1. General Reserve: This account should maintain a balance equal to or 
greater than 3 months’ worth of expenses. 

 
2. Capital Reserve: This account shall be used for capital purchases and 

should maintain a balance in an amount equal to 125% of total 
budgeted capital expenditures. 

 
 C. Objectives:  In order of priority, the primary objectives of all investment 

activities involving the financial assets of the Association shall be safety, 
liquidity, and rate of return: 

  
1. Safety: All investments shall be undertaken in a manner that ensures 
the preservation of capital in the Association’s overall portfolio (the 
“Portfolio”). 
  
2. Liquidity: The Portfolio shall maintain the necessary liquidity to enable 
the Association to meet all operating requirements and liabilities that may 
be reasonably anticipated in any Association fund. 
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3. Return: The Portfolio shall be designed to obtain a reasonable return on 
investment, which for the purposes of this Policy, means that the Portfolio 
should obtain a market-average rate of return, taking into account the 
Association’s investment risk constraints and cash flow needs. The 
Federal Funds rate shall be used as the basis for determining whether 
market-average returns are being achieved. 

 
 D. Authorized Investments:  The Association may invest only in the types 

of securities allowed by Illinois law, including the Public Funds Investment 
Act, and shall be limited to the following: 

  
1. Bonds, notes, certificates of indebtedness, treasury bills, or other 
securities which are guaranteed by the full faith and credit of the United 
States of America; 
 
2. Bonds, notes, debentures, or other similar obligations of U. S. Government 
or its agencies; 
 
3. Interest-bearing savings accounts, interest-bearing certificates of deposit, 
interest-bearing time deposits, or any other investments constituting direct 
obligations of any bank as defined by the Illinois Banking Act, 205 ILCS 5/1 
et seq. provided, however, that such investments may be made only in 
banks which are insured by the Federal Deposit Insurance Corporation; 
 
4. Money market mutual funds registered under the Investment Company Act 
of 1940, 15 U.S.C.A. § 80a-1 et seq., provided the portfolio is limited to 1) 
bonds, notes, certificates, treasury bills, or other security which are 
guaranteed by the full faith and credit of the United States of America as to 
principal and interest, 2) bonds, notes, debentures, or other similar 
obligations of U. S. Government or its agencies, or 3) agreements to 
repurchase such obligations; 
 
5. Illinois Trust, IPDLAF+ Class 
 
6. The Illinois Funds 
 
7. Short term obligations of corporations organized in the United States 
with assets exceeding $500,000,000 if (i) such obligations are rated at the 
time of purchase at one of the three highest general short-term 
classifications established by at least 2 standard rating services and is on 
the Approved List of a SEC registered Investment Advisor under 
agreement with the Association, (ii) mature not later than 270 days from 
the date of purchase, (iii) such purchases do not exceed 10% of the 
corporation’s outstanding obligations and (iv) no more than one-third of 
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the Association’s funds may be invested in short term obligations of 
corporations. 
 
8.Interest-bearing bonds of any county, township, city, village, incorporated 
town, municipal corporation, or school district, of the State of Illinois, of any 
other state, or of any political subdivision or agency of the State of Illinois or 
of any other state, whether the interest earned thereon is taxable or tax-
exempt under federal law. The bonds shall be registered in the name of the     
Association, or held under a custodial agreement at a bank. The bonds shall 
be rated at the time of purchase within the 4 highest general classifications 
established by a rating service of nationally recognized expertise in rating 
bonds of states and their political subdivisions. 
 

C.   Prudent Person Rule Requirement:  It shall be the practice of the 
Association to follow the “prudent person rule. “The prudent person standard 
requires that investments be made with judgment and care, under 
circumstances then prevailing, which persons of prudence, discretion and 
intelligence exercise in the management of their own affairs, not for 
speculation, but for investment, considering the probably safety of their capital 
as well as the probable income to be derived. 

 
D.   Diversification:  It shall be the practice of the Association to invest in a 

diversified manner and not have undue concentrations in any single 
investment. 

 
E.   Collateral Requirements:  It shall be the practice of the Association to require 

that time deposits in excess of FDIC insurable limits be secured by collateral or 
AAA rated private insurance at the time of purchase, to protect public deposits in 
a single financial institution if it were to default. 
 
1.   Financial institutions must collateralize all deposits in excess of FDIC 

insurance limits, to 102% of market value. The ratio of market value of 
collateral to the amount of funds on deposit shall be reviewed on a 
monthly basis. Additional collateral shall be required should the ratio fall 
below the minimum required level. 
 

2..  Acceptable collateral includes the following: 
 Bonds, notes, certificates of indebtedness, treasury bills, or other 

securities now or hereafter issued which are guaranteed by the full faith 
and credit of the United States as to principal and interest; 

 Bonds, notes or other securities constituting the direct and general 
obligations of any agency of the United States, the interest and the 
principal of which is guaranteed by the United States; 

 Obligations of the United States Government agencies. 
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F.   Safekeeping of Collateral:  An executed collateral agreement must be on 
file with the Association. Third party safekeeping is required for all collateral. 
To accomplish this, the securities must be held at one or more of the following 
locations: 
 
1.   At a Federal Reserve Bank or its branch office; 

 
2.   By a custodial agent of the pledging institution; or 

 
3.   By the trust department of the issuing bank. 

 
G.   Internal Controls System:  Separate individuals shall be responsible for the 

receipts, records, agency accounting systems, bank deposits and monthly 
financial reviews. The adequacy of internal controls that are in place shall be 
reviewed annually by an independent audit firm and shall be the subject of an 
annual report to the Board of Trustees of the Association. 

 
H.   Responsibilities:  It shall be the responsibility of the Association’s Executive 

Director to ensure compliance with the Policy and to review all Association 
investments on a monthly basis.  The Association may engage the services of 
one or more external investment managers to assist in the management of the 
Portfolio in a manner consistent with the Association’s objectives. Such external 
managers may be granted discretion to purchase and sell investment securities 
in accordance with is Investment Policy. Such managers must be registered 
under the Investment Advisers Act of 1940. 

 
I.   Performance measures:  The Association will measure the performance of 

all investments on a monthly basis. 
 

J.   Periodic Review:  The Board of Trustees’ Finance Committee shall 
periodically review the Association’s investment holdings, and the Board shall 
set targeted reserves and review those reserves on an annual basis. 

 
K.   Quarterly Reporting:  It shall be the practice of the Association to report on 

all investments on a monthly basis and to note any significant issues or 
changes that may be required on a quarterly basis. Quarterly written reports 
of investment activities shall be provided by the Association’s chief financial 
officer for submission to the Board of Trustees and the Executive Director. 
The quarterly reports shall include information regarding securities in the 
Portfolio by class or type, book value, income earned, and market value as of 
the report date. 

 
L.   Ethics and Conflicts of Interest:  Board members, officers and employees 

involved in the investment process will refrain from personal business activity 
that could conflict with the proper execution and management of the 
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Association’s investment program, or that could impair their ability to make 
impartial decisions. 

 
 BUDGET DEVELOPMENT 
The Administrative Staff will develop a budget for the approval of the Board of 
Trustees on an annual basis in accordance with the Articles of Agreement and By-
Laws.  The Budget will include Revenues, Expenditures and Capital purchases.  
The Board and members of the public will have the opportunity to review the 
budget and provide input. The budget will be presented for approval at the annual 
meeting. 
  
 REVENUE 
The Association receives revenue from various sources, including assessments 
from member districts; federal, state or local grants; and gifts and contributions.  
As the Association’s programs and services cannot be fully funded by tax revenue, 
it relies on other sources for additional funding.  The Association supports the 
efforts of and receives funds from the Special Leisure Services Foundation. 
 
FOUNDATION 
The Special Leisure Services Foundation is an Illinois not-for-profit corporation 
exempt from Federal income tax under Section 501(c)(3) of the Internal Revenue 
Code.  The purposes of the Foundation are to provide additional resources for the 
operations and programs of the Northwest Special Recreation Association as well 
as to serve as an appropriate vehicle for individuals, corporations and foundations 
to assist in the development of services for residents with disabilities throughout 
the service area of the Northwest Special Recreation Association.  The proceeds 
of the Foundation’s funding initiatives support the following major areas: 

 Inclusion 
 Transportation 
 Programs 
 Scholarships 
 Athletics 

 
ECONOMY OF RESOURCES 
It is the purpose of NWSRA to effectively and economically provide recreational 
programs and services for the residents of the member districts.  
Program/Management and Administrative staff will follow procedures to ensure 
sound and economic purchases, including use of purchase orders, price quotes, 
bidding procedures and cooperative purchase arrangements. 
 
PURCHASING 
Purchasing is regulated by the Board of Trustees and the Director of the 
Association.  Authority to purchase is granted to staff upon approval of the 
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Manager and Superintendents using standard approved operational procedures.  
Purchasing limits should be consistent with the annual budget. 
 
MEMBER DISTRICT USE OF SRA LEVY 
Section 5-8 of the Park District Code and Section 11-95-14 of the Municipal Code 
require that taxes levied for special recreation be spent to fund levying member 
districts’ shares of the costs of providing programs under the SRA joint 
agreement.  In addition to the annual assessment, these costs may include, but 
are not limited to: 

A.   Cost of Member District facility use as calculated based upon the following 
Guideline for Building and Deferred Maintenance Expenditures, which 
NWSRA shall reprint on its requests to use Member District facilities for 
joint programs:  NWSRA appreciates that Member Districts make use of 
their facilities available for NWSRA Programs in accordance with Article 6 
of the NWSRA Amended Articles of Agreements, and confirms that a 
Member District may allocate building and deferred maintenance 
expenses related to such use pro rata according to its participation in the 
NWSRA joint agreement program, up to a maximum level agreed upon by 
the NWSRA Board of Trustees in the Long Range Financial Plan. 

 
B.   Cost of capital improvements for accessibility for people with disabilities to 

all recreational facilities which are used in conjunction with NWSRA 
programs, including golf courses, outdoor natural areas and trails, play 
areas, aquatic facilities including boating, fishing and swimming pools, 
sports facilities etc. as required under the Americans with Disabilities Act 
Accessibility Guidelines (ADAAG). 

 
C.   Cost of 15-passenger accessible vehicle at 100%, and 50% of the cost of 

an accessible vehicle for over 15 passengers.  If there are additional 
equipment or program needs that can be justified, a higher percentage will 
be considered.  

 
D.   Cost of consultants to determine accessibility of member district recreation 

facilities and sites which are used in conjunction with NWSRA programs, 
when the consultants’ work is specifically for the purpose of evaluating 
accessibility. 

 
To obtain approval to apply SRA levy proceeds to the costs enumerated in B., C., 
and D. above, a Member District shall send a letter to the NWSRA Executive 
Director, describing the nature and estimated amount of the proposed 
expenditure.   
 
ADA Compliance project proposals should include a Cover Letter outlining the 
projects including unit prices and quantities. Attach pictures and drawings to 
justify accessibility. The proposal submitted should be simple, yet complete with 
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pricing, number of units etc.  The proposal should be prepared as if it were being 
viewed by anyone in the public sector. The following checklist items should be for 
proposals to be considered by the NWSRA Board of Trustees: 
 

1.   Provide a cover letter outlining the request and how the project will 
benefit NWSRA participants, families and programs (NWSRA has 
sample letters available). 

 
2.   Provide an overview of the request (age group, location, park, 

replacement or new, equipment vendor, surface vendor, etc.). 
 
3.   Provide a detailed description of the project, item or surface. 
 
4.   Provide a unit price and/or square footage of the entire project, item or 

surface and the percentage/portion to be charged to the SRA Levy 
Fund. 

 
5.   Provide pictures and drawings to justify accessibility. 

 
The request may be submitted within 12 months of final invoice date for actual 
expenses.  The Executive Director shall review the request and present a 
recommendation regarding it to the NWSRA Board of Trustees.  The NWSRA 
Board shall take action on the request at its next Board meeting following receipt 
of the Executive Director’s recommendation.  After action by the Board, the 
Executive Director shall notify the Member District in writing of the Board’s 
decision.  The Member District may disburse funds at any time after approving 
Board action. 
 
GIFTS AND BEQUESTS 
 The NWSRA encourages individuals and entities desiring to make financial 
contributions to benefit Association programs and activities, to do so through 
donation, gifts or bequests to the Special Leisure Services Foundation, the not-
for-profit corporation organized for charitable and educational purposes under 
Internal Revenue Code Section 501(c)(3) to support and promote quality leisure 
services for participants with disabilities in cooperation with NWSRA. 
 The NWSRA Board of Directors may, in its discretion, accept contributions, gifts 
or bequests on behalf of the NWSRA, for the general purposes or any special 
purpose of the Association. 
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Section 5.0 - CHAIN OF AUTHORITY 
 

A. If the EXECUTIVE DIRECTOR is absent/ill out of town, the chain of 
authority is as follows: 
1)  Superintendent of Administrative Services 
2) Superintendent of Recreation I 
3) Superintendent of Recreation II 
4) Superintendent of Communication and IT 

 
B.  If the EXECUTIVE DIRECTOR and all SUPERINTENDENTS  are 

absent/ill/out of town, the chain of authority is as follows: 
1) Senior Manager of Special Recreation 
2) Manager of Support Services 
3) Manager of Inclusion Services 
4) Manager of Recreation (Day Camps) 
5) Manager of Recreation (Athletics) 

 
C. If the EXECUTIVE DIRECTOR, SUPERINTENDENTS  and all 

MANAGERS  are absent/ill/out of town, the chain of authority is as 
follows: 
1) Administrative Coordinator 
2) Volunteer/Recruitment Coordinator 
3) Support Services Coordinators (by longevity) 
4) Inclusion Coordinators (by longevity) 
5) Park District Facility/Leisure Education Coordinator 
6) School/Commercial Facility/Special Events Coordinator 
7)  Adult Day Program Coordinator 

 
D.  If the EXECUTIVE DIRECTOR, SUPERINTENDENTS, MANAGERS and 

COORDINATORS are absent, the Program Specialists are the next in 
authority, based on longevity. 

 
E.  If the Executive Director is absent/ill/out of town and an urgent or very 

serious situation arises, the Director should be reached by phone. 
 

1.  If it is not possible to reach the Executive Director, the 
Superintendent of Communication & IT should be informed to 
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create a statement if necessary, and Superintendents should be 
contacted immediately. 

2. The above chain of authority would go into effect. 
 

F. If a crisis or emergency occurs, the agency’s top available administrator 
would determine if the Crisis Plan would go into effect. 
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NWSRA POLICY MANUAL 
 
CHAPTER II:   PERSONNEL 
 
Section 1.0 – INTRODUCTION 
 
FORWARD 
The Northwest Special Recreation Association is a joint agreement of seventeen 
northwest suburban park districts, established in 1973, governed by a Board of Trustees, 
comprised of one representative from each member district, who serve without pay.  It is 
the purpose of the NWSRA to effectively and economically provide recreational 
programs, and services for the residents of the Member Districts which are designed to 
provide wholesome, constructive, and enjoyable leisure time experiences that benefit the 
individual, the family, and the community.  For the most part, the services of the 
Association are offered through the personnel of NWSRA.  Therefore, the quality of 
services is directly affected by the performance of every employee.  Furthermore, each 
employee serves as a representative of the NWSRA to all residents of the joint 
agreement communities. 
 
PURPOSE 
This personnel policy manual is intended to describe the existing personnel policies and 
procedures of the Northwest Special Recreation Association as they apply to all full-time 
employees and is not intended to create a contract of employment or to provide the 
assurance of continued employment.  The Board of Trustees has reviewed and approved 
this manual.  The Personnel Policy Manual is made available to all full-time employees. 
 
Section 2.0 - POLICY ADMINISTRATION 
 
RESPONSIBILITY 
The Executive Director’s office shall be responsible for the administration of the policies 
and procedures contained in this manual.  A copy of this manual shall be on file at all 
times and shall be made available to all current employees. 
 
REVISION 
The Board of Trustees may periodically review the policies and procedures contained in 
this manual and revise them from time to time, as deemed appropriate with or without 
notice to employees. 
 
SEPARABILITY 
If any policy or procedure or part thereof contained in this manual shall be determined 
invalid in a court of law, such determination shall not affect the validity of the remaining 
policies and procedures or parts thereof. 
 
INTERPRETATION 

A. For the purposes of this manual, full-time employees shall be defined as those 
employees who work in a job classification that is considered full-time and 
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compensated accordingly.  Full-time employees may be salaried or hourly.  Unless 
otherwise specified, the term “employees” as used throughout this manual shall 
mean full-time employees as defined above. 

 
B. For the purposes of this manual, words in the masculine gender shall include the 

feminine gender and words in the singular number shall include the plural number 
and vice-versa. 

 
EMPLOYMENT PROCEDURES 

A. APPLICATION 
Applicants for NWSRA employment shall complete an application form.  Those 
applicants, who in the Association’s opinion possess the skills and abilities to meet 
the essential job requirements, shall be eligible to be considered for employment.   

 
B. DETERMINATION OF ABILITY 

NWSRA shall attempt to determine a qualified applicant’s ability through reference 
checks or any testing deemed necessary.  Testing may be written, oral, physical, 
or in the form of a demonstration of skill, or any combination of these and shall be 
designed to test and determine the relative ability of a qualified applicant.  The 
Association shall be responsible for any expenses incurred due to testing. 

 
C. MERIT 

It shall be the practice of the NWSRA to employ the best available qualified 
applicant for any position, and employment and advancement shall be based 
strictly on merit. 

 
D. EMPLOYMENT POLICY 

Qualified applicants shall be given equal consideration for any position.  No 
discrimination shall be exercised in any manner by an NWSRA employee which is 
prohibited by any applicable local state or federal law, including discrimination 
against or in favor of any qualified applicant or NWSRA employee on the basis of 
race, color, religion, sex, age, national origin, citizenship status, ancestry, marital 
status, pregnancy, family status, military discharge status, sexual orientation, 
gender identity or expression, disability or handicap unrelated to an individual’s 
ability to perform the essential functions of the job, association with a person with a 
disability or handicap, military status, source of income, housing status, or any 
other category protected by law.  No person shall be denied the benefits of, or 
subjected to, discrimination under any program or activity, or in employment based 
on any of the above characteristics.  

 
E. AMERICANS WITH DISABILITIES ACT 

NWSRA is committed to complying with all applicable provisions of the Americans 
with Disabilities Act (“ADA”).  It is NWSRA’s policy not to discriminate against any 
qualified employee or applicant with regard to any terms or conditions of 
employment because of such individual’s disability or perceived disability so long 
as the employee can perform the essential functions of the job.  Consistent with 
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this policy of non-discrimination, NWSRA will provide reasonable accommodations 
to a qualified individual with a disability, as defined by the ADA, who has made the 
Association aware of a disability, provided that such accommodation does not 
constitute an undue hardship on NWSRA. 

 
The NWSRA will make all decisions concerning recruitment, placement, selection, 
training, hiring, advancement, discharge or other terms, conditions, or privileges of 
employment based on job-related qualifications and abilities. 
   
Employees with a disability who believe they need a reasonable accommodation 
to perform the essential functions of their job should contact their department 
head. Applicants should contact the Superintendent of Recreation. The NWSRA 
encourages individuals with disabilities to come forward and request reasonable 
accommodation. If an employee feels uncomfortable making an accommodation 
request to the department head or he or she believes the accommodation was not 
properly managed, the employee should report to the Executive Director. 

 
On receipt of an accommodation request, the department head and the immediate 
supervisor will meet with the employee to discuss and identify the precise 
limitations resulting from the disability and the potential accommodation that the 
NWSRA might make to help overcome those limitations and to perform the 
essential job functions of the employee’s position. 

 
NWSRA will determine the feasibility of the requested accommodation 
considering various factors, including, but not limited to the nature and cost of the 
accommodation, the NWSRA’s overall financial resources, the accommodation’s 
impact on the operation of the department, including the ability of other 
employees to perform their duties, and on the NWSRA’s ability to provide its 
services to the public. 

 
What is considered a reasonable accommodation will be based on a case-by-
case analysis. The NWSRA will inform the employee of its decision on the 
accommodation request or on how to make the accommodation request or on 
how to make the accommodation. If the accommodation request is denied, 
employees will be advised of their right to appeal the decision by submitting a 
written statement explaining the reasons for the request. If the request on appeal 
is denied, that decision is final.  The ADA does not require the NWSRA to make 
the best possible accommodation, to reallocate essential job functions, to create 
new positions, or to provide personal use items (i.e.eyeglasses, hearing aids, 
wheelchairs, etc.). 

 
An employee or job applicant who has questions regarding this policy or believes 
that he or she had been discriminated against based on a disability should 
immediately notify the department head or Executive Director. All such inquiries 
or complaints will be treated as confidential to the extent permissible by law. 
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Refer to the NWSRA Operational Manual for the comprehensive procedures related 
to this policy. 
 

F. NEPOTISM 
1. Members of an employee’s immediate family will be considered for 

employment on the basis of their qualifications. Immediate family may not 
be hired, however, if employment would: 

a) create a supervisor/subordinate relationship with a family member; 
b) have the potential for creating an adverse impact on work  

performance; or 
c) create either an actual conflict of interest or the appearance of a 

conflict of interest. 
2. For the purpose of this, immediate family members include; spouse, parent, 

child, sibling, in-law, aunt, uncle, niece, nephew, grandparent, grandchild, 
and members of the household. 

 
G. PRE-PLACEMENT PHYSICAL EXAMINATION 

Physical examinations by a medical doctor designated by the Executive Director 
shall be required for candidates offered full-time positions before they are hired by 
the Northwest Special Recreation Association.  The Association will provide the 
physician with a Job Description and Strength Inventory to accompany the 
examination.  The designated medical doctor shall report the results of the physical 
examination to the NWSRA Executive Director. 

 
Any applicant deemed disqualified by reason of the foregoing shall be notified, in 
writing, by the Executive Director or a staff designate.  

  
H. CRIMINAL BACKGROUND INVESTIGATION 

It is the position of NWSRA to hire and retain qualified personnel to provide 
recreation and leisure services to the community.  The Association shall follow all 
necessary procedures to assure that current and potential employees are suitable 
for work (70 ILCS 1205/8-23).  NWSRA has the authority, under Illinois Uniform 
Conviction Information Act, Ill. Rev. Stat. ch 38, par. 1601 to request criminal 
conviction information from the Illinois State Police.  Under these provisions, the 
Association shall conduct background investigations of all prospective employees, 
and any current employees when deemed necessary.  All investigations shall be 
conducted through the Illinois State Police or equivalent agency and the results 
kept confidential in accordance with applicable laws.  No conviction shall 
automatically preclude employment, but rather, the conviction will be considered in 
relationship to the specific job. 

  
Refer to the NWSRA Operational Manual for the comprehensive procedures related 
to this policy. 
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I. NOTIFICATION 
Applicants shall be timely notified of acceptance or rejection.  New employees of 
NWSRA shall file a notice of personnel or payroll change which indicates position, 
date of employment, department, rate of pay, and applicable benefit information 
along with other policies, terms, and conditions of employment.  This notice and 
any supplemental material is not intended to create a contract of employment. 

 
J. INTRODUCTORY PERIOD 

New employees of the Association, promoted employees, and certain transferred 
employees shall be employed on a introductory basis for a period of at least six (6) 
months.  In the discretion of NWSRA the introductory period may be extended 
beyond six (6) months by the Executive Director.  Supervisors of introductory 
employees shall submit a written job performance evaluation to the 
Superintendents and the Executive Director at the conclusion of the introductory 
period.  This evaluation shall review the employee’s progress, qualifications, 
capacity to grow, and other pertinent factors and recommend appropriate action.  
An introductory employee may be discharged at any time during the introductory 
period for any reason at the discretion of the NWSRA. 

 
K. CERTIFICATION REQUIREMENTS 

The following criteria and guidelines have been developed so that NWSRA 
employees are aware of the significance that the Association places on acquiring 
and maintaining appropriate certifications.  Program diversity and quality can only 
be enhanced when employees are certified in these areas.   
 
The Agency considers the following certifications Core Certifications: 

Core Certifications 
1. Community First Aid  
2. CPR 
3. CPI 
4. Behavioral/Crisis Training 
5. CDL – Class B Commercial Driver’s License with Passenger Certification 
6. CPRP – Certified Park and Recreation Professional or Paraprofessional 

OR CTRS – Certified Therapeutic Recreation Specialist 
 

Staff members are required to obtain Core Certifications.  The Agency will advise 
employees of the time periods within which Core Certifications must be obtained.  
The Executive Director has the authority to exempt a staff member from 
obtaining a core certification or extend a deadline based on special need or 
circumstance.  

 
Refer to the NWSRA Operational Manual for the comprehensive procedures related 
to this policy. 
 

L. PERSONNEL FILE 
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A personnel file will be established for each employee. All pertinent employment 
information and forms, including without limitation, employment application, 
references, evaluations, commendations, disciplinary actions, and other 
employment records will be contained in this file. Medical and benefit records will 
be maintained in a separate file. Information contained in personnel files will not 
be released or disclosed without written consent, except to persons with a lawful 
right or need to know, including without limitation, pursuant to a court order. 

 
Employees may review personnel files in accordance with applicable law and 
established NWSRA procedures.  Personnel files can be reviewed by contacting 
the Superintendents or Executive Director. 

 
It is to the employee’s advantage to see that all personnel records are accurate 
and up-to-date.  Employees are responsible for and must promptly advise 
NWSRA of any changes in: 

 Name and/or marital status 
 Address and/or telephone number 
 # of eligible dependents 
 W-4 deductions 
 Person(s) to contact in case of emergency 
 Other personal information that NWSRA needs to know to 

contact or properly administer its benefits programs or general 
operational concerns 

 Immigration status (if eligibility for employment in the United 
States is affected) 

 
Section 3.0 - EMPLOYEE BENEFITS 
 
NWSRA WELLNESS 
Northwest Special Recreation Association (NWSRA) believes that its employees are its 
most valuable asset.  Morale, productivity, job satisfaction and consistent attendance are 
greatly impacted by a person’s health and wellness.  To increase and maintain overall 
health, NWSRA is dedicated to promoting intellectual, environmental, social and 
emotional support to assist staff to achieve a positive work/life balance.  The Employee 
Health and Wellness Committee will promote fun activities, educational opportunities and 
resources to motivate employees to achieve a healthy, satisfying lifestyle which then sets 
a good example for our participants and families. 
 
VACATION 
Permanent full-time employees shall accrue the following vacation benefits based on the 
date of employment: 
 

Length of Service Days Earned 
>6 Months None 
<6 but >12 Months 5 
12 Months 10 
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36 Months 12 
48 Months 14 
60 Months 15 
72 Months 16 
84 Months 17 
96 Months 18 
108 Months 19 
120 Months 20 
132 Months 21 
144 Months 22 
156 Months 23 
168 Months 24 
180 Months 25 

 
Employees who have documented years of professional experience with a prior employer 
will be given consideration for those years of professional employment and may be 
placed at the appropriate level on the vacation schedule.  

A. All employees must complete six (6) months of continuous employment to be 
eligible for paid vacation.  Although employees earn 5 days during introductory 
period; the employee is not eligible to take the days until end of introductory 
period. 

 
B. Employee vacation days cease to accrue when an employee reaches one year of 

unused vacation days. Under no circumstances will an employee be allowed to 
accrue more than the equivalent of one year’s vacation credits. 

 
C. Upon termination of employment, the employee shall be paid for accrued and 

unused vacation credits.  
 

D. Failure to return to work at the conclusion of an approved vacation will be 
considered a voluntary resignation by the employee. 

 
 
HOLIDAYS 
All full-time employees shall be entitled to the following holidays with pay: 
  

New Year’s Eve Labor Day 
New Year’s Day Thanksgiving Day 
Good Friday Friday after Thanksgiving
Memorial Day Christmas Eve 
Independence Day Christmas Day 

     
SICK AND INJURY LEAVE 
Full-time employees may be allowed leave with pay when leave is due to an employee’s 
sickness or injury, at the rate of one (1) day per month cumulative to sixty days (60). 
Remaining sick days are accumulated toward IMRF sick day service credit.  Employees 
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are not paid for unused sick time upon resignation or termination from the agency.  
Unused sick days are reported to IMRF upon terminations of employment or retirement. 

A. Sick leave shall be allowed when the employee is actually sick, injured or disabled.  
To the extent that the employee is physically unable to work due to pregnancy and 
its related conditions, pregnancy is considered an illness just as any other illness.  
The use of sick leave under false pretenses shall be cause for disciplinary action. 
 

B. If an employee is unable to report to work due to illness, the supervisor must be 
notified prior to the designated work starting time on the day the illness occurs.  If 
the supervisor cannot be reached, the employee must notify the Superintendents 
or Executive Director. 

 
C. If an employee’s sick leave lasts three consecutive days, if there is suspected 

abuse of this policy, or at the discretion of the NWSRA the Executive Director or a 
designated representative may require a written statement from the attending 
physician certifying that the condition prevents the employee from performing the 
duties of the position and designating a specific period of recuperation.  Upon the 
employee’s return to work, the Executive Director or a designated representative 
may require a written statement from the attending physician certifying that the 
employee is physically capable of performing the duties of the position. 

 
D. The purpose of this policy is to insure that NWSRA is promptly and fully informed 

of all employee injuries that (1) may affect the employee’s ability to perform the 
duties, or (2) may be aggravated or create a greater risk of additional injury to the 
employee in the discharge of the duties.  It is further intended by this policy to 
establish open lines of communication among the injured employee, the attending 
physician, and the employee’s supervisor so that the employee may return to work 
following an injury or illness with responsibilities consistent with the condition and 
the workload and staffing requirements of NWSRA. 

 
E. Sick leave benefits may be unavailable if provisions “Sick and Injury Leave” B and 

“Sick and Injury Leave” C are not complied with by the employee. 
 

F. Employees may apply for disability benefits under the Illinois Municipal Retirement 
Fund (IMRF).  IMRF disability benefits start on the thirty-first (31st) day after the 
beginning of the illness.  

1. Employees may be eligible for up to twelve weeks of unpaid leave under 
the Family Medical Leave Act (see Section “Leaves of Absence” if illness or 
disability prevents them from work for an extended period of time.)  Taking 
such a leave does not prevent the employee from also receiving Illinois 
Municipal Retirement Fund (IMRF) benefits. 

 
2. If an employee’s absence exceeds thirty (30) days, the employee may 

contact the Illinois Municipal Retirement Fund (IMRF) regarding leave of 
absence coverage. 
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H. Sick leave may be granted in the case of illness in the immediate family.  
1.  In case of illness in the immediate family, requiring the employee’s personal 

care, the supervisor may approve sick leave.  For the purpose of this 
section, immediate family shall mean the employee’s or the employee’s 
spouse’s mother, father, husband, wife, children, brother, sister, or 
grandparents, or any relative living in the same household with the 
employee or dependent upon the employee’s care. 
 Proof of illness of the employee’s relative in the form of a written 

statement from the attending physician may be required for sick leave 
that lasts three (3) or more days. 

2. The employee must notify the supervisor of the need for such sick leave at 
least one hour before the start of their shift or work day, and, if that is not 
possible, as soon practical. 

 
I. Failure to return to work at the conclusion of an approved sick leave shall result in 

the voluntary resignation of the employee. 
 
LEAVES OF ABSENCE 
All employees shall be entitled to a leave of absence under the following circumstances 
and subject to the following conditions. 

A. Funeral/Death in the Family 
  A leave of absence with pay may be granted in the case of death in the immediate 

family.  For the purpose of this section, immediate family shall mean the 
employee’s or the employee’s spouse’s mother, father, husband, wife, children, 
brother, sister, or grandparents or any relative living in the same household with 
the employee or dependent upon the employee’s care. 

1. The employee must notify their supervisor of the need for such leave of 
absence within the twenty-four (24) hours of the start of the actual absence. 

 
2. Funeral time up to three (3) days (day of funeral and two (2) calendar days 

preceding) for full time Association employees will be given when a death 
occurs in the immediate family. 

 
3. Sick leave of one (1) day or less may be granted to an employee upon 

request to serve in a funeral.  Sick leave for this purpose must be approved 
by the Superintendents.  

 
4. In considering requests for such leave, the Superintendents shall evaluate 

whether or not the occasion actually requires that the employee be absent 
from work, along with the employee’s attendance record and general work 
record. 

 
B. Jury Duty 
  A leave of absence with pay may be granted to an employee who is selected for 

jury duty.  The employee may keep the payment as reimbursement for expenses 
associated with jury service, but must present the jury duty summons to his 
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immediate supervisor as proof of jury duty service in order to receive full pay 
benefits. 

 
C. Personal Days 

Full-time employees are granted four (4) paid personal days per calendar year. 
Personal days will be issued on the first of January. Personal days are granted to 
employees to allow paid time off for personal reasons of any nature, including 
holidays not recognized by NWSRA. 

 
Personal days are not cumulative and must be taken during the year granted or 
they will be forfeited without compensation. Personal days earned but not yet 
used will not be paid to an employee upon separation. 

 
An employee requesting personal business days must submit a request for time off 
and arrange for substitutes, if applicable.   

 
D. Military Service 

An employee who is a member of the United States Army, Navy, Air Force, 
Marines, Coast Guard, National Guard, or Reserves will be granted a leave of 
absence for military service, training or related obligations in accordance with 
applicable law.  

 
Full-time employees may take leave without pay to participate in mandatory 
military training and duty in the United States Armed Forces for the actual 
duration of such training and duty. Employees on military leave may substitute 
their accrued paid leave for unpaid leave. 

 
Employees must provide NWSRA with at least thirty (30) days advance written 
notice prior to the start of leave for military service except in cases of national 
emergency. Such notice must include, without limitation, a copy of the orders. 
Upon return to NWSRA from military training, the employee must submit a 
statement signed by an appropriate military official indicating the time spent in 
military training and/or service. 

 
Pursuant to the Local Government Employees Benefits Continuation Act (50 
ILCS 140/2), if employee is  a member of the National Guard or of the United 
States Armed Services Reserve, employee may be entitled to leave with pay 
when called into service by the President of the United States as provided by 
law.  Under this Act, and if eligible, salary continuation shall include health 
insurance and any other benefits employee was receiving at the time employee 
was called up.  The salary will be offset by military pay. 

 
Employee is also eligible for leave with pay, for not more than ten (10) working 
days, to take part in annual encampments or training cruises. Employee will 
receive the difference between regular salary and base military pay. Employees 
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should retain their military pay vouchers. Upon return, employee must furnish 
official proof of pay during your tour of duty in order to receive pay from NWSRA. 

 
Employees inducted into the Armed Services of the United States under the 
Military Selective Service Act (or under any prior or subsequent corresponding 
law) for training and service shall receive military leave and reemployment 
benefits in accordance with applicable law. Employees who enlist in the Armed 
Services of the United States shall also receive military leave and reemployment 
benefits in accordance with applicable law. 

 
During a military leave of less than 31 days, an employee is entitled to continued 
group health plan coverage under the same conditions as if the employee had 
continued to work. For military leaves of more than 30 days, an employee may 
elect to continue his health coverage for up to 18 months of uniformed service, 
but may be required to pay all or part of the premium for the continuation 
coverage. [NOTE:  Employees and/or dependents who elect to continue their 
coverage may not be required to pay more than 102% of the full premium for the 
coverage elected. The premium is to be calculated in the same manner as that 
required by COBRA.] 

 
E. Special  
 A special leave of absence without pay may be granted to an employee at the 

discretion of the NWSRA on a non-precedential basis.  Special leave of absence 
without pay must be approved by the Board. 

1. An employee requesting a special leave of absence without pay shall file a 
written request with the supervisor stating the reason for his request and the 
beginning and ending dates of the leave.  The Superintendents shall 
recommend acceptance or denial of the request to the Executive Director 
and the Board.  The employee shall be notified in writing of the action taken 
on his request. 

 
2. Request for a special leave of absence without pay shall be for a period not 

to exceed one (1) year. 
 
3. Requests for an extension of a special leave of absence without pay shall 

be subject to all of the requirements of the original request as set forth in 
section “Leaves of Absence”, E,1, and requests which will result in a special 
leave in excess of one year will not be considered. 

 
4. In considering requests for special leave of absence without pay, the 

Executive Director and Board shall evaluate the operational requirements of 
the Association, the availability of temporary substitute personnel, the work 
and attendance record of the employee, and the reason for the request. 
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5. During the period of approved leave of absence without pay, the following 
will be suspended: 
 The accrual of service time as it relates to longevity and seniority. 
 The accrual of vacation and sick leave credits. 
 Illinois Municipal Retirement Fund and Social Security contributions.  

However, the employee has the option of filing with the Illinois Municipal 
Retirement Fund for Benefit Protection Leave. 

 Health and life insurance benefits.  However, the employee has the 
option of paying the monthly premiums in order to continue coverage. 

 Illinois Municipal Retirement Fund (IMRF) benefits.  However, the 
employee should contact IMRF concerning the procedures necessary 
for an approved IMRF leave of absence. 

 
6. Employees wishing to take a special leave of absence without pay must 

realize that all positions in the Association are subject to elimination by 
reorganization.  Therefore, absolute assurance of reinstatement cannot be 
given.  However, if the position is still in existence at the conclusion of this 
special leave, and has not been filled, the employee shall resume the same 
status therein.  If the position no longer exists, or has been filled, an effort 
will be made to place the employee in a suitable position as soon as 
possible.  In any event, the employee will retain their status as to creditable 
service for the purpose of vacation and sick leave benefits. 

 
F. Family and Medical Leave Act  

The Family and Medical Leave Act of 1993 (FMLA) (29 U.S.C § 2601, et seq.) was 
enacted on February 5, 1993 by the U.S. Congress.  The law became effective 
August 5, 1993, and is administered and enforced by the U.S. Department of 
Labor’s Employment Standards Administration, Wage and Hour Division. 

 
“Serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involve one of the following: 

 
 Hospital Care - Inpatient care in a hospital, hospice, or residential 

medical care facility, including any period of incapacity relating to the 
same condition. 

 Absence Plus Treatment - A period of incapacity of more than three 
consecutive calendar days (including any subsequent treatment or 
period of incapacity relating to the same condition) that also involves 
either: (1) treatment two or more times by a health care provider, by a 
nurse or physician’s assistant under direct supervision of a health care 
provider, or by a provider of health care services under orders of, or on 
referral by, a health care provider; or (2) treatment by a health care 
provider on at least one occasion that results in a regimen of continuing 
treatment under the supervision of the health care provider. 

 Pregnancy - Any period of incapacity due to pregnancy or for prenatal 
care. 
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 Chronic Conditions Requiring Treatment - A chronic condition that: 
requires periodic visits for treatment by a health care provider, or by a 
nurse or physician’s assistance under direct supervision of a health care 
provider; continues over an extended period of time; and may cause 
episodic rather than a continuing period of incapacity. 

 Permanent/Long-Term Conditions Requiring Supervision - A period of 
incapacity that is permanent or long-term due to a condition for which 
treatment ay be effective.  The employee or family member must be 
under the continuing supervision of, but need not be receiving active 
treatment by, a health care provider. 

 Multiple Treatments (non-chronic conditions) - Any period of absence to 
receive multiple treatment (including any period of recovery therefrom) 
by a health care provider or by a provider of health care services under 
orders of, or in referral by, a heath care provider, either for restorative 
surgery after an accident or other injury, or for a condition that would 
likely result in a period of incapacity of more than three consecutive 
calendar days in the absence of medical intervention or treatment. 

 
"Health Care Provider" means: 

 Doctors of Medicine or Osteopathy authorized to practice medicine or 
surgery by the state in which the doctor practices; or 

 Podiatrists, Dentists, Clinical Psychologists, Optometrists and 
Chiropractors (limited to manual manipulation of the spine to correct a 
subluxation substantiated by x-ray) authorized to practice, and 
performing within the scope of their practice, under state law; or 

 Nurse Practitioners and nurse-midwives authorized to practice, and 
performing within the scope of their practice as defined under state law; 
or 

 Christian Science Practitioners listed with the First Church of Christ, 
Scientists in Boston, Massachusetts. 
 

NWSRA will follow the provisions established under this law.  The law contains provisions 
on employer coverage; employee eligibility for the benefits; entitlement to leave, 
maintenance of health benefits during leave, and job restoration after leave; notice and 
certification of need for FMLA leave; the protection for employees who request to take 
FMLA leave.  These provisions are outlined below. 

1. Eligibility and Entitlement: 
  To be eligible for FMLA benefits, an employee must: 

 have worked for the Association for a total of at least 12 months; 
 have worked at least 1,250 hours over the previous 12 months. 

 
 An eligible employee is entitled to up to a total of 12 work weeks paid or 

unpaid leave during any 12 month period for one or more of the following 
reasons: 

 
 birth and/or care of a newborn child of the employee; 
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placement of a child for adoption or foster care with the employee; 
 to care for the employee’s spouse, child or parent (not an in-law) with a 

serious health condition; or 
 when the employee is unable to perform the functions of their job 

because of a serious health condition. 
 

2. Leave Benefits: 
 Eligible employees may request up to 12 work weeks of leave in any 12 

month period. 
 FMLA leave shall be without pay except employees must substitute 

vacation and sick time before commencing into unpaid leave.  Benefits 
do not accrue while on unpaid leave. 

 Group health care for the employee should remain in effect. 
 Gasoline allowance will not be granted during the leave. 
 Under some circumstances, employees may take FMLA leave 

intermittently, which means taking leave in blocks of time or by reducing 
the normal work schedule within the parameters of the leave benefit.  
Intermittent leave will be considered with medically necessary situations 
or other situations, and will be subject to approval by the NWSRA 
administration. 

 Spouses employed by the Association are jointly entitled to a combined 
total of 12 work weeks of leave. 

 Leave for birth or placement for adoption or foster care must conclude 
within 12 months of the birth or placement, if such leave is taken for the 
care of a new born child, for placement with the employee for adoption 
or foster care, or for care of a parent with a serious health condition. 

 The employee is entitled to return, at the expiration of the leave, to the 
same position or an equivalent position.  Failure to return to work at the 
conclusion of any approved leave shall result in voluntary resignation by 
the employee. 

 
   
Refer to the NWSRA Operational Manual for the comprehensive procedures 
related to this policy. 
 

G.  Illinois Family Military Leave Act 
1. Eligibility - For the purpose of this Act, employee is defined as a person 

employed for at least 12 months with at least 1250 hours of service during 
the last 12 month period immediately preceding the commencement of the 
leave. 

 
2. Notice - If the leave under this Act is for five (5) consecutive work days or 

more, the employee must provide the NWSRA with at least fourteen (14) 
days notice in advance of the leave date.  For leave of less than five (5) 
consecutive work days the employee should provide as much advance 
notice as is practicable. 
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3. Benefits – Employees shall maintain benefits at the employee’s expense 

for the duration of the leave 
 

4. Verification – The NWSRA may require certification from the proper 
military authority to verify the employee’s eligibility for the family medical 
leave requested. 

 
H. Military Family Leave 

NWSRA will provide military family leave in accordance with the law.  Public Law 
110-181. Section 585 (a) of the NDAA amended the FMLA provides eligible 
employees working for covered employers two important new leave rights related 
to military service: 

1. New Qualifying Reason for Leave   
Eligible employees are entitled to up to 12 weeks of leave because of “any 
qualifying exigency” arising out of the fact that the spouse, son, daughter, 
or parent of the employee is on active duty, or has been notified of an 
impending call to active duty status, in support of a contingency operation. 
By the terms of the statute, this provision requires the Secretary of Labor 
to issue regulations defining “any qualifying exigency.” In the interim, 
employers are encouraged to provide this type of leave to qualifying 
employees. 
 

2. New Leave Entitlement  
An eligible employee who is the spouse, son, daughter, parent, or next of 
kin of a covered service member who is recovering from a serious illness 
or injury sustained in the line of duty on active duty is entitled up to 26 
weeks of leave in a single 12 month period to care for the service 
member. This provision became effective immediately upon enactment. 
This military caregiver leave is available during “a single 12 month period” 
during which the eligible employee is entitled to a combined total of 26 
weeks of all types of FMLA leave.   

  
I.  Victims’ Economic Security and Safety Act Of 2003 

1. Basis of Leave - The NWSRA will provide up to 12 weeks of unpaid leave 
from work on an intermittent or reduced work schedule basis to an 
employee who is a victim of domestic or sexual violence (or who has a 
family or household member who is a victim of domestic or sexual 
violence) to address domestic or sexual violence if the employee is: 
A. Seeking medical attention for, or recovering from, physical or 

psychological injuries caused by domestic or sexual violence to the 
employee or the employee’s family or household member; 

 
B. Obtaining services from a victim services organization for the 

employee or the employee’s family or household member; 
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C. Obtaining psychological or other counseling for the employee or the 

employee’s family or household member; 
 
D. participating in safety planning, temporarily or permanently relocating , 

or taking other actions to increase the safety of the employee or the 
employee’s family or household member from future domestic or 
sexual violence or ensure economic security; or 

 
E. seeking legal assistance or remedies to ensure the health and safety 

of the employee or the employee’s family or household member, 
including preparing for or participating in any civil or criminal legal 
proceeding related to or derived from domestic or sexual violence.  

 
2. Definitions –  

 “Family or household member” means a spouse, parent, son, 
daughter and persons jointly residing in the same household whose 
interests are not adverse to the employee as it relates to the 
domestic or sexual violence. 
 

 “Parent” means the biological parent of an employee or an 
individual who stood in loco parentis to an employee when the 
employee was a son or a daughter. “Son or daughter” means a 
biological, adopted, or foster child, a stepchild, a legal ward, or a 
child of a person standing in loco  parentis, who is under 18 years 
of age or is 18 years of age or older and incapable of self care 
because of a mental or physical disability. 

 
3. Period of Leave - Employee shall be entitled to a total of 12 workweeks of 

unpaid leave during any 12 month period. (This policy does not create a 
right for an employee to take unpaid leave that exceeds the unpaid leave 
time allowed or is in addition to the unpaid leave time permitted by, the 
federal Family and Medical Leave Act) 

 
4. Existing Leave - The employee may use any available paid or unpaid 

leave (including family, medical, sick, annual, personal, etc.) from 
employment, in substitution for any period of such leave for an equivalent 
period of leave. 

 
5. Notice - The employee shall provide the NWSRA with at least 48 hours’ 

advance notice of the employee’s intention to take the leave, unless 
providing such notice is not practicable.  When an unscheduled absence 
occurs, the NWSRA will not take any action against the employee if the 
employee, within a reasonable period after the absence (generally defined 
herein as 15 days) provides certification as shown under the next section. 
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Refer to the NWSRA Operations Manual for the comprehensive procedures 
related to this policy. 
 

J.  Employee Blood Donation Leave Act 
1. Eligibility - Any full-time employee who has been employed by the 

NWSRA for at least six (6) months shall be entitled to up to one hour 
blood donation leave, with pay, every 56 days. 

2. Notice - The employee shall submit a written request for leave before 
donating or attempting to donate blood. Medical documentation of the 
appointment to donate blood shall be proved at the time of said written 
request. 

3. Verification - The NWSRA may require a written statement from the 
blood bank confirming that the employee kept the appointment to donate 
blood.  

 
K.  School Visitation Rights Act 

Employees who have worked for the NWSRA at least six (6) months for an 
average of at least twenty (20) hours per week, may be eligible to take up to 
eight (8) hours of unpaid school visitation leave per school year to attend school 
conferences or classroom activities related to their child(ren) if the conference or 
classroom activities cannot be scheduled during non-work hours.  For purposes 
of this policy, “school” means any public or private primary or secondary school 
or educational facility located in Illinois or a state that shares a common 
boundary with Illinois. 

 
Refer to the NWSRA Operational Manual for the comprehensive procedures related to 
this policy. 

 
INSURANCE 

A. Health 
NWSRA shall obtain and maintain group health insurance for employees and their 
immediate families in such forms and amounts as shall from time to time be 
established by the Board and defined by the policy that is in force.  For the 
purpose of this section, immediate family shall mean the employee's spouse and 
dependent children as defined by the policy that is in force.  Group health 
insurance coverage shall commence at the start of employment. NWSRA reserves 
the right to change, modify, cancel or discontinue any group insurance plans or 
change the amount of the required employee premium with or without notice. 

B. Life 
NWSRA may obtain and maintain group term life insurance for employees in such 
forms and amounts as shall from time to time be established by the Board and 
defined by the policy that is in force. 

C. Other Insurance or Related Services 
From time to time NWSRA offers employees the option to participate in programs 
which may be of benefit to the employee.  These programs are offered as a 
service to employees and are not to be considered permanent in nature as the 
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programs may be terminated at any time.  Employees must meet all guidelines 
and conditions as set forth by the program administrators for participation in such 
programs.  Examples of related service programs are:  deferred compensation 
plans and supplemental insurance (i.e. special cancer insurance). 

 
WORKERS' COMPENSATION  
NWSRA employees, are covered under the Illinois Workers' Compensation Act.  The 
Act provides for medical care and replacement of wages if an employee sustains an 
injury arising out of and occurring in the course of employment with NWSRA. Non-job-
related illnesses or injuries, or illnesses or injuries not related to the performance of 
assigned duties are not covered under the Act. All employees must adhere to the 
following conditions: 

A. Any work-related injury or illness (even if the employee is uncertain if the injury or 
illness is work-related, but suspects it might be work-related) must immediately 
be reported directly to the employee’s immediate supervisor or superintendents if 
the immediate supervisor cannot be reached directly. Note:  Failure to 
immediately report an injury or illness may jeopardize the employee’s eligibility 
for worker’s compensation benefits. 

Modified Duty Program - Modified Duty Program is for employees who have sustained 
injuries or illnesses arising out of and in the course of their employment with NWSRA 
(“work-related injury”). 

The Modified Duty Program provides a temporary modified work assignment for up to 
ninety days, when feasible, available and applicable.  The feasibility of modified duty will 
be determined on a case-by-case basis, taking several factors into consideration, and is 
the sole discretion of the Executive Director.  These factors include, but are not limited 
to the specific physical or mental limitations, the essential functions of the temporary job 
assignment, the work environment and the ability of the Executive Director to provide 
accommodation.  Noncompliance or failure to cooperate with the Modified Duty 
Program may affect workers compensation benefits and result in possible disciplinary 
action, up to and including dismissal. 

Refer to the NWSRA Operations Manual for the comprehensive procedures related 
to this policy. 

 
ILLINOIS MUNICIPAL RETIREMENT FUND 
All employees who work 1,000 hours or more annually are required to participate in the 
Illinois Municipal Retirement Fund (IMRF).  IMRF is established under Illinois Statute to 
provide a program or retirement annuities and disability and death benefits for employees 
of local governments.  All participating employees contribute a percentage of their salary 
or wages to IMRF through payroll deduction in accordance with current IMRF regulations. 
 
In accordance with the relevant state statutes, all participating employees may utilize 
unpaid sick leave for the purpose of accumulating up to one year of additional pension 
service credit upon retirement.  The additional credit would be earned at the rate of one 
month extra service for every 20 days of unpaid sick leave. 
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SOCIAL SECURITY 
All employees are covered under Social Security and will have payroll deductions made 
in accordance with current Social Security regulations. 
 
REIMBURSEMENTS 

A. Reimbursement for mileage 
All Employees who are required and authorized to use their personal car in the 
performance of NWSRA duties shall receive reimbursement for mileage at an 
annually established rate in the budget approved by the Board of Trustees.  All the 
employees who receive a car reimbursement shall be required to submit a copy of 
their automobile insurance policy. 

