Chapter 3 - City Administration


CHAPTER 3

CITY ADMINISTRATION

3.01 OFFICERS OF CITY. 

(a) Qualifications.  No person shall be eligible to hold any elective office of the City, including Alderman, who is not a qualified elector of the City, and who shall not have resided in the City at least one year next preceding his election.  No person who is a defaulter to the City shall be eligible to any office of the city.

(b) Appointed Officers.  All officers of the City, who are not elected shall be appointed by the Mayor with the advice and consent of the City Council.  Appointed officers do not necessarily have to be residents of the City.  All such appointments shall be made at the first regular meeting of the City Council after any annual election, or as soon as practicable after a vacancy in any such office occurs.  The Mayor may appoint temporary officers to those positions he deems necessary until such time as a nominee for such office is approved by the City Council.  All officers appointed by the Mayor shall expire as of the date of the next general election occurring after such appointment.

(c) Oath.  All officers of the city before entering upon the duties of their respective offices shall take and subscribe the following oath:

I do solemnly swear that I will support the Constitution of the United States, and the Constitution of the State of Illinois, and that I will faithfully discharge the duties of        _______    according to the best of my ability.

which oaths shall be filed with the City Clerk, and shall be duly commissioned by the Mayor and City Clerk attested by the corporate seal of the city.

(d) Assumption of Duties.  All officers shall assume the duties of their respective office on May 1, following their election.  All appointed officers shall assume the duties of their respective offices on the effective day of their appointment.

 (e) Delivery of Property upon Termination of Office.  It shall be the duty of all persons retiring from office, whether because of the expiration of the term of office or of removal or otherwise, to deliver to his successor in office all property, books, and effects of every description in his possession belonging to the city and appertaining to said office, and any person failing to do so shall be liable for all damages caused thereby and to the penalty provided in Section 1.06 of this code.

3.02 MAYOR. 

(a) Chief Executive Officer; Term.  The chief executive office of the city shall be the Mayor who shall hold office for four years, and until his successor is elected and has qualified.

(b) Powers and Duties.  The Mayor shall enforce the laws and ordinances within the City and shall preside at all meetings of the City Council.  The Mayor may remove any officer appointed by him whenever he is of the opinion the interest of the city demand removal in accordance with the Illinois law.

(c) Aid of Citizenry.  When necessary, the Mayor may call on every inhabitant of the city over the age of 18 years to aid in enforcing laws and ordinances in the City.

(d) License Authority.  The Mayor shall sign all licenses granted by authority of the City Council.  The Mayor shall have the power to suspend or revoke any license granted by authority of the City Council, provided the aggrieved party may appeal to the City Council within 20 days of such revocation, when, if the majority of all members-elect of the City Council shall so vote, said license shall again become valid and in full force and effect.

(e) Duties Prescribed by Law.  The Mayor shall perform all the duties which are prescribed by law and the city ordinances, and shall take care that the laws and ordinances are faithfully executed.

(f) Information to Council.  The Mayor, from time to time and annually, shall give the City Council information relative to the affairs of the city.

 (g) Recommendations to Council.  The Mayor may recommend to the City Council such measures as he believes expedient.

(h) Statutory Powers.  In addition, the Mayor shall have such duties and powers as are conferred upon him by the laws of Illinois.

(i) Bond.  The Mayor shall give a bond of $30,000 to be filed with the City Clerk before entering into the duties of office.

3.03 CITY CLERK. 

(a) Election and Term.  The City Clerk shall be elected at the same general election the Mayor is elected and shall serve until his successor is duly elected and qualified.

(b) Corporate Seal.  The City Clerk shall keep the corporate seal of the city and to affix the same to all acts, papers, and proceedings to which it shall be necessary or proper.

(c) Attendance at Meetings.  The City Clerk shall attend all meetings of the City Council and keep a full and complete record of their proceedings and to safely keep all records and contracts in which the city may be a party of interest.

(d) Ordinance Records.  The City Clerk shall record in a book kept for that purpose all ordinances passed by the City Council and shall make therewith a memorandum of the date of the passage and publication of such ordinance.

(e) Books and Records.  The City Clerk shall preserve all books, papers, and documents belonging to said office and shall have the custody of all papers, books, and maps belonging to the city and not in actual use by other officers and shall without delay present to the City Council all communications and documents addressed to the same.

(f) Financial Transactions.  The City Clerk shall keep full and complete accounts and exhibits of all financial transactions of the city including therein all claims allowed against the city and draw all warrants on the city treasury for the payment of  money and in each warrant shall designate the particular fund from which the same is payable, and shall preserve all bill allowed by the City Council.

(g) License Duties; Records.  The City Clerk shall prepare all commissions, licenses, including hunting and fishing licenses, permits, and other official documents the granting of which may be provided for by ordinance of the city, or by statute, and attest the same with the corporate seal of the city and keep a record in a suitable book or books of each commission, license, permit, or other official document granted, to whom granted, for what purpose, the period of time covered thereby and the location of the place of business of the person obtaining the same.

(h) Notices.  The City Clerk shall issue all notices of special meetings of the City Council; also notices to the members of the different committees of meetings of such committees and to persons whose attendance may be required before such committee when directed to do so.

(i) Sewer Bills.  The City Clerk shall render bills for sewerage service and all other charges in connection therewith and collect all moneys due therefrom and shall establish a proper system of accounts and shall keep proper books, records and accounts in which complete and correct entries shall be made concerning the rendering of bills for sewerage service and all other charges in connection with the sewerage system of the City and to collect, and make proper entries of the collection of all moneