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ORDINANCE NO. O-23-14 
 

AN ORDINANCE AMENDING THE CAMPTON HILLS VILLAGE CODE 
REGARDING THE VILLAGE CLERK’S POWERS AND DUTIES 

 
WHEREAS, the Village Clerk has specific duties as outlined by the Illinois Municipal Code (65 

ILCS 5/3.1-35-90) and Section 1-7B-3 of the Campton Hills Village Code; and 
 
WHEREAS, the Board of Trustees has determined that further clarifying the Village Clerk’s duties 

and responsibilities in the Campton Hills Village Code best promotes the efficient and effective operations 
of the Village; and  

 
WHEREAS, in furtherance of such enhanced efficiency and effective Village operations, the 

Board of Trustees approves an amendment to the Campton Hills Village Code to clarify certain duties and 
responsibilities of the Village Clerk.    

 
NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF 

TRUSTEES OF THE VILLAGE OF CAMPTON HILLS, KANE COUNTY, ILLINOIS, AS 
FOLLOWS: 

 
SECTION 1: Incorporation. Each recital above is incorporated by reference into this Section 1 
and made a part hereof as material and operative provisions of this Ordinance. 
 
SECTION 2: Approval of Amendments to Title 1 of the Campton Hills Village Code. The 
Board of Trustees, pursuant to the authority vested in it under the laws of the State of Illinois and 
the Campton Hills Village Code, hereby approves the following amendments to the provisions of 
Chapter 7, entitled “Village Officers, Personnel and Board and Commission Members”, Article B, 
entitled “Village Clerk” of Title 1 entitled “Administration”, of the Campton Hills Village Code to 
read as follows: 
 
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 listed 
in the agenda for the meeting. 

 
3. The minutes shall contain: 

 
I. An accurate record of the transaction of public business and official actions, 

including all motions, decisions or other actions of the corporate authorities. 
 

II. A summary of reports of committees, commissions or village officers as 
presented at the meeting. 

 
III. Informational data needed or desirable to understand the actions of the 

corporate authorities. 
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IV. A summarization of all public comments from the audience. 
 

V. A 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. 

 
c. 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 videotape 
any meeting open to the public pursuant to state law. 
 

d. The draft minutes will be presented for approval at the next meeting of the corporate 
authorities, where possible. 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. 

 
e. The approved minutes 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 fails to do so. 

 
f. 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. 

 
g. Special Projects: The village clerk may be asked to work on special projects for the 

village president as needed. 
 
h. Authenticate/Certify Documents: The village clerk shall sign and authenticate or certify 

documents when required, in accordance with state law. This shall include the 
attestation or certification of all licenses issued by the Village. 

 
i. The village clerk shall be the custodian of all documents belonging to the village, 

including all electronically held documents or other records, which are not assigned to 
the custody of some other officer, other than documents relating to litigation, which 
shall be in the custody of the village president. The village clerk shall be responsible for 
training all village employees in the maintenance of all files containing these 
documents. The village clerk shall have a designated secure workspace within Village 
Hall to maintain said physical documents and other electronic documents or other 
records. The village clerk shall be the custodian of the following documents, among 
others: 

 
1. The minute book. 

 
2. The ordinance book. 

 
3. The resolution book. 

 
4. All proclamations passed by the corporate authorities. 

 
5. Election materials. 
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6. Contracts approved by the corporate authorities of the village. 
 

7. Documents presented to the village clerk for further presentation to the corporate 
authorities or to another officer or employee of the village. 
 

8. Documents not under the custody of another village officer. 
 

9. Such other documents as may be required from time to time by the corporate 
authorities of the village. 

All other documents of the village shall be filed in the appropriate administrative 
office by function. This includes copies as necessary of all official documents. 
 

J.  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. 
 

K.  Submission Of Materials to 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 recommendation. If the village attorney does not make any 
recommendation in writing within seven (7) days after receipt of such certification or report, 
the right to make recommendations shall be deemed waived. (2013 Code § 1-8-2) 
 

L. Publication of Village Records or Notices on Village Website: The village clerk shall have 
access to the Village website, that will allow him/her the ability to add, remove and edit 
content on said website. The village clerk shall publish all necessary Village records, 
meeting notices and agendas, and approved minutes of the Village Board. The village clerk 
shall publish all necessary records, meeting notices and agendas, and approved minutes of 
other commissions to said website, as required from time to time, and by any law governing 
the publication of said materials. 
 

M. Preparation for Elections: The village clerk shall make preparations for and supervise all 
Village elections. 
 

N. Notice of Special Meetings: The village clerk shall give notice of all special meetings of the 
board of trustees to all board members and the Village Attorney. 
 

O. Filing, Delivery or Recording of Ordinances or Resolutions: The village clerk shall be 
responsible for the filing, delivery or recording of all ordinances or resolutions that are 
required to be filed with, delivered to or recorded with any other unit of government, 
including, but not limited to, Kane County or Campton Township. 
 