B. Reimbursement for Uniform, Protective Clothing, or Equipment Expenses 
NWSRA shall provide any uniform or protective clothing or equipment required as 
part of job performance, whether because of the need to establish public identity, 
safety requirements, or the duties of the position cause unusual clothing 
depreciation.  The Superintendents shall determine the need for uniforms or 
protective clothing or equipment. 

 
EDUCATION AND TRAINING 

A. Service Training 
It shall be the practice of NWSRA to conduct special in-service training programs 
which will better equip an employee to fulfill his job responsibilities. 

B. Education and Tuition Reimbursement 
If, in the opinion of the Executive Director and Superintendents, some benefit will 
accrue to the NWSRA, permission may be granted to full-time employees to attend 
educational courses and to make partial or full reimbursement of tuition.  Subject to 
budgetary provisions. 
1. Requests for tuition reimbursement must be made before the educational 

course is taken. 
 

2. Tuition reimbursement will be granted only upon successful completion of the 
educational course.  Successful completion is defined as a minimum Grade of 
C for undergraduate level class or B for graduate level class. 

 
3. Time off may be granted by the Executive Director upon recommendation of 

the Superintendents to attend educational courses if work schedules can be 
arranged and if it is determined that the education will make the employee 
more valuable to the Association. 

 
C. Conferences and Seminars 
  Opportunities to attend and participate in professional conferences, conventions, 

seminars and technical meetings shall be provided to all employees.  With prior 
approval of the Executive Director and Superintendents and subject to budgetary 
provisions, an employee may attend such functions without loss of pay and at 
NWSRA expense.   
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MEMBERSHIPS/MEMBERSHIP DUES 
The NWSRA will maintain membership in those related professional organizations which 
contribute to the public relations, professional knowledge and general effectiveness of the 
NWSRA.  Materials and publications secured as a result of membership provided by the 
NWSRA shall be made available for use by other staff members.  Membership in a local 
service club may be provided for selected Association staff as a public relation benefit to 
NWSRA.  Staff must have the recommendation of the Superintendents with final approval 
by the Executive Director.  Before indicating a willingness to accept nomination or 
appointment to office requiring time during normal working hours, approval must be 
secured from the Executive Director. 
 
PARK DISTRICT FACILITY USAGE 
Full time employees of NWSRA may utilize park district facilities, programs and/or 
services as defined by the park district for their own full time employees. Facility usage 
benefits for NWSRA employees may vary by Park District.   Employees must submit their 
request to the Superintendents for facilitation of the request, which would then be 
submitted to the NWSRA Board Representative of the park district.  Staff must comply 
with the park district’s registration and eligibility requirements. 
   
EMPLOYEE LONGEVITY RECOGNITION PROGRAM 
The NWSRA Employee Longevity Recognition Program is designed to honor long term 
employees for their years of dedicated service to NWSRA.  Full-time employees are 
recognized at the first Board Meeting following their anniversary date, per the following 
schedule: 
 
Years of Service: Framed: Presented By: Bonus: 
1 Service Certificate Supervisor None None 
3 Letter Director Lunch with Director 
5 Letter Board 50.00  
10 Letter Board 50.00 1 vacation day 
15 Letter Board 100.00 2 vacation days 
20 Proclamation Board 150.00 3 vacation days 
25 Proclamation Board 150.00 5 vacation days 
30 Proclamation Board 150.00 5 vacation days 
 

 An employee's years of service are calculated based on the anniversary date 
of employment. 

 Any employee whose latest evaluation for the current fiscal year has resulted 
in their receipt of an "unsatisfactory" or "less than average" service rating shall 
not be eligible for the longevity bonus. 

 Upon termination of employment, the longevity bonus shall be paid providing 
that the employee meets the provisions of the program and has completed his 
service year through his anniversary date. 

 The recognition check is net amount and equal to the years of service amount. 
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SUGGESTION SYSTEM 
All employees who have suggestions for the improvement of services, reduction of costs, 
improvement of safety or training, or other related programs or plans are encouraged to 
discuss their suggestions with their supervisor.  All suggestions shall be considered.  The 
employee shall be notified of the disposition of his suggestion.  Particularly meritorious 
suggestions may be recognized with special awards (such as safety suggestion program 
bonus) as recommended by the Executive Director.   
 
CREDIT UNION  
All employees are eligible to participate in the Metro Federal Credit Union.  The employee 
may authorize Credit Union deductions from his paycheck upon completion of the 
appropriate forms. 
 
Section 4.0 – SALARIES AND WAGES 
 
ESTABLISHMENT 
A Salary Range Sheet consisting of minimum and maximum rates of pay shall be 
established upon recommendation of the Executive Director and approval of the Board.  
The schedule shall include all full-time NWSRA positions with the exception of the 
Executive Director.  Pay ranges shall relate directly to the job description and shall be 
determined with due regard to the ranges of pay for other positions, the relative difficulty 
and responsibility of the position, requisite qualifications, availability of employees in 
particular occupations, prevailing rates of pay for similar employment in private 
establishments and other municipal governments in the area, cost of living factors, the 
financial policies of NWSRA, and other economic considerations.  NWSRA may change 
the Salary Range Sheet at any time at its sole discretion. 

 
MERIT SALARY AND WAGE INCREASES 
All employees may be eligible for a merit salary or wage increase upon successful 
completion of the introductory period, completion of core certifications requirements and 
subsequently on the anniversary date of employment.  Such increase will be based on 
recommendation of the Superintendents and approval of the Executive Director or Board, 
including written justification based on evaluation of job performance and other pertinent 
data, and depending on the financial resources of the Association.  Merit salary and wage 
increases more often than specified may be granted by the Executive Director based on 
recommendation of the Superintendents including detailed written justification. The Board 
shall authorize, when resources permit, up to an additional 1% of total salary budget merit 
pool. The merit pool shall not accrue from year to year, but will be budgeted on an annual 
basis.   The Executive Director may award for an individual significant performance or 
accomplishment that is completed. This is a one time merit bonus, not an addition to base 
salary.     
 
OVERTIME COMPENSATION 
Overtime compensation for non-exempt employees under the Fair Labor Standards Act, 
employees shall be at a rate of 1-1/2 times the regular rate of pay for employees who 
work in excess of 40 hours per week.  A work week shall be defined as a seven 
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consecutive day work period beginning 12:01 a.m. Sunday and continuing through 
midnight Saturday. 
 
TOTAL COMPENSATION 
Any salary or wage established for a full-time or introductory employee shall be the total 
compensation for the employee, but not to be construed as including health or life 
insurance protection.  Except as otherwise provided, no employee shall receive pay from 
the NWSRA in addition to the salary or wage authorized under the schedules provided in 
the Salary Range Sheet for services rendered either in the discharge of ordinary duties or 
any additional duties which may be imposed upon the employee or which they may 
undertake or volunteer to perform.  This provision shall not apply to overtime 
compensation (Section 4.0, Total Compensation), the longevity bonus (Section 3.0, 
Employee Longevity Program), car reimbursement (Section 3.0, Reimbursements) 
uniform or protective clothing or equipment reimbursement (Section 3.0, 
Reimbursements), tuition reimbursement (Section 3, Education and Training), 
reimbursement for authorized travel (Section 3, Education and Training), the monetary 
recognition of suggestion for the improvement of NWSRA services (Section 3.0, 
Employee Longevity Program), or in other circumstances by Board approval. 
 
PAYROLL 

A. Periods - All employees shall be paid biweekly on Fridays.  When a Friday payday 
is a holiday, paychecks shall be issued the preceding Thursday. 
 

B. Deductions - Automatic payroll deductions shall be made for Federal and State 
income tax purposes and the Illinois Municipal Retirement Fund.  Credit Union or 
other similar deductions may be arranged for at the employee's request.  Payroll 
deductions for other good and valid reasons may be authorized by the Executive 
Director.  Except as required by law or court order, deductions will not be taken 
without permission of the employee. 

 
C. Paychecks - Paychecks are available to the wage earner and not to their spouse 

or family unless a request is approved in advance by the Supervisor. 
 
Section 5.0 - EMPLOYMENT RULES AND REGULATIONS 
 
It is the express purpose of this section of the personnel policies that responsibilities shall 
be clear on the part of both the employee and NWSRA to insure appropriate treatment of 
all employees and to insure that all employees carry out their duties.  Any employee who 
violates or abuses any provision herein shall be subject to disciplinary action up to and 
including discharge.  These rules are not all inclusive and, depending on the 
circumstances, other conduct which is unacceptable in NWSRA's opinion may result in 
disciplinary action. 
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HOURS OF WORK 
The normal work week for all full-time employees shall be 40 hours except for some 
clerical employees who may work less than 40 as specified by job classification.  Daily 
hours of work shall be established by the administrative staff. 

 
In the case of appointive, management, supervisory, and professional employees, the 
normal work week shall be as established by the Executive Director or designated 
representative as necessary to properly perform the duties of the job.  These employees 
shall be considered to be on duty whenever a need exists for their services. 
  
PUNCTUALITY 
Employees shall report promptly at the designated starting time and shall devote their 
entire efforts during working hours to assigned duties. 
 
UNABLE TO REPORT TO WORK 

 If an employee is unable to report to work due to illness, or other emergency, the 
supervisor must be notified at least one hour before the start of their shift or work 
day, and, if that is not possible, as soon as possible.  Staff are expected to inform 
the supervisor of any programs, meetings, or other responsibilities that will 
necessitate replacement by other staff, as well as to suggest possible replacement 
options.   

 
 If the supervisor cannot be reached, the employee must notify the Superintendents 

and, if the Superintendents cannot be reached, the employee must notify the 
Executive Director's office of the absence or lateness. 

  
ABSENCE WITHOUT AUTHORIZATION 
Any absence of an employee from assigned duties which is not authorized as provided 
for in these personnel policies shall be considered an absence without authorization.  Any 
such absence shall generally be without pay and shall be subject to disciplinary action up 
to and including discharge.  An employee who is absent without authorization or without 
notification to the supervisor (or the Superintendents or the Executive Director's office if 
the supervisor cannot be reached) for a period of three (3) consecutive working days shall 
generally be deemed to have voluntarily resigned employment with the Association.  The 
employee may be reinstated with full seniority by subsequent authorization of leave only if 
the conditions warrant in the Association's opinion (for example, if it is shown that the 
employee was unable to notify NWSRA at any time during the three day period due to 
circumstances beyond their control). 
 
LUNCH AND REST PERIODS 
Employee’s lunch break shall occur no later than 5 hours after the start of their day. 
 
PUBLIC RELATIONS 
As personnel of NWSRA, each employee serves as a representative of the Association to 
any individual with whom he comes in contact.  Therefore, it is expected that each 
employee shall be a credit to and exhibit loyalty to the Association.  Employees are 
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expected to be courteous with the public, with their fellow employees, and with 
supervisors.  Strong attention to customer service is expected at all times. 

 
 
ON-THE-JOB SAFETY 
Safety while on the job shall be the responsibility of every employee of NWSRA.  All 
employees shall exercise caution and observe all safety rules and regulations applicable 
to their respective positions and the operation of equipment.  Various items of safety 
equipment shall be made available to all employees for their own protection and the 
protection of fellow workers.  Such items must be worn by employees while engaged in 
work requiring them.  Employees who fail to use or wear safety equipment that has been 
so furnished shall be subject to disciplinary action.  All employees shall be expected to be 
alert for and to report any safety hazards which could affect the general public or 
employees of NWSRA. 
 
ALCOHOL AND DRUG ABUSE 
The Northwest Special Recreation Association has implemented an Alcohol and Drug 
Abuse Policy in response to overwhelming evidence that alcohol and drug abuse has a 
detrimental impact on employees' health, job performance, safety, and efficiency. Since 
NWSRA employees operate, supervise and maintain facilities, programs and equipment 
for use by members of the public and perform services that may have a direct effect on 
the health and safety of members of the public and fellow employees, the Northwest 
Special Recreation Association wishes to maximize the health and safety of its patrons 
and employees. 
 
This policy also expresses the Northwest Special Recreation Association’s desire to 
satisfy the requirements of the federal and state Drug Free Workplace Acts (41 
U.S.C.A. § 701 et seq. and 30 ILCS 580/1 et seq.). In accordance with these statutes 
and concerns, the Northwest Special Recreation Association has resolved to maintain a 
drug free workplace. 

 
The purpose of this policy is to inform employees of the Northwest Special Recreation 
Association’s investigation, treatment and disciplinary policy relating to alcohol and 
drugs. As such, all Northwest Special Recreation Association employees will abide by 
its terms.  As with all policies in this Manual, this policy is subject to periodic addition, 
modification, or deletion. 

 
This policy does not replace any of the provisions or requirements of the Northwest 
Special Recreation Association’s Controlled Substance and Alcohol Testing Policy for 
positions that require a Commercial Drivers License (CDL). See Alcohol and Drug 
Procedures for CDL employees. 

 
Northwest Special Recreation Association’s employees who operate Northwest Special 
Recreation Association commercial motor vehicles and possess a commercial driver’s 
license have special responsibilities necessitated by the fact that they operate vehicles 
that require additional skill and attentiveness over that of non-commercial motor 
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vehicles. As part of its continuing commitment to safety and to comply with federal law, 
the Northwest Special Recreation Association has established a controlled substance 
and alcohol testing policy for Northwest Special Recreation Association’s positions that 
require a commercial drivers license (see Alcohol and Drug Procedures for CDL 
Employees which follows at end of “Full Time Personnel Policy). Both the Northwest 
Special Recreation Association and the federal government recognize that it is 
important to establish programs to help prevent accidents and injuries resulting from the 
misuse of alcohol or use of controlled substances by drivers of commercial motor 
vehicles. The Alcohol and Drug Procedures for CDL Employees is in addition to and 
supplements and complements rather than supersedes all other Northwest Special 
Recreation Association policies, rules, procedures, and practices, including without 
limitation this Alcohol and Drug Abuse Policy. However, for persons to whom the 
Alcohol and Drug Procedures For CDL Employees applies, in the event of any conflict 
between any of the provisions of the Alcohol and Drug Procedures For CDL Employees 
and the provisions of any other Northwest Special Recreation Association policy, rule, 
procedure, or practice, the provisions of the Alcohol and Drug Procedures For CDL 
Employees will control. 
 
Refer to the NWSRA Operations Manual for the comprehensive procedures 
related to this policy. 
 
OUTSIDE EMPLOYMENT 
Employees shall be allowed to secure employment outside of their job providing 
permission is requested and received from the Executive Director and that the outside 
employment in no way conflicts or interferes with the employee's value to and duties with 
the NWSRA, or that there is no conflict with the interests of NWSRA.  The Executive 
Director and Superintendents will consider whether outside employment will interfere with 
the schedule of programs and services provided by the Association at various intervals for 
the outside employment requested. 
 
Requests to secure outside employment shall be made in writing.  Each change in 
outside employment shall require separate approval.  All requests, whether approved or 
disapproved, shall be placed in the employee's personnel file.  While working in outside 
employment situations, NWSRA employees are not covered by the Association's 
Workers' Compensation insurance.  Employees are prohibited from entering into 
contracts with an individual or a company for the performance of personal services while 
on NWSRA time or using NWSRA equipment.  Employees shall not receive outside 
compensation for performing services on NWSRA time.  For the purpose of this section, 
outside employment shall be defined as any form of non-NWSRA activity whether full-
time, part-time, or short-term, for which an employee receives money, goods, services, or 
other forms of compensation. 
 
ETHICS POLICY 
Employees will follow the Employees Ethics Act (Public Act 93-615 and amended by 
Public Act 93-617) regulating ethical conduct, political activities and the solicitation and 
acceptance of gifts by employees (5 ILCS 430/1-1, et seq.). 
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A. Gifts and Rewards - NWSRA services are not to be extended by an employee in 
exchange for special gifts, rewards or other forms of compensation from outside 
individuals or organizations.  
 

B. Political Activity - NWSRA employees are expected to serve all patrons equally.  
The political opinions or affiliations of any patron should in no way affect the 
amount or quality of service received from NWSRA.  NWSRA rules do not 
preclude an employee from becoming a political candidate or from taking part in 
election campaigns and other lawful political activities.  However, employees may 
not engage in political activities at any time while on duty or when they may be 
identified as an employee of NWSRA by any means such as uniform, insignia, 
motor vehicle or in any other manner.  Political activities include, but are not limited 
to, running as a candidate for public office, soliciting or receiving funds for a 
political party or candidate for public office, soliciting votes for such party or 
candidate, attending political rallies, circulating petition, distribute political literature, 
or encouraging others to do any of the above.  For purposes of this paragraph 
“while on duty” includes those hours scheduled to work or working for NWSRA but 
does not include, breaks, lunches, or other duty-free periods of time. 

 
Employees are also prohibited from interrupting or disturbing other employees 
while on duty.  Political affiliation, preference or opinion will not influence an 
individual’s employment, retention or promotion as a NWSRA employee.  
Employees of NWSRA will not be required to contribute monies to any candidate 
or political party, but may do so on a strictly voluntary basis. 

 
Refer to the NWSRA Operations Manual Ethics Section for comprehensive 
procedures related to this policy. 
 
