Agenda Item V E., 6/3/08

ORDINANCE NO. 0-08- | 9

VILLAGE OF CAMPTON HILLS
AN ORDINANCE AMENDING SECTION 1-7A-2 AND 1-7A-3 OF THE
VILLAGE CODE OF THE VILLAGE OF CAMPTON HILLS

BE IT ORDAINED by the President and Board of Trustees of the Village of
Campton Hills, Kane County, lllinois that:

Section 1. Section 1-7A-2 of the Village Code of the Village of Campton Hills
is hereby amended and restated to provide as follows:

1-7A-2: POWERS AND DUTIES OF VILLAGE CLERK:

A. Attend Meetings: The Village Clerk shall attend meetings of the Board of Trustees
and be responsible for the keeping of a full record of their proceedings (minutes) and
the accuracy of the record. The Village Clerk may be asked to attend other
governmental meetings as deemed appropriate by the Village President.

B. Record of Proceedings:
1. The Village Clerk shall prepare the draft record of the proceedings (minutes).

2. The minutes of each meeting of the Corporate Authorities shall be arranged as
nearly as may be appropriate in chronological sequence.

3. The minutes shall contain:

a. An accurate record of the transaction of public business and official actions,
including all motions, decisions or other actions of the Corporate Authorities.

b. A summary of reports of committees, commissions or Village officers as
presented at the meeting.

c. Informational data needed or desirable to understand the actions of the
Corporate Authorities.

d. Areasonable summarization of comments from the audience.

e. A reasonable summarization of comments of any member of the Corporate
Authorities, and of any other reports, data or memoranda presented to the
meeting, at the specific request of the Corporate Authorities.

4. At the direction of the Corporate Authorities, the proceedings shall be recorded

by tape recorder or other appropriate means. Any person is permitted to tape
record or video tape any meeting open to the public pursuant to state law.
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. Subject to the matters otherwise provided in this article, the role of the Village
Clerk in preparation of minutes is.to record the proceedings of the Board and to
prepare draft and final minutes.

. The draft minutes will be presented for approval at the next meeting of the
Corporate Authorities, where possible. Prior to presentation of the draft minutes
to the Corporate Authorities, they shall be submitted to the Village President and
Village Attorney for review. Any Trustee desiring to correct or clarify the draft
minutes shall make a motion stating the matters to be corrected or clarified, and
such motion will be voted upon if seconded. The minutes, as presented, or as
corrected and clarified, will be subject to approval by motion approved by a
majority of the Trustees present. '

. After the Corporate Authorities have approved the minutes, they shall be signed
by both the Village Clerk and President; however, failure of either or both to sign
the minutes will not affect the validity of such minutes once approved, and the
Corporate Authorities may designate one of their members to sign any particular
minutes if either the President or Clerk fail to do so.

. The minutes shall be made available for public inspection within seven (7) days
after being approved or accepted by the Corporate Authorities as the official
minutes of their proceedings. The minutes shall not be available to any person
other than a Village Official until approved by the Corporate Authorities.

Special Projects: The Village Clerk may be asked to work'on special projects for
the Village President as needed.

Authenticate Documents: The Village Clerk shall sign and authenticate
documents in accordance with state law.

Custodian: The Village Clerk shall be the custodian of all documents belonging
to the Village other than documents relating to litigation, which shall be in the
custody of the Village President, which are not assigned to the custody of some
other officer.

Publication of Ordinances: The Village Clerk shall publish all ordinances passed
by the Corporate Authorities imposing any fine, penalty, imprisonment or
forfeiture, or making any appropriation, in pamphlet form, whether or not each
such ordinance contains language authorizing such publication in pamphlet form.

Submission of Certifications and reports to the Village Attorney. Unless directed
otherwise in a specific instance, all reports, certifications and other materials to
be submitted by the Village Clerk to any County, State or Federal official or
department or agency shall first be submitted to the Village Attorney for review
and approval.
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Prepare agenda packets and distribute same for Plan Commission and Zoning
Board of Appeals, as well as other commissions as mutually agreed.

Serve as secretary (with additional compensation) for Plan Commission and
Zoning Board of Appeals, as well as other commissions as mutually agreed.

Section 2. Section 1-7A-3 of the Village Code of the Village of Campton Hills

is hereby amended and restated to provide as follows:

1-7A-3: DEPUTY VILLAGE CLERK:

A

The Corporate Authorities shall determine, from time to time, whether or not a
Deputy Village Clerk shall be provided for.

Appointment: The Deputy Village Clerk is appointed by the Village Clerk during the
month of April each year, subject to concurrence by the Corporate Authorities. The
Term of office of the Deputy Village Clerk shall expire on April 30 of the year
following his appointment.

Duties and Responsibilities: In the absence of the Village Clerk, the Deputy Village
Clerk shall attend meetings of the Corporate Authorities and prepare the draft record
of the proceedings, and perform any and all duties and responsibilities of the Village
Clerk as requested and specified by the Village President and Board of Trustees.

. Sealing and Attesting Documents: If the Village Clerk is absent from the office, the

Deputy Village Clerk shall sign, seal and attest all contracts of the Village and all

licenses, permits and such other documents as shall require this formality.

Publication of Ordinances: If the Village Clerk is absent from the office, the Deputy
Village Clerk shall and is hereby authorized to publish all ordinances hereafter
passed by the Corporate Authorities requiring publication.

Additional Duties: In addition to the duties herein provided, the Deputy Village Clerk
shall perform such other duties and functions as may be required by statute or
ordinance or as otherwise specified by the Village President and Board of Trustees.

The duties of the Deputy Village Clerk shall include general office coordination such
as:

1. Assist Village residents as needed.
2. Handle incoming calls and general office duties.
3. Assist other staff, as necessary.

4. With other designated personnel, prepare and distribute agenda packets for
Board meetings.

8112322v1/lu 3



5. In the absence of the Village Clerk, prepare agenda packets and distribute same
for Plan Commission and Zoning Board of Appeals, as well as other
commissions as mutually agreed.

6. In the absence of the Village Clerk, serve as secretary (with additional
compensation) for Plan Commission and Zoning Board of Appeals, as well as
other commissions as mutually agreed.

Section 3. This Ordinance shall be in full force and effect from and after its
passage, approval and publication as provided by law. This Ordinance shall be
published in pamphiet form.

Passed this ?WC( day of June 2008 by a vote of at least two-thirds of the
Corporate Authorities.

AYES NAYS ABSENT ABSTAIN
Trustee Laura Andersen
Trustee Susan George v~
Trustee Jim Kopec v
Trustee Albert Lenkaitis, Jr. v’
Trustee Mike Millette v/
Trustee John Strauss v
President Patsy Smith
APPROVED THIS (ﬁ'“ﬁ DAY OF JUNE 2008.
A Patsy Smith, {Jlage(fPresident
(SEAL)
ATTEST AND FILED TP , 2008.

s //;_,

Carolyn Higgins, Village Clefk ’

Published in pamphlet form this é?"/\ day of « Low e 2008.
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