P. Administer Oaths: The village clerk shall administer all oaths of office to all elected and 
appointed officials, police officers and various staff members of the village as required. 
 

Q. FOIA Officer: The village clerk shall serve as the Freedom of Information Act (FOIA) 
officer for the Village. 
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1-7B-4: DEPUTY VILLAGE CLERK: 
 

a. Determination Of Need: The corporate authorities shall determine, from time to 
time, whether or not a deputy village clerk shall be provided. 

 
b. Appointment And Term: 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 or her appointment. 

 
c. Powers And Duties: The deputy village clerk shall have the following powers and 

duties which shall be exercised only in the absence of the village clerk from the 
place where the village clerk's office is maintained and only when either written 
direction has been given by the village clerk to the deputy village clerk to exercise 
one or more powers and duties or when the corporate authorities have determined 
by resolution that the village clerk is temporarily or permanently incapacitated to 
perform the particular function: 

 
1. Attend meetings of the corporate authorities and prepare a draft record of 

the proceedings. 
 

2. Sign, seal and attest to all contracts of the village and all licenses, permits 
and such other documents as require this formality. 

 
3. Publish all documents requiring publication. 

 
4. Other specific responsibilities of the village clerk. (2013 Code § 1-8-3) 

 
1-7B-6: BUDGET FOR VILLAGE CLERK AND DEPUTY CLERK: 
 
The Village Clerk and Deputy Clerk shall be provided with a reasonable budget as 
commensurate with their duties and responsibilities, as determined by the president and 
board of trustees.” 
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 SECTION 3:  Severability. If any section, paragraph, subdivision, clause, sentence or provision 
of this Ordinance shall be adjudged by any Court of competent jurisdiction to be invalid, such 
judgment shall not affect, impair, invalidate or nullify the remainder thereof, which remainder shall 
remain and continue in full force and effect. 
 
SECTION 4:  Conflicts. All ordinances or parts of ordinances in conflict herewith are hereby 
repealed to the extent of such conflict. 

 
SECTION 5:  Delivery of Signed Documents. After approval and execution of this Ordinance, 
the Village Clerk, or her designee, shall retain a certified copy of this Ordinance for record retention 
purposes. 

 
SECTION 6: Effective Date. This Ordinance shall become effective after its passage and approval 
as provided by State law. 

 
ADOPTED this 15th day of August, 2023, pursuant to a roll call vote as follows: 
 
 

AYES  NAYES ABSENT ABSTAIN 
Trustee Boatner  X  _____  _____  _____ 
Trustee Burson  X  _____  _____  _____ 
Trustee McKelvie _____  X  _____  _____ 
Trustee Millette  _____  X  _____  _____ 
Trustee Muncie  _____  X  _____  _____ 
Trustee Morgan, Sr. X  _____  _____  _____ 
President Wojnicki X  _____  _____  _____ 
  
 
 

        
       _____________________________ 

Barbara Wojnicki, Village President 
 
ATTEST: 
 

 
___________________________________ 
Tracy Johnson, Village Clerk 
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STATE OF ILLINOIS ) 
   )  SS 
COUNTY OF KANE ) 
 
CLERK'S CERTIFICATE 
 
 I, Tracy Johnson, Clerk of the Village of Campton Hills, in the County of Kane and State of Illinois, 
certify that the attached document is a true and correct copy of that certain Ordinance now on file in my 
office, entitled: 
 
ORDINANCE NO. O-23-14 
 
AN ORDINANCE AMENDING THE CAMPTON HILLS VILLAGE CODE 
REGARDING THE VILLAGE CLERK’S POWERS AND DUTIES 
 
which Ordinance was passed by a roll call vote of the Board of Trustees of the Village of Campton Hills at 
a Regular Village Board Meeting on the 15th day of August, 2023, at which meeting a quorum was present, 
and approved by the President of the Village of Campton Hills on the 15th day of August, 2023. 
 
 I further certify that the vote on the question of the passage of said Ordinance by the Board of 
Trustees of the Village of Campton Hills was taken by Ayes and Nays and recorded in the minutes of the 
Board of Trustees of the Village of Campton Hills, and that the result of said vote was as follows, to-wit: 
 

 AYES: TRUSTEES BOATNER, BURSON, MORGAN, PRESIDENT WOJNICKI 

 NAYS: TRUSTEES MCKELVIE, MILLETTE, MUNCIE  

 ABSENT:_______________________________________________________ 

 
 I do further certify that the original Ordinance, of which the foregoing is a true copy, is entrusted 
to my care for safekeeping, and that I am the lawful keeper of the same. 
 
 IN WITNESS WHEREOF, I have hereunto set my hand and affixed the seal of the Village of 
Campton Hills, this 15th day of August, 2023. 
 

        
       ___________________________________ 
       Tracy Johnson, Village Clerk 
[SEAL]  

    
 
 
 
 