SOLICITATION AND DISTRIBUTION 

A. Solicitation, distribution or circulation of any non-work related printed materials by 
employees shall not be permitted anywhere during working time (the time 
employees are performing job duties) and non-working time (lunch and rest 
periods) under conditions where it will interfere with other employees who are 
working. 

B. Solicitation, distribution or circulation of any printed materials by non-employees on 
behalf of any individual, organization, group or society shall not be permitted at any 
time in non-public areas or in public areas where it will interfere with employees 
who are working. 

 
FALSE RECORDS 
Falsification of records or reports by any employee shall be cause for disciplinary action 
up to and including immediate discharge. 
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CHANGE IN NAME, ADDRESS, TELEPHONE NUMBER, MARITAL STATUS OR 
DEPENDENTS 
For the purpose of keeping insurance benefits, IMRF benefits, social security benefits, 
income tax withholding records and other benefits, records, and regulations as provided 
for, current employees are requested to notify NWSRA as to any changes in name, 
address, telephone number, marital status or dependents. 
 
 
USE OF ASSOCIATION PROPERTY, VEHICLES AND EQUIPMENT 
For the purposes of this policy, property is defined as buildings, vehicles, facilities, 
electronic equipment and recreation equipment.  NWSRA vehicles, equipment and 
supplies are to be used for NWSRA business only and shall not be used for private or 
unauthorized purposes.  Employees shall be responsible for the care and conservation of 
vehicles, equipment, and supplies and shall promptly report an accident, breakdown or 
malfunction of any unit so that necessary repairs may be made. 
 
While operating NWSRA vehicles, employees shall adhere to the proper rules of the road, 
safety and courtesy.  Any employee who, in the course of their position, operates a 
NWSRA vehicle shall immediately report the suspension or revocation of their driver's 
license to their supervisor.  Driver's license checks will be made on all agency drivers.  
When not required to be used overnight, NWSRA vehicles will be housed at such places 
designated by the Executive Director or a designee.  Vehicle usage sheets will be 
completed indicating the mileage and program destination when the NWSRA vehicles are 
used for program purposes. 
 
NWSRA vehicles may be taken home in cases where the employee is subject to 
emergency calls in off hours.  Such use must be authorized by the NWSRA Executive 
Director for final approval.  The program staff of NWSRA may take NWSRA vehicles 
home, with the approval of the Executive Director, in cases where vehicles will be 
required for a morning program following an evening program.  NWSRA staff will insure 
that all participants riding in NWSRA vehicles will wear proper restraints/seat belts and 
booster seats for safety purposes at all times. 
 
NWSRA has the right to search any NWSRA property at any time. 
 
Refer to the NWSRA Operational Manual for the comprehensive procedures related 
to this policy. 
  
RETURN OF ASSOCIATION PROPERTY 
Any NWSRA property furnished to an employee shall be returned upon request at any 
time during the course of employment or upon termination of employment.  Failure to do 
so may result in discipline, up to and including discharge, and a requirement that the 
employee reimburse the established value to NWSRA through the institution of legal 
proceedings. 
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USE OF PERSONAL PROPERTY 
A. The use of personal property on NWSRA premises shall be subject to the approval 

of the Superintendents and subject to any safety rules or regulations or any other 
established rules or regulations.  The loss or theft of an employee's personal 
property from NWSRA premises shall not be the responsibility of the Association. 

B. The use of personal vehicles to transport program participants shall not be 
permitted under any circumstances. 

 
PERSONAL BUSINESS DURING WORK HOURS 

A. Employees’ use of the Association telephones and cell phones for personal 
reasons is discouraged.  NWSRA requires employees to keep personal calls to a 
minimum and within the realm of good judgment. 
  

B. Employees are discouraged from use of the address of NWSRA offices for receipt 
of personal mail. 

 
C. Employees shall discourage personal telephone calls or visits at work except in the 

case of an emergency. 
 

D. Employees are not authorized to cash personal checks at the NWSRA office. 
 

UNAUTHORIZED PERSONNEL 
Persons other than the employees who are on duty are not permitted in work areas 
without permission of a supervisor. 
 
NON-DISCRIMINATION AND ANTI-HARASSMENT POLICY 
The Northwest Special Recreation Association is committed to a work environment in 
which all individuals are treated with respect and dignity. Each individual has the right to 
work in a professional atmosphere that prohibits discriminatory practices, including 
harassment. Therefore, the Northwest Special Recreation Association expects that all 
relationships among persons in the workplace will be business-like and free of bias, 
prejudice and harassment (775 ILCS 5, et seq.). 
 
It is the responsibility of each and every employee, officer, official, park commissioner, 
agent, volunteer, and vendor of the Northwest Special Recreation Association as well 
as anyone using the Northwest Special Recreation Association’s facilities, to refrain 
from sexual and other harassment. The Northwest Special Recreation Association will 
not tolerate sexual or any other type of harassment of or by any of its employees and 
elected officials.  Actions, words, jokes, or comments based on an individual's race, 
color, religion, sex, age, national origin, citizenship status, ancestry, marital status, 
pregnancy, family status, military discharge status, sexual orientation, gender identity, 
disability or handicap unrelated to an individual’s ability to perform the essential functions 
of the job, association with a person with a disability or handicap, military status, source of 
income, housing status, or any other category protected by law.  No person shall be 
denied the benefits of, or subjected to, discrimination under any program or activity, or in 
employment based on any of the above characteristics will not be tolerated.   
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This policy should not, and may not, be used as a basis for excluding or separating 
individuals of a particular gender, or any other protected characteristic, from 
participating in business or work-related social activities or discussions in order to avoid 
allegations of harassment. The law and policies of the Northwest Special Recreation 
Association prohibit disparate treatment on the basis of sex or any other protected 
characteristic, with regard to terms, conditions, privileges and prerequisites of 
employment. The prohibition against harassment, discrimination and retaliation are 
intended to compliment and further these policies, not to form the basis of an exception 
to them. 
 
Refer to the NWSRA Operational Manual for the comprehensive procedures 
related to this policy. 
 
FITNESS EXAMINATIONS 
If NWSRA has any question concerning an employee's fitness for duty at any time 
NWSRA may require, at its expense (to the extent not covered by insurance), that the 
employee have an examination by a qualified and licensed physician or other appropriate 
medical professional selected by the Association.  The results of any such examination 
required by the NWSRA shall be provided to the Executive Director and appropriate 
supervisory personnel. 
 
PERSONAL APPEARANCE 
All employees are expected to dress in a manner appropriate to their position and to be 
neat and clean in appearance during working hours.   
 
Refer to the NWSRA Operational Manual for additional information regarding this 
policy. 
 
SUSPECTED CHILD ABUSE 
All persons, by law are mandated to report any suspicion or actual witness of child abuse.  
This includes physical harm or injuries that are untreated, sexual abuse, or neglect.  
Protection is offered to the person reporting under the Mandated Reporting Act if 
suspicions are proven false (325 ILCS 511 et seq.). 
 
Staff who observe or suspect child abuse may report it by calling the State of Illinois 
hotline 1-800-252-2873 (1-800-25 ABUSE).  Staff are also encouraged to inform their 
supervisor and the Superintendents.  

 
Refer to the NWSRA Operational Manual for additional information regarding this 
policy. 
 
CONFLICT OF INTEREST 
All employees are expected to be aware of situations that may present a conflict of 
interest between the operations of the Association and outside agencies, businesses, 
groups, or individuals.  Employees should discuss these situations with a supervisor prior 
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to making any commitments that could result in a conflict of interest between NWSRA, 
the employee, or the outside entity. 
 
CONFIDENTIALITY   
All employees are expected to maintain professional standards related to confidentiality.  
Employees are not to discuss information or situations relating to participants with anyone 
other than appropriate staff (supervisor, co-staff of program) in order to problem-solve or 
make decisions.  Furthermore, staff are not to discuss information or situations relating to 
participant or personnel issues in public places or other areas including the internet, such 
as social networking sites, websites, blog sites, etc. where discussions may be heard by 
others who do not have a right to know about such information. 

 
Refer to the NWSRA Operational Manual for additional information regarding this 
policy. 
    
INFORMATION SYSTEMS POLICY 
NWSRA’s phone/voice mail, cell phone, computer, Internet and e-mail systems are 
agency property.  Anything created or loaded into the system becomes the property of the 
agency. 
 
These systems are in place to assist employees in doing their jobs productively and 
efficiently.  To that end, these systems are solely for business purposes.   

 
NWSRA may review anything on its’ information system at any time with or without notice 
to employees and employees should have no expectation of privacy with regard to their 
use of NWSRA phone, voice mail, cell phones, computers, internet, e-mail, etc.  There 
may be occasions when, at its discretion, NWSRA will access mailboxes or files to gain 
information, fulfill an agency business obligation, or in an emergency. 
 
Consent to, and compliance with, these information system policies is a term and 
condition of employment with NWSRA.  Failure to abide by these rules or to consent to 
any interception, monitoring, copying, reviewing, and downloading of any communications 
or files is grounds for discipline, up to and including termination employment.  

 
Refer to the NWSRA Operations Manual for the comprehensive procedures related 
to this policy. 
 
SMOKE FREE ILLINOIS ACT  
NWSRA complies with the Smoke Free Illinois Act (410 ILCS 82, et seq.).  Smoking is 
prohibited inside Park Central and prohibited within a minimum distance of 15 feet from 
entrances, exits, windows that open and ventilation intakes that serve an enclosed area 
where smoking is prohibited.  Employees may not smoke in any facilities or NWSRA 
vehicles. 
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TOXIC SUBSTANCES DISCLOSURE TO EMPLOYEES ACT  
The NWSRA will comply with the Illinois Toxic Substances Disclosure To Employees Act, 
(820 ILCS 255/1 et seg.,) 
 

FIREARM CONCEAL CARRY ACT 

NWSRA complies with the Firearm Conceal Carry Act (430 ILCS 66/1, et seq.) (Act). The 
approved no weapons sign shall be posted on all agency owned building and properties.   

To ensure a safe environment for employees, participants and customers, NWSRA 
prohibits the wearing, transporting, storage, or presence of firearms or other 
dangerous weapons in its facilities or on its property including anywhere the Agency 
business is conducted, such as the NWSRA office and any program location. Any 
employee in possession of a firearm or other weapon while on NWSRA 
facilities/property or while otherwise fulfilling job responsibilities may face disciplinary 
action including termination. A participant, customer or visitor who violates this policy 
may be removed from NWSRA facilities/property and reported to police authorities. 
Possession of a valid concealed weapons permit authorized by the State of Illinois is 
not an exemption under this Policy. 

The provisions of this Policy do not apply to the possession of weapons or firearms 
carried by a law enforcement officer from an external agency conducting official 
business at the Agency, or other exemption pursuant to the Act. 

 
Please refer to the NWSRA Operations Manual for the comprehensive procedures 
related to this policy. 
 
IDENTITY PROTECTION POLICY 
 

NWSRA complies with the Illinois Identity Protection Act (5 ILCS 179/1, et seq.). The 
purpose of this policy is to protect social security numbers from unauthorized disclosure, 
in accordance with provisions of the Identity Protection Act (5 ILCS 179/1 et seq.). 

 
A. REQUIREMENTS 

 All Northwest Special Recreation Association employees who have access to 
social security numbers in the course of performing their duties will be trained 
to protect the confidentiality of social security numbers.  Training will include 
instructions on the proper handling of information that contains social security 
numbers from the time of collection until destruction of the information. 

 Only employees who are required to use or handle information or documents 
that contain social security numbers will have access to such information or 
documents. 

 Social security numbers requested from an individual will be placed in a 
manner that makes it easy to redact the social security numbers if the record 
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which contains them is required to be released as part of a public records 
request. 

 When it collects a social security number, or upon request by the individual 
involved, the NWSRA will provide a statement of the purpose or purposes for 
which the social security number is being collected and used. 

 
B. PROHIBITED ACTIVITIES 

No NWSRA employee may do any of the following: 
1. Publicly post or publicly display an individual’s social security number in any 

manner.  "Publicly post" or "publicly display" means to intentionally 
communicate or otherwise intentionally make the social security number 
available to the general public. 
 

2. Print an individual’s social security number on any card which the individual is 
required to use in order to access products or services. 
 

3. Encode or embed an individual’s social security number in or on any cards or 
documents, including, but not limited to, using a bar code, chip, magnetic 
strip, RFID technology, or other technology. 
 

4. Require an individual to transmit his or her social security number over the 
Internet, unless the connection is secure or the social security number is 
encrypted. 
 

5. Print an individual's social security number on any materials that are mailed to 
the individual, through the U.S. Postal Service, any private mail service, 
electronic mail, or any similar method of delivery, unless State or federal law 
requires the social security number to be on the document to be mailed.  
However, social security numbers may be included in applications and forms 
sent by mail, including, but not limited to, any material mailed in connection 
with the administration of the Unemployment Insurance Act, any material 
mailed in connection with any tax administered by the Internal Revenue 
Service or Illinois Department of Revenue, and documents sent as part of an 
application or enrollment process or to establish, amend, or terminate an 
account, contract, or policy or to confirm the accuracy of the social security 
number. A social security number that may permissibly be mailed under this 
Section will not be printed, in whole or in part, on a postcard or other mailer 
that does not require an envelope, nor shall the social security number be 
visible on an envelope without the envelope having been opened. 
 

6. Collect, use, or disclose a social security number from an individual, unless: 
a. Required to do so under state or federal law, rules, or regulations, or 

unless collecting, using, or disclosing the social security number is 
otherwise necessary for the agency to perform its duties and 
responsibilities; 
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b. The need and purpose for the social security number is documented 
before the social security number is collected; and  

c. The social security number collected is relevant to the documented need 
and purpose. 

 
7. Require an individual to use his or her social security number to access an 

Internet website. 
 
8. Use the social security number for any purpose other than the purpose for 

which it was collected. 
 
The prohibitions listed immediately above do not apply in the following circumstances: 

 The social security numbers are disclosed pursuant to a court order, warrant, 
or subpoena. 

 The social security numbers are collected, used, or disclosed in order to 
ensure the safety of other employees. 

 The social security numbers are collected, used, or disclosed for internal 
verification or administrative purposes. 

 The social security numbers are collected or used to investigate or prevent 
fraud, to conduct background checks, to collect a debt, to obtain a credit 
report from a consumer reporting agency under the federal Fair Credit 
Reporting Act, to undertake any permissible purpose that is enumerated 
under the federal Gramm Leach Bliley Act, or to locate a missing person, a 
lost relative, or a person who is due a benefit, such as a pension benefit or an 
unclaimed property benefit. 

 
C. PUBLIC INSPECTION AND COPYING OF DOCUMENTS 
All employees must comply with the provisions of any other State law allowing public 
inspection and copying of information or documents which contain all or part of an 
individual's social security number, including requests for records under the Illinois 
Freedom of Information Act.  Employees must redact social security numbers from the 
records before allowing public inspection or copying of the information or documents. 
 
D.PUBLIC AVAILABILITY 
A copy of this policy shall be made available to the public upon request. 
 
E. APPLICABILITY 
This policy does not apply to the collection, use, or disclosure of a social security 
number as required by State or federal law, rule, or regulation. 

 
USE OF PERSONAL VEHICLES FOR NWSRA AGENCY BUSINESS 
The following is applicable to all vehicles operated on NWSRA business: 

A. Employees are required to obey all traffic regulations and laws applicable to the 
use of motor vehicles.  This includes, without limitation, the use of seat belts, the 
“headlight law,” the use of electronic communication devices including cell 
phones, personal digital assistants and mobile/personal computers. 
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B. All accidents must be immediately reported to your immediate supervisor.  A 

copy of the police report must also be included. 
 

C. No employee may be under the influence of alcohol, illegal substance or legal 
drugs while operating any vehicle for NWSRA business.  “Under the influence” 
means that the employee is affected by alcohol or drugs in any determinable 
manner.  For purposes of this policy, a determination of being under the influence 
can be established by a professional opinion, a scientifically valid test, a lay 
person’s opinion, or the statement of a witness. 
 

D. Employees are specifically prohibited from accessing electronic mail or the 
internet, text messaging or instant messaging while driving.  This includes 
composing, sending, or reading an electronic message while operating a vehicle 
on a roadway.  However, this prohibition does not apply to employees engaging 
in electronic communications via their cellular telephones in hands-free or voice 
activated mode; while parked on the shoulder of a roadway; or when the vehicle 
is stopped due to normal traffic being obstructed and the driver has the motor 
vehicle transmission in neutral or park. 

E. Employees may not use a wireless telephone at any time while operating a motor 
vehicle on a roadway in a school zone, or on a highway in a construction or 
maintenance speed zone; except for emergency purposes. 

  
Please refer to the NWSRA Operations Manual for the comprehensive procedures 
related to this policy. 
 
NWSRA BUILDING KEY POLICY  
In the interest of safety and protection of property, strict control over access to NWSRA 
property, work locations, records, computer information, and other items of value or 
confidential in nature must be maintained.  Employees who are assigned keys and have 
access to NWSRA property in connection with their job responsibilities must exercise 
sound judgment and discretion to protect against theft, loss or negligence. 

 
Please refer to the NWSRA Operations Manual for the comprehensive procedures 
related to this policy. 
 
Section 6.0 – EMPLOYEE EVALUATION 
 
A job performance evaluation under usual and ordinary circumstances, shall be 
completed for each employee by an immediate supervisor and the Superintendents 
annually on the anniversary date of employment with NWSRA and at other times when 
deemed appropriate.  The standard job performance evaluation form shall be used and 
each employee shall be evaluated based upon the standard requirements for the job and 
used as a development tool for the growth of the employee.  The evaluation shall be 
discussed with the employee and shall be signed by both the employee and the 
supervisor.  The job performance evaluation shall be the basis for granting a merit salary 
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or wage increase.  The evaluation shall become a part of the employee's personnel file 
and a copy shall be given to the employee.  All job performance evaluations shall be 
confidential. 

 
Section 7.0 – DISIPLINARY ACTION 

 
The tenure of all employees shall be contingent upon acceptable conduct and satisfactory 
performance of duties as determined by NWSRA.  Failure to meet acceptable standards 
of conduct and job performance shall result in disciplinary action.  This progressive 
disciplinary procedure is for the purpose of improving the behavior of an employee that 
may be detrimental or disruptive to the effective operation of the Association.  This 
disciplinary procedure need not be followed under circumstances where the Executive 
Director believes that an employee's unsatisfactory behavior warrants accelerated or 
compound disciplinary action up to and including discharge.  
 
All employees are at will and may be discharged at any time. 
 
Causes for verbal or written warnings, suspension or discharge shall include, but are not 
limited to: 

 Failure to wear uniform if required. 
 Being absent from work without permission. 
 Reporting late for work. 
 Failure to report absence or tardiness to supervisor and/or Superintendents. 
 Being habitually absent or late for work. 
 Use of sick leave under false pretenses. 
 Leaving the job during working hours without permission. 
 Refusal or failure to obey the orders of one's supervisor or Superintendents. 
 Refusal or failure to do a job assignment. 
 Refusal or failure to cooperate with one's supervisor or fellow employees. 
 Threatening, intimidating, coercing or interfering with fellow employees, one's 

supervisor or the public. 
 Using abusive language to fellow employees, one's supervisor or the public. 
 Accepting a fee, gift, gratuity, or other valuable thing in the course of or in 

connection with     NWSRA work. 
 Violation of the express responsibility to maintain and enforce the confidentiality of 

assigned duties. 
 Being wasteful of NWSRA material, property or working time. 
 Creating or contributing to unsanitary or unsafe conditions. 
 Willful destruction of NWSRA property. 
 Reporting to work under the influence of alcohol or illegal drugs, or the possession, 

use or sale of either while on duty or on NWSRA property. 
 Theft or misappropriation of property belonging to the NWSRA fellow employees 

or the public. 
 Possession of weapons on NWSRA premises. 
 Gambling while on the job. 
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 Fighting while on the job. 
 Sabotage. 
 Conviction of a crime. 
 Immoral conduct or indecency. 
 Violation of any NWSRA regulation, order or rule. 
 Smoking in non-designated smoking areas in any facility or in vehicles used by 

NWSRA. 
 Any violation of policies or procedures regarding the privacy of individually 

identifiable health information (or protected health information), as mandated by 
the Health Insurance Portability and Accountability Act of 1996 (HIPAA) and as 
defined by the U.S. Department of Health and Human Services. 

 
VERBAL WARNING 
The immediate supervisor may discuss the situation with the employee along with 
suggestions for correcting the problem.  A discipline form, indicating verbal warning may 
be used and a copy placed in the employee's personnel file.  This step may be skipped 
and more serious forms of disciplinary action imposed at the discretion of the 
superintendent. 
  
WRITTEN WARNING 
A written warning may follow one or more verbal warnings issued to an employee for a 
repeated offense.  Also, depending on the severity of the act, a written warning can be 
issued without a prior verbal warning.  The immediate supervisor shall discuss the 
situation with the employee along with suggestions for correcting the problem and a 
warning of what discipline may follow up to and including discharge.  A discharge form is 
used and a copy is placed in the employee's personnel file. 

 
SUSPENSION 
The department head may suspend an employee without pay when lesser forms of 
disciplinary action have not corrected the employee's behavior.  An employee may also 
be suspended for a first offense. Written notice of suspension including the reasons 
and extent shall be forwarded to the Executive Director within twenty-four (24) hours of 
the action and shall be placed in the employee's personnel file. 
 
DISCHARGE  
The Executive Director, upon recommendation of the supervisory staff and 
Superintendents, may discharge an employee when all other disciplinary steps have 
failed to correct the employee's behavior.   NWSRA may also, at its discretion 
immediately discharge an employee without progressive discipline.  A written notice of 
discharge including effective date and time and stating the specific charges should be 
placed in the employee's personnel file.  A final job performance evaluation stating the 
details of unsatisfactory performance should be completed as soon as possible.  An 
employee convicted of a felony which NWSRA deems, after investigation to be job-
related may be subject to discharge. 
 
 



Chapter II – Page 37 

CONCERNS ABOUT DISCIPLINARY ACTION 
An employee with concerns about disciplinary action should consult their supervisor or 
the employee complaint procedure in below. 
 
Section 8.0 – EMPLOYEE COMPLAINT PROCEDURE 
 
EMPLOYEE COMPLAINT PROCEDURE 
If a problem or misunderstanding arises between the employee and the supervisor, or if 
an employee has complaints or feels that there has been a misinterpretation or 
misapplication of any of the conditions of employment, the problem is to be resolved in 
the following manner: 

 The problem is to be discussed between the employee and the supervisor. 
 If the problem is not resolved to the employee’s satisfaction, they may discuss the 

problem with the Superintendent, who may meet with the employee and supervisor 
in an attempt to mutually resolve the problem. 

 If the problem still exists, the employee has the right to present the situation to the 
Executive Director at a meeting scheduled for this purpose. 

 If the problem is not resolved the employee may request the Executive Director in 
writing to present the situation to the Board. 

 
Section 9.0 – CHANGE IN STATUS 
 
PROMOTION 
As vacancies occur in positions, an attempt shall be made to fill them through promotion 
of current employees.  A promotion shall be defined as moving to a higher level position.  
Promotion shall be given to the best qualified applicants who possess the skills and 
abilities to meet the job requirements in the NWSRA's opinion.  Employees are 
encouraged to discuss opportunities for promotion with their supervisors. 

A. A promoted employee shall be required to complete an introductory period 
(Section 2.0 - POLICY ADMINISTRATION, Employment Procedures, J) in the 
new position. 
 

B. Salary adjustments shall be made according to the approved Salary Range 
Sheet and applicable policies (Section 4.0 – SALARIES AND WAGES, 
Payroll). 

 
C. A promoted employee's vacation credits, sick leave credits, longevity bonus 

benefits and any other benefits that may be in effect shall be computed based 
on his accredited years of service with the Association at the time of the 
promotion. 

 
TRANSFER 
A transfer shall be defined as moving to a new position on the same level.  Transfer of an 
employee on either a permanent or temporary basis may be made by the Executive 
Director upon recommendation of the supervisory staff and Superintendents.   
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A. If an employee is transferred to a new position on the same level, he shall be 
required to complete an introductory period (Section 2.0 - POLICY 
ADMINISTRATION, Employment Procedures, J) in the new position.  A 
temporary transfer of an employee for the convenience of the NWSRA shall not 
be subject to an introductory period. 
 

B. Salary adjustments shall be made according to the approved Salary Range 
Sheet and applicable policies (Section 4.0 – SALARIES AND WAGES, 
Payroll). 
 

C. A transferred employee's action credits, sick leave credits, longevity bonus 
benefits and any other benefits that may be in effect shall be computed based 
on his accredited years of service with the Association at the time of the 
transfer. 

 
ALTERNATIVE SCHEDULES 
Alternative schedule (i.e. job sharing, ¾ time etc.) arrangements may be considered and 
authorized at the discretion of the Executive Director.  Such arrangements will be entered 
into on a trial basis and will be evaluated at regular intervals (for ex., at conclusion of a 
program season), and continued based upon their effectiveness. 
 
If it is determined that the arrangement is not effective for the Association and/or the 
employees, the arrangement will be discontinued.  Neither job-sharer holds the guarantee 
of returning to a full-time position.  Both job-sharers would have an opportunity to apply 
for the full-time position, but the Association also reserves the right to interview outside 
candidates. 
 
DEMOTION 
A demotion shall be defined as moving to a lower step within the current position's pay 
range or moving to a lower level position.  Demotion of an employee may be made by the 
Executive Director upon recommendation of the supervisory staff and Superintendents for 
reason of the employee's failure to meet the requirements of the position or at the request 
of the employee or for other legitimate reasons. 

A. Salary adjustments shall be made according to the approved Salary Range Sheet 
applicable policies. 

 
B. An employee who has successfully completed the introductory period in the 

position from which the employee was demoted may appeal the action following 
the procedures listed in Section (8.0 – EMPLOYEE COMPLAINT PROCEDURE). 

 
LAYOFF 
The Executive Director shall have the right to layoff any employee when it is deemed 
necessary because of shortage of work or funds or other legitimate reasons.  An effort 
shall be made to transfer employees to another department rather than lay them off. 
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A. For a twelve month period following a lay off an employee who has been laid off 
shall be given preference in filling positions which subsequently open for which 
they are qualified. 
 

B. No suspension or discharge of an employee as a disciplinary action shall be 
considered a layoff. 

  
 
RESIGNATION 
An employee who is voluntarily terminating employment with NWSRA shall be requested 
to give written notice of resignation at least two (2) weeks before the effective date of 
leaving, except in emergency cases.  Failure to return to work at the conclusion of an 
approved vacation, sick leave or leave of absence shall be considered a voluntary 
resignation of employment. 
 
REEMPLOYMENT 

A. An employee who has resigned from NWSRA in good standing and who 
subsequently applies for reemployment may be given preference in filling positions 
for which the employee is qualified.  An employee who is reemployed in this 
manner shall be considered a new employee and shall not be credited with prior 
service for the purpose of computing vacation credits, sick leave credits, longevity 
bonus benefits or any other benefits that may be in effect. 

B. An employee who resigns while disciplinary action is pending against them shall 
not be eligible for reemployment. 
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 NWSRA POLICY MANUAL 
 
CHAPTER III:  PROGRAMS & SERVICES 

 
Section 1.0 - INTRODUCTION 
 
The NWSRA Board of Trustees has established policies related to the program 
operations of the Association.  The NWSRA Operational Manual contains the specific, 
step-by-step procedures related to these policies, i.e., registration, refunds, credits, fees, 
program times, staff ratios, and cancellation of programs.  The information contained 
herein outlines the philosophy and principles that guide the Association's procedures. 
 
Section 2.0 – PROGRAM OPERATIONS 
 
PROGRAM FEES 
Program fees are established in accordance with the following principles:  the Association 
is funded through tax supported agencies and the Association must provide quality 
programming to individuals with disabilities.  Program fees are generally set to be 
comparable to those of the Member Districts for similar programs, so that fees for 
NWSRA participants are in line with those charged for participation in park programs by 
non-disabled individuals within the service region. 
 
Non-resident fees are established for NWSRA participants who live beyond the 
boundaries of the Member Districts.  Financial assistance is given to qualifying 
participants in order that no one be excluded from participation solely on the basis of 
inability to pay.  Additional monies are required for some programs such as those where 
participants partake in a meal as part of the activity. 
 
REFUNDS/CREDITS 
Refunds and credits are granted due to cancellation of programs, illness substantiated by 
a doctor's note, moving out of the area, inappropriate placement, weather conditions, or 
other situations in which NWSRA has not incurred out-of-pocket costs attributable to the 
participant’s withdrawal from the program.  
 
COLLECTION OF OUTSTANDING REGISTRATION FEES  
The purpose of this policy is to ensure that all reasonable diligence has been used to 
collect all registration fees.  It is the policy of the Northwest Special Recreation 
Association that registrants are required to have past due payments paid in full prior to 
registering for programs. Review of cases on an individual basis is at the sole discretion 
of the Executive Director.  This policy applies to all NWSRA programs and services. 
 
Per the NWSRA Uncollectible Accounts Receivable Policy, uncollected registration fees 
may be written off after two years.  If the uncollected fee has been written off and the 
registrant attempts to register for a program, the agency will still request the outstanding 
balance. It is within the sole discretion of the Executive Director to determine whether the 
outstanding balance may be excused in whole or part.    
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In the cases of would-be registrants with an outstanding balance less than two years old, 
the Executive Director has sole discretion to review each situation on a case by case 
basis and may consider: 

 Enforcing the request for outstanding registration fees. 
 Developing a payment plan for partial or full outstanding balance. 
 Applying scholarship to the outstanding debt. 

 
UNCOLLECTIBLE ACCOUNTS RECEIVABLE  
The purpose of this policy is to ensure that all reasonable diligence has been used to 
collect accounts receivable including registration fees, improve measurement of NWSRA 
accounts receivable, and ensure the most efficient use of NWSRA’s revenue collection 
resources. 
 
It is the policy of NWSRA to actively pursue collection of past-due accounts receivable, 
regularly review the status of past-due accounts, and write off amounts determined to be 
uncollectible.  A write-off of an uncollectible account receivable from the NWSRA’s 
accounting records does not constitute forgiveness of the debt or a gift of public funds. 
This policy applies to all NWSRA departments and funds. 
 
STAFFING 
Staff to participant ratios are established to ensure safety and that individuals with 
disabilities receive a high quality level of attention in order to have a successful 
experience. 
 
TRANSPORTATION 
Transportation to programs may be provided if adequate transportation resources are 
available. Door-to-door transportation is not available for those who live beyond the 
boundaries of the Member Districts.  Pick-up point transportation may be offered within 
the boundaries of the Association. 
 
 
Section 3.0 – INCLUSION SERVICES 
 
POLICY FOR PROVISION OF INCLUSION AIDES BY NWSRA TO MEMBER 
DISTRICTS 
NWSRA works with Member Districts to provide inclusion services to park district 
program participants who require them. The goal of NWSRA and its Member Districts in 
providing inclusion services is to enable participants to take part in leisure opportunities 
at their highest level of ability. 
 
NWSRA shall generally be the employer of the inclusion aides.  As the employer, 
NWSRA maximizes efficient and effective training and scheduling of the inclusion aides 
among the Member Districts, and consolidates the administrative work associated with 
the aides’ employment.   NWSRA controls the employment of the inclusion aides 
through its responsibility for their hire, training, assignment, supervision, evaluation and 
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scheduling.  Each Member District provides orientation for aides deployed to its sites 
with regard to the Member District’s policies, procedures and site-specific expectations. 

 
Through its assessment of the inclusion needs and assignment of appropriate aides to  
participants, NWSRA ensures that the inclusion services are aligned with an acceptable 
use of the special recreation levy to cover expenses under the joint agreement with the 
Member Districts. 
 
Section 4.0 – RESIDENT INPUT 
 
It is essential for the provision of excellent service to obtain resident input.  It is the 
policy of the NWSRA to involve participants in the planning process for programs and 
facilities through seasonal evaluation, needs assessments, comment section of the 
registration forms, parent’s meetings/forums and a suggestion box.  Such involvement 
constitutes an interaction between staff and the community for purposes of gathering 
pertinent information. 
 
Section 5.0 – BLOODBORNE PATHOGENS PROGRAMS 
 
INTRODUCTION 
This policy is intended to effectively prevent employee exposure to blood and blood by-
products and provides procedures to follow in the event of an exposure incident. 
 
The possibility of infection from exposure to human blood or other infectious material is a 
risk that individuals face on a daily basis, whether at work or at play (OSHA 29 CFT 
1910.1030) NWSRA exercises appropriate measures to assist in preventing the spread of 
communicable diseases and minimizing the risk of exposure to communicable diseases 
in both work and play environments. The Board of Trustees acknowledges its desire and 
willingness to respond effectively to the genuine concerns of the public consistent with its 
obligation to discharge its duties in accordance with applicable public health and anti-
discrimination laws. 
 
PARTICIPATION IN PROGRAMS BY INFECTED PERSONS 

A. General  
Individuals registering for NWSRA programs shall not be asked whether they are 
infected with the HIV or HBV viruses or have AIDS. In view of current evidence 
regarding HIV, AIDS or HBV transmission, infected persons should not be 
routinely excluded from or restricted with respect to any program.  When it is 
otherwise known that a participant is infected, decisions regarding participation 
shall be considered on a case-by-case basis and be individualized to the person 
and setting as would be done with any participant with a special health problem.  In 
making such determination, the following factors should be considered: 
1. The nature of the risk (how the diseases are transmitted); 
2. The duration of the risk (how long is the carrier infectious); 
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3. The severity of the risk (what is the potential harm to third parties), considering 
factors including the affected person’s physical condition, behavior, and ability 
to control the means by which the disease may be transmitted; 

4. The probabilities that the diseases will be transmitted and will cause varying 
degrees of harm; 

5. The possibility of increased risk that the infected participant may contract 
opportunistic diseases as the result of a compromised immune system, and  
the possibility of other health or safety risks to the participant by reason of 
diminished physical or mental capacity attributable directly or indirectly to such 
infection. 

 
Decisions regarding participation shall, to the extent practicable, be made using 
the team approach including the infected person (unless he or she is a minor), the 
person’s physician, public health personnel, appropriate NWSRA personnel and, in 
case of a minor, the minor’s parents or legal guardian(s), NWSRA’s legal counsel 
and, if requested by the infected person (or by his or her parent or legal guardian if 
the person is a minor), the infected person’s legal counsel, if any.  These persons 
shall comprise the “review team”.  In each case, the stage of infection and 
condition of the infected person will be assessed and the risks and benefits to both 
the infected person and to others participating in the particular program should be 
weighed.  The Executive Director will make the final decision after consideration of 
the review team’s recommendation. 
 
Restrictions on or temporary exclusions from participation may be advisable or 
become necessary in the event the infected person has a condition which 
increases the risk of discharge of body fluids, including blood, or has open or 
weeping skin sores or rash that cannot be covered, or is incapable of controlling 
body functions, or exhibits any other conditions or behaviors which the review 
team determines may materially increase the health or safety risks for other 
participants or the infected person. 
 
If the Executive Director determines that no change is warranted in the person’s 
participation, he/she may continue in that program.  The review team may 
recommend that the person’s condition and behavior be monitored.  The review 
team may re-evaluate the person’s participation at any time and confirm or modify 
its recommendations to the Executive Director. 
 
If the Executive Director determines that it is inadvisable for the person to continue 
participation, he/she will be removed from the program and return of the program 
fees shall be dealt with in compliance with the NWSRA’s refund policy. 

 
B. Children/Mentally Challenged 

The participation of known infected children and persons who are mentally 
challenged will be assessed as set forth above, with the following additional 
considerations.  Infected children and mentally challenged persons who display 
such behavior as biting or who lack control of their body secretions, which 
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increases risk of transmission of the virus, or who themselves may be at increased 
risk of contracting an opportunistic infection due to such behavior or lack of control 
by other program participants, may require a more restricted level of participation 
or may need to be excluded from certain programs until more is known about the 
transmission of the virus or the transmission of opportunistic infections associated 
with an HIV- or HBV- infected child or mentally challenged person, under these 
conditions. 

 
Even with use of additional precautions and safety measures, children and older 
individuals who are mentally challenged may at times bite people.  Personal 
hygiene practices of an infected child may improve as the child matures but may, 
on the other hand, deteriorate if the child’s condition or behavior changes for the 
worse.  Accordingly, the review team should regularly reassess participation by 
children and older mentally challenged individuals who are infected with the HIV or 
HBV virus, or who have AIDS.  

 
PRIVACY CONSIDERATIONS 
The infected person’s right to privacy shall be respected, including maintaining 
confidential records.  These records are not subject to disclosure under the Freedom of 
Information Act.  The number of persons affiliated with the NWSRA who know the identity 
of the infected person should be kept to a minimum. The identity of an infected individual 
should be disclosed only to members of the review team and to personnel who need to 
know of the infected person’s condition in order to ensure that proper care and 
precautions are taken. 
 
Personnel should be instructed not to disclose or discuss information regarding the 
identity or condition of an infected individual with anyone including but not limited to 
spouses, family members, or NWSRA personnel other than those specifically designated 
by NWSRA’s Executive Director. The legal ramifications of a breach of confidentiality 
should be clearly explained to employees. 
 
NWSRA may not advise the public or program participants, or their parents or guardians, 
or other members of the public that an individual infected with the HIV or HBV virus, or 
who has AIDS, is a participant in NWSRA programs or is employed  by the NWSRA, 
without the written consent of the individual (or that of his or her parent or legal guardian if 
the individual is a minor).  If such written consent is given, NWSRA may consider but is 
not legally required to advise members of the public of such participation or employment. 
In no event shall the name, gender, or other identifying information about the individual be 
disclosed. 
 
A decision to inform program participants, their parents or guardians, or other members of 
the public about participation in NWSRA programs or NWSRA employment of an infected 
individual should be made only after consultation with NWSRA legal counsel. Any 
message to members of the public on this subject should also communicate current 
medical information about transmission and protection against transmission of HIV or 
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HBV. Depending on the circumstances the NWSRA may elect to hold one or more 
special meetings to address public concerns. 
 
Questions or comments from members of the public concerning the participation or 
employment of persons with HIV, HBV, or AIDS in NWSRA programs should be directed 
to the Executive Director or to the Director’s designated spokesperson.  No other person 
associated with NWSRA should disclose any information concerning the participation or 
employment in NWSRA programs of an individual or individuals infected with the HIV or 
HBV virus or AIDS, except to state that confidentiality for the person, family and/or staff 
involved is legally required and further, that the NWSRA has received and is receiving 
expert medical and legal advice with respect to the participation or employment of 
individuals with communicable diseases. 
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NWSRA POLICY MANUAL  
 
CHAPTER IV: INFORMATION SYSTEMS 
 
 
Section 1.0 -  INTRODUCTION 
 
INTRODUCTION 
Northwest Special Recreation Association was organized in part, to provide 
meaningful services for its members.  It is a goal of NWSRA to provide a 
technologically-advanced system and resources to enhance communication and 
capabilities among customers, staff and Board Members in an efficient and 
effective manner.  In meeting this goal, NWSRA will remain a leader. 
 
To ensure continued growth, staff must be knowledgeable and experienced in 
computer use.  Further, the staff must abide by risk management principles 
associated with using electronic media.   Each employee must be able to 
effectively work with computer-based services and recommend applications. 
 
PURPOSE OF THE MANUAL 
The primary purpose of the Information System Policies manual is to help 
employees get their work done more efficiently and clearly set expectations.  This 
Manual is specifically intended as a (an): 
 
• Orientation guide for new employees. 
• Legal compass for lawful use, storage and sharing of electronic files. 
• Loss prevention tool for protecting equipment and system integrity. 
 
The Manual may be easily retrieved as an electronic file and read from a monitor.   
 
Section 2.0 - PHYSICAL SECURITY OF COMPUTER ASSETS 
 
POLICY FOR PHYSICAL SECURITY OF COMPUTER ASSETS 
Employees will ensure that all computer assets (computers, monitors, laptop 
computers, printers, etc.) that are assigned to or regularly used by them are 
maintained and used in a manner consistent with the equipment’s function and 
such that the possibility of damage and/or loss is minimized. 
 
Desktop computer equipment will not be removed from NWSRA premises 
without prior authorization from the Superintendent of Communications & IT.  
Employees will not modify NWSRA computer equipment in any manner 
including, but not limited to, attaching external drives, attaching memory sticks 
(thumb drives) which are not owned by NWSRA, and attaching/installing any 
peripheral device. This section shall not apply to the Superintendent of 
Communications & IT while performing his/her assigned duties.  
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Employees are required to take all reasonable precautions to protect NWSRA 
computer assets from theft. Some portable computing equipment (laptop 
computers, iPads, PDA computers, cell phones, tablets, etc.) will be maintained 
under the direct supervision of the employee/department to whom it is issued.  
The equipment must never be left unattended in locations such as hotel lobbies, 
airports, etc.  When the equipment must be left unsupervised, it must be secured 
and made as inconspicuous as possible (i.e.: do not leave the computer sitting 
on the seat of an unattended vehicle).  Each laptop user as well as “checkout 
laptops” has been supplied with a locking mechanism which is to be used when 
their assigned laptop is in use outside NWSRA.  
 
Employees are required to take all reasonable precautions to protect NWSRA 
computer assets from damage. Computers, as well as other electronic equipment 
should never be left in/near extreme temperatures.  For this reason as well as the 
possibility of theft, laptop computers and the like should not be stored overnight 
in a vehicle. 
 
Any electrical or mechanical malfunction of equipment should be reported to the 
Superintendent of Communications & IT without delay. 

 
Section 3.0 - MAINTENANCE OF COMPUTER ASSETS 
 
POLICY FOR MAINTENTANCE OF COMPUTER ASSETS 
Employees are individually responsible for keeping their PC, its components and 
the surrounding desktop clean and in good repair.  The desktop and floor should 
be kept clear of substances and debris that could accidentally spill on critical 
components such as the keyboard, mouse, printers and other equipment.  In 
addition, care should be given to: 
 

 Cords 
 Power strip 
 Switches 
 Uninterruptible power supply (UPS) 
 Printers 
 Speakers 
 Laptop computers 
 Other workstation systems (phone) 

 
When using laptops at home, it is important that the laptop be plugged into a 
surge suppression or UPS device.  If employees do not have one of these 
devices available, they should obtain a portable surge suppression device from 
the IS Department. 
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Unsanitary conditions or equipment in disrepair that are beyond the employee’s 
responsibility or capability to remedy should be reported to the Superintendent of 
Communications & IT at once. 
 
 
 
HARD DRIVE MAINTENANCE 
Employees should log off each night, however the computer should be left on so 
that automatic disk maintenance can be activated and the Superintendent of 
Communications & IT may perform updates as necessary. 
 
Computers should be shut down only by request of the Superintendent of 
Communications & IT. 
 
Section 4.0 - Ownership of Information, Data and Software 
 
DEFINITIONS 
Information:  Knowledge, in any form that has value to NWSRA. 
 
Data:  Any information, including, but not limited to, information that has been 
entered into a computer, is in an electronic format, stored in a computer or 
memory stick, or retrieved from a computer or memory stick. Examples include 
spreadsheet and database entries. 
 
Software:  Computer operating systems and programs 
 
POLICY FOR OWNERSHIP OF INFORMATION, DATA AND SOFTWARE 
All information and data generated or gathered by an employee, in the course of 
their employment and/or utilizing NWSRA-owned assets, shall be the exclusive 
property of NWSRA.  No information or data shall be transferred to, given to, or 
loaned to any other organization or outside individual except for those instances 
where it is in the approved course of business for NWSRA.   
 
All software purchased by, licensed by, or created by NWSRA is to be used 
exclusively by NWSRA and may not be transferred to, given to, or loaned to any 
other organization or outside individual without the authorization of the 
Superintendent of Communications & IT. 
 
Section 5.0 - ACCESS TO COMPUTER INFORMATION AND HARDWARE 
 
POLICY FOR ACCESS TO COMPUTER INFORMATION AND HARDWARE 
All computer related resources under the control of NWSRA exist for the 
furtherance of NWSRA's business pursuits.  NWSRA may inspect or monitor any 
NWSRA-owned, leased, or controlled computer, computer device, desk phone, 
cell phone, network, computer facility, or storage device at any time for any 



Chapter IV – Page 4 
 

538053v1 

reason with or without prior notice to employees.  This includes the inspection of 
email (incoming, outgoing, or stored) and the monitoring of Internet usage.  
NWSRA may divulge any information found during such inspections or 
monitoring to any party it deems appropriate. As a result, employees have no 
right to privacy in any information stored, placed or located on NWSRA’s 
computer or electronic system or resources.  
 
The use of encryption, the labeling of an email or document as private, the 
deletion of an email or document, or any other such process or action, shall not 
diminish NWSRA's rights in any manner. 
 
Only NWSRA authorized encryption methods may be utilized. All 
passwords/encryption keys must be on file with the Superintendent of 
Communications & IT prior to their utilization.  Examples of these would be 
passwords required to open/print/edit Word documents or Zip files.  Encryption 
examples would include PGP or Certificate based encryption. 
 
Section 6.0 - INFORMATION SECURITY 
 
DEFINITIONS 
Sensitive or Confidential:  Any information, in any form, that has or creates value 
to NWSRA and/or provides a business advantage to NWSRA in any way. This 
includes: resident lists, participant lists, employee lists, pending contracts, legal 
documents, loss control materials and NWSRA financial information.  Information 
belonging to residents or other customers and under the care of NWSRA also 
applies.  Additionally, all employee data related to personally identifiable 
information and information protected by government regulations (including 
medical information of employees and participants) must be treated with the 
utmost sensitivity. 
 
POLICY FOR INFORMATION SECURITY 
A common method for gaining access to computer networks is for a computer 
attacker to impersonate a staff member of NWSRA.  They will call or email an 
employee indicating that they need the employee's username and password.  
Once they have these, they are well on their way to breaking into the network.  
Staff members of NWSRA will never ask an employee and for their username 
and/or password.  Employees will not disclose their username or passwords to 
anyone, except for the Superintendent of Communications & IT in person or via 
phone. 
 
The Superintendent of Communications &IT will issue guidelines for passwords 
which employees must follow to ensure the security of NWSRA information. 
Words, names, birth dates, addresses, zip codes, telephone numbers, social 
security numbers, or any other easily guessed combination should not be used. 
Usernames and/or passwords should not be written down and kept within the 



Chapter IV – Page 5 
 

538053v1 

general area of the computer.  The Superintendent of Communications & IT will 
periodically perform password audits to verify compliance. 
 
To the extent capable, cell phones and PDA’s issued by NWSRA should utilize 
pin number locking on all devices which have email access or Outlook contacts.  
These pin numbers should not be simple pin numbers such as repeating 
numbers. 
 
Employees may not access, in any manner, unassigned computer equipment 
unless that person is specifically authorized to do so. 

 
The loss of any computer equipment or any of NWSRA's information will be 
immediately reported to the Superintendent of Communications & IT, who will 
immediately ensure that all possible steps are taken to protect NWSRA from 
further information loss and loss of assets.  Each employee shall ensure that they 
have not placed NWSRA sensitive or confidential information on a laptop, cell 
phone or PDA.  Employees may not connect any personally owned computer 
device to the NWSRA network without first obtaining permission from the 
Superintendent of Communications & IT.  Employees should also ensure that 
contractors or vendors do not connect any computer device without prior 
permission of the Superintendent of Communications & IT. 
 
All information created by, obtained by, or utilized by employees in the course of 
their employment is the exclusive property of NWSRA.  Even when physically 
able to, employees will not access any information other than that which they are 
specifically authorized to and is necessary for the performance of their assigned 
duties.  NWSRA's information may be utilized for the benefit of other 
organizations within reason. 
 
In accordance with the NWSRA confidentiality agreement, extreme care should 
be taken when disseminating information that is sensitive or confidential.  In this 
case, it is strongly recommended that: 
 

 A manager is consulted for clarification on sensitive or confidential 
matters. 

 The sensitive or confidential information is encrypted in a computer file or 
other appropriate measure. 

 The transmittal letter or email text includes a warning to the recipient that 
the material is sensitive or confidential and is the property of NWSRA. 

 A copy of the transmittal letter or email is permanently archived by the 
employee. 
 

All employees will ensure that their computer files are properly backed up by 
placing their files in recommended network directories and not on their local hard 
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drives directories.   NWSRA work files (network drives) are backed up nightly.  
Local hard drives are not. 
 
All computers will have anti-spyware as well as antivirus software installed. This 
software is to remain activated at all times. The Superintendent of 
Communications & IT will ensure that the software is updated as appropriate. 
 
The Superintendent of Communications & IT will ensure that the hard drive of 
any computer to be discarded or sent “out of house” for repair will have all 
Sensitive or Confidential information thoroughly removed from it using 
Department of Defense standards to cleanse all data from the drive. 
 
In the case of a data security incident, NWSRA will follow the established 
Incident Response Plan. 
 
Section 7.0 - PAYMENT CARD INDUSTRY DATA SECURITY 
 
POLICY FOR PAYMENT CARD INDUSTRY DATA SECURITY 
The Payment Card Industry Data Security Standard (PCI DSS) is a proprietary 
information security standard for organizations that handle branded credit cards 
from the major card schemes. The PCI Standard is mandated by the card brands 
and administered by the Payment Card Industry Security Standards Council. The 
standard was created to increase controls around cardholder data to reduce 
credit card fraud. Validation of compliance is performed annually, either by an 
external Qualified Security Assessor (QSA) that creates a Report on Compliance 
(ROC) for organizations handling large volumes of transactions, or by Self-
Assessment Questionnaire (SAQ) for companies handling smaller volumes. The 
NWSRA policy is to meet all requirements of this Standard. 
 
The advancement of technology has permitted the Association to transact 
business and commerce over the internet.  With this advancement also comes 
risk with respect to the security and privacy of the customers who utilize the 
Association's web site to register and pay for programs and services online. The 
Association has invested significant resources to ensure that private and 
sensitive information entered and stored with the Association is secured and 
private to only those people and purposes to conduct business requested by the 
user. The 
Association web site is secured to the highest extent possible with state of the art 
security protocols, firewalls and encryption technology. 
 
The Association has developed and implemented an online commerce privacy 
policy to communicate and commit to customers that their private and sensitive 
information shared with the Association via on line transactions shall remain 
secure and private and not used or given to third parties. This policy is intended 
to comply with the latest provisions of the agreement between the Association 
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and current credit card processing vendor. The following section represents the 
Association's privacy policy. 
 
NWSRA COMMITMENT TO PRIVACY 
Customer privacy is important to the Northwest Special Recreation Association 
(NWSRA). To better protect the privacy of customers the Association shall 
provide this notice explaining the online information practices and the choices 
customers can make about the way their information is collected and used. 
 
THE INFORMATION THE ASSOCIATION COLLECTS 
This notice applies to all information collected or submitted on the NWSRA web 
site. The types of personal information collected at these pages are: 
 

 Name 
 Demographic Information 
 Email address 
 Address  
 Phone number 
 Birth date 
 Medical Diagnosis/Disability type(s) 
 Accommodations needed 
 Medications needed 
 School information 
 Parent information 
 Insurance information 
 Seizure information 
 Credit card numbers 

 
THE WAY THE ASSOCIATION WILL USE INFORMATION 
The Association will use the information customers provide about them to:  
 

 Fulfill a request of the customer 
 Register customer(s) in programs 
 Access accommodation/medical/seizure information during programs in 

which the customer is registered 
 Send out e-mail blasts regarding program updates/cancellations 
 Send information requested by the customer 
 Send and process surveys 
 Answer customer emails 
 E-mail receipts 

 
The Association will never use or share any personally identifiable information 
provided to us online in ways unrelated to the ones described above without also 
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providing the customer an opportunity to opt-out or otherwise prohibit such 
unrelated uses.  
 
OUR COMMITMENT TO DATA SECURITY 
To prevent unauthorized access, maintain data accuracy, and ensure the correct 
use of information, the Association has put in place appropriate physical, 
electronic, and managerial procedures to safeguard and secure the information 
we collect online. 
 
SHARING OF INFORMATION 
The Association may disclose personally identifiable information to third parties 
when it is required to complete a customer-requested transaction or to provide a 
customer requested service. The Association does not sell or rent or otherwise 
distribute user information, including electronic mail addresses, to any outside 
company or organization, unless legally required to do so. This applies to 
information that may be collected on the Association's web site and on that of 
any third party with whom the Association contracts to provide internet related 
services. 
 
CHILDREN'S ONLINE PRIVACY PROTECTION ACT 
NWSRA is committed to complying fully with the Children's Online Privacy 
Protection Act.  Accordingly, if you are under the age of 13, you are not 
authorized to provide us with personally identifying information. 
 
 
DISCLAIMER 
The Association web site was created to provide the public with information 
about the Association's programs, events and services. The information and 
features included in the Association web site have been compiled from a variety 
of sources and are subject to change at any time without notice. While the 
Association will do its best to keep the Association's web site current, users 
should be aware that the information available on this web site may not be timely, 
accurate or complete and may not reflect official positions of the Association. 
Please feel free to notify the webmaster of any errors that come to your attention 
as you use the web site. Neither the Association, nor any officer or employee of 
the Association warrants the accuracy, reliability or timeliness of any information 
published by this system and may not be held liable for any losses caused by 
reliance or the accuracy, reliability or timeliness of such information. Portions of 
such information may be incorrect or not current. Any person or entity that relies 
on any information obtained from this system does so at his/her own risk. 
 
In the case of a data security incident, NWSRA will follow the established 
Incident Response Plan. 
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Section 8.0 - INCIDENT RESPONSE PLAN 
 
POLICY FOR INCIDENT RESPONSE PLAN 
A data security incident impacts almost every component of the organization.  
Failure to properly manage can result in both long and short term consequences.  
In the case of data security incident, the following staff/entities are designated as 
members of the NWSRA Incident Response Team (IRT): 

 Executive Director 
 Superintendent of Communications & IT 
 Superintendent of Administrative Services 
 Business Services Coordinator 
 NWSRA Attorneys 
 Park District Risk Management Association (PDRMA) 
 NWSRA’s contracted 3rd party IT service company 
 3rd party security services (if applicable, e.g., forensic investigation) 

 
The IRT will follow the established NWSRA Incident Response Plan in case of a 
security breach. 
 
Section 9.0 - INSTALLATION AND USE OF SOFTWARE 
 
DEFINITIONS 
Software Piracy: Software piracy is utilizing software in violation of its licensing 
agreement.  This includes unauthorized copying of software or installing software 
where a copy is not licensed.  
 
POLICY FOR INSTALLATION AND USE OF SOFTWARE 
Without the prior authorization of the Superintendent of Communications & IT 
Department, employees shall not: 
 

 Install any software on NWSRA-owned computer equipment. 
 Install NWSRA-owned software on non-NWSRA-owned computer 

equipment. 
 Provide copies of NWSRA-owned or licensed software to anyone. 

 
Employees will not engage in any acts of software piracy. 
 
Software licensing is a very complex method of utilization, requiring detailed 
knowledge of what and when copies of software can be installed. The 
Superintendent of Communications & IT shall ensure that all software installed or 
utilized on NWSRA machines is properly licensed.  Staff members should not 
download software, purchase software or purchase licenses for software. 
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Section 10.0  - PERSONAL USE OF COMPUTER HARDWARE/SOFTWARE 
 
POLICY FOR PERSONAL USE OF COMPUTER HARDWARE/SOFTWARE 
Employees may utilize NWSRA-owned hardware and software for personal use 
within reason.  Such use should: 
 

 Not take place during normal business hours, except during lunch, 
occasional rest breaks or before/after personal flextime hours of work. 

 Not interfere with NWSRA’s needs or operation. 
 Be purely personal and may not be for any commercial purpose. 
 Comply with all laws and regulations 
 Not include: 

1) political activity 
2) pornography 
3) sexist material 
4) racist material 
5) any material that degrades, abuses, harasses, discriminates or 

ridicules any person or group on any basis protected by law, or 
retaliates against any person for complaining of such conduct 

6) material that constitutes bullying 
7) any illegal act 
8) any other inappropriate behavior 

 
Examples of allowable use: 
 

 Typing a letter or making a flyer 
 Sending e-mail to a family member or friend to help with the task of 

scheduling.    
 Accessing the Internet to search for library material or check a weather 

forecast. 
 

NWSRA reserves the right to limit or revoke employees’ access to computer 
hardware or software at any time and for any reason. 

Section 11.0  - ELECTRONIC MAIL 
 
DEFINITIONS 
Sensitive or Confidential:  Any information, in any form, that is a business 
advantage to NWSRA in any way. This includes: resident lists, employee lists, 
pending contracts, legal documents, loss control materials and NWSRA financial 
information.  Information belonging to Members or prospective members and 
under the care of NWSRA also applies.   
 
POLICY FOR ELECTRONIC MAIL 
This policy shall apply to anyone having access to NWSRA’s e-mail systems.  
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NWSRA's e-mail system is intended to further the business purposes of NWSRA; 
personal use of the e-mail system is permissible within reason. 
 
All e-mail created, sent, or received via NWSRA’s computers, networks, and/or 
e-mail systems is the property of NWSRA.  All e-mail sent from NWSRA to the 
outside will be marked with a Confidentiality Statement prior to its leaving the 
server. 
 
NWSRA reserves the right to monitor and/or review, at any time, any e-mail 
created, sent, or received via NWSRA's computers, networks, and/or e-mail 
systems.  NWSRA further reserves the right to reveal the contents of such e-mail 
to any party that it deems appropriate.  The use of encryption, the labeling of an 
e-mail as private, the deletion of an e-mail, or any other such process or action, 
shall not diminish NWSRA's rights in any manner. 
 
NWSRA will disclose e-mail to any party that it may be required to by law or 
regulation. This may include law enforcement search warrants and discovery 
requests in civil litigation.  
 
E-mails will be stored on backup tape and the server for a period of fourteen (14) 
days after which they may be destroyed without notification.  Employees should 
not use email as a permanent storage method nor as a private means of 
communication.   
 
Only NWSRA authorized encryption may be utilized. All passwords/encryption 
keys must be on file with the Superintendent of Communications & IT prior to 
their utilization. 
 
Due to the potential for security breaches, employees will exercise extreme 
caution in executing any files attached to e-mail. If the attachment seems odd, is 
not clearly business-related and/or expected from a known source, it should 
never be opened or executed. Such e-mails and attachments should be 
immediately forwarded to the Superintendent of Communications & IT. 
 
Employees will not subscribe to any e-mail lists that are not directly relevant to 
their assigned duties. 
 
All personal e-mail should be sent to private or home e-mail addresses.  The 
spam filters in use at NWSRA are aggressive at filtering e-mail that traditionally 
does not correspond to work functions such as department stores, most mass e-
mail lists, any prescription or medical information as well as financial information. 
 
Extreme care should be taken when e-mailing information that is considered 
sensitive or confidential.  In this case, it is strongly recommended that: 
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 A manager is consulted for clarification on sensitive or confidential 
matters. 

 Approved methods of encryption are considered for use. 
 The e-mail text includes a warning to the recipient that the material is 

Sensitive or Confidential and is the property of NWSRA. 
 A copy of the e-mail is permanently archived by the employee. 

 
Each employee is responsible for ensuring that their use of NWSRA’s e-mail box 
is consistent with this policy, any other applicable NWSRA policy, and 
appropriate business practices.  E-mails shall not contain offensive jokes, 
pornography, sexist remarks, racist remarks, defamatory remarks, obscene 
remarks, anything of a commercial nature not pertaining to NWSRA's business, 
anything of a political nature, or any other inappropriate remarks.  Further, the e-
mail system shall not be used for any purpose in violation of law or regulation. 
 
"Chain Letter" e-mails and virus notifications will not be created or forwarded by 
employees. 
 
Employees will carefully review all e-mail prior to sending it to ensure that their 
meaning is clear and not subject to interpretation.  E-mail messages should be 
composed in a professional manner. Comments that would be inappropriate in 
memorandums and letters are equally inappropriate in e-mails. 
 
Employees will not utilize or access e-mail accounts belonging to any other 
employee with the exception of calendaring to schedule meetings with that 
employee or sending email on behalf of an employee with the express direction 
to do so. 
 
Employees should ensure that they reply to e-mail messages within 24 hours 
(one business day) at any time they are working regularly or not on vacation.  
Extended absences when out of the office should provide an alternate contact in 
the reply for any Out-of-Office messages.  
 
All emails that leave the NWSRA office will have affixed to them a Confidentiality 
Statement added to the end of the email message.  The wording of this 
statement is subject to change and can be reviewed by any staff member simply 
by sending a request to the Superintendent of Communications & IT. 
 
NWSRA reserves the right to change the policy for employees who abuse the 
privilege. 
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Section 12.0  - VOICEMAIL 
 
POLICY FOR VOICEMAIL 
The word “voicemail” in this policy refers to any type of equipment or system that 
records messages from incoming telephone calls. NWSRA voicemail systems 
are integrated with email and therefore follow the same rules as the Email Policy 
previously detailed. 
 
All voicemail systems and all communications stored therein are the exclusive 
property of NWSRA. NWSRA may review stored messages at any time, for any 
purpose. 
 
Users will check voicemail regularly and it is expected that phone messages will 
be returned the same business day.  If you leave the office before the end of 
NWSRA’s business day and are not changing voicemail to reflect that you are 
out of the office, you should check messages at the end of that business day. 
 
The greeting should include the user's name and request that the caller leave 
their name, telephone number and a brief message. The caller should also be 
given an alternative if they need to speak to someone immediately.  
 
As an example: 
 

This is John Smith. I'm either on the phone or out of my office. At 
the tone, please leave your name, telephone number and a brief 
message. I'll return your call as soon as possible. If you need to 
speak to someone immediately, please press zero to reach the 
system attendant. 

 
Users who will be out of the office for the entire day or for extended time should 
change their greeting to advise callers.  If you are on vacation or otherwise not 
able to return calls, notify the caller when you will be able to return their call and 
provide them an alternate contact. 
 
 
Section 13.0  - INTERNET USAGE 
 
POLICY FOR INTERNET USAGE 
This policy shall apply to anyone utilizing NWSRA's Internet access systems.  
 
NWSRA’s Internet access is intended to further the business purposes of 
NWSRA; personal use of the Internet access is permissible within reason. 
 
All information created, sent, or received via NWSRA's computers, networks, 
Internet access, and/or email systems is the property of NWSRA. 
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NWSRA reserves the right to monitor, filter, and/or review, at any time, all 
Internet utilization via NWSRA's Internet access.  NWSRA further reserves the 
right to reveal any Internet access related information to any party that it deems 
appropriate.  The use of encryption, the labeling of a communication as private, 
the deletion of a communication, or any other such process or action, shall not 
diminish NWSRA's rights in any manner. 
 
NWSRA will disclose Internet access information to any party that it may be 
required to by law or regulation. This may include law enforcement search 
warrants and discovery requests in civil litigation.  
 
Employees will not: 

 Post any comments or statements on any web page or send any 
messages to Internet newsgroups without prior written authorization from 
the Superintendent of Communications & IT. 

 
 Enter any Internet chat rooms, chat channels, bulletin board services and 

the like unless this action is related to work.  This includes, but is not 
limited to, the use of any instant messaging service (IM), web based chat 
or web based forums.  

 
 Download software from the Internet unless prior approval has been 

obtained from the Superintendent of Communications & IT. 
 

 Download or stream any video which is not directly related to their job or 
project to which they have been assigned. 

 
Each employee is responsible for ensuring that their use of NWSRA’s Internet 
access is consistent with this policy, any other applicable NWSRA policy, and 
appropriate business practices. Internet sites containing offensive jokes, 
pornography, sexist material, racist material, defamatory material, obscene 
material, pirated software, or any other inappropriate material shall not be 
accessed.  Further, the Internet access system shall not be used for any purpose 
in violation of law or regulation. 
 
Employees should be mindful that Internet sites they visit collect information 
about visitors.  This information will link the employee to NWSRA.  Employees 
will not visit any site that might in any way cause damage to NWSRA’s image or 
reputation. 
 
Employees should be aware that some of the material available on the Internet is 
copyrighted or trademarked.  Other than viewing publicly available material, 
employees will not use any material found on the Internet in any manner without 
first establishing that such use would not be in violation of a copyright or 
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trademark.  Internet sites usually make visitors aware of the law as well as 
options for securing permission to purchase/use images, etc. 
  
NWSRA reserves the right to change the policy for employees who abuse the 
privilege. 
 
Section 14.0  - SOCIAL MEDIA 
 
POLICY FOR SOCIAL MEDIA 
In general, NWSRA views personal websites, weblogs, wikis, online social 
networks, or any other form of online publishing or discussion positively, and it 
respects the right of employees to use them as a medium of self-expression. If 
an employee chooses to identify him/herself as a NWSRA employee and discuss 
matters related to NWSRA, staff or patrons on his/her website, weblog, or other 
online social network (i.e., Facebook, MySpace, YouTube, Second Life), he/she 
is encouraged to proceed with caution and discretion. Although websites, 
weblog, or any other medium of online publishing may be a personal project 
conveying individual expression, some people may nonetheless view the 
employee as a de facto spokesperson for NWSRA.   
 
Such activities at or outside of work may affect job performance, the performance 
of others, staff morale, teamwork, and/or the reputation or business interests of 
NWSRA.  All social media activity should In light of these possibilities, the 
following guidelines should be observed:  
 

   Make it clear that the views expressed do not necessarily reflect the views 
of NWSRA. Only those employees officially designated by NWSRA have 
the authorization to speak on behalf of the   agency.  
 

   To help reduce the potential for confusion, put the following notice — or 
something  similar — in a reasonably prominent place on the site (e.g., at 
the bottom of the “about me” page): 
 

o The views expressed on this website/weblog/social network are mine 
alone and do not necessarily reflect the views of my employer. 

 
Many bloggers and social network users put a similar disclaimer on their home 
page stating who they work for, and that they’re not speaking officially. This is 
good practice, but may not have much legal effect. While it is not necessary to 
post this notice on every page, please use reasonable efforts to draw attention to 
it- if at all possible, from the home page of the site. 
 
Be careful to avoid disclosing any information that is confidential or proprietary to 
the agency (including NWSRA patrons, staff, partner agencies/affiliates or 
vendors), to any third party that has disclosed information to NWSRA.  For good 
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measure, consult NWSRA’s patron confidentiality policy for guidance about what 
constitutes confidential information. 
 
Since an employee’s site, blog or other posting is in a public space, be respectful 
to NWSRA, its  employees, its patrons, its partners and affiliates, and others. For 
example, refrain from posting personal insults or obscenity, or engaging in any 
conduct that would not be acceptable in the workplace. Show proper 
consideration for others’ privacy and for topics that may be considered 
objectionable, inflammatory, or counterproductive to morale or teamwork. 
The employee may provide a link from his/her site to the NWSRA website. 
However, he/she will require permission to use the NWSRA logo or reproduce 
any NWSRA material on your site. 
 
When using NWSRA computers, employees are subject to both the agency’s 
Internet Use Policy and Computer Use Policy. 
 
As a public agency, NWSRA trusts – and expects – staff to exercise personal 
responsibility whenever they participate in social media. Remember, what an 
employee publishes will be around  for a long time, so he/she must consider the 
content carefully and also be judicious in disclosing  personal details.  
 
Blogs, wikis, virtual worlds, social networks, or other tools hosted outside of 
NWSRA’s protected intranet environment should not be used for internal 
communications among fellow employees. It is fine for staff to disagree, but do 
not use external blogs or other online social media to air differences in an 
inappropriate or counterproductive manner.  
 
Recognize that both during working hours and non-working hours, employees 
are ambassadors of NWSRA. All are expected to conduct themselves at all times 
in the best interest of NWSRA. Further, all employees are expected to promote 
teamwork and inspire trust and confidence. For example, if views negatively 
impact the reputation or integrity of NWSRA, hurt staff morale, and/or create 
friction among staff, disciplinary action may be taken, up to and including 
termination. 
 
Lastly, employees are encouraged to use their best judgment.  Actions both in 
and outside the workplace reflect on the employee’s judgment, decision-making, 
professionalism, maturity, and commitment to NWSRA.  
 
Employees are encouraged to review the guidelines above and consider the 
potential consequences of their actions. Ultimately, employees have sole 
responsibility for what they post to  their blog or publish in any form of online 
social media.  
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If you have any questions about these guidelines or any matter related to your 
site that these guidelines do not address, please direct them to the 
Superintendent of Communications & IT. 
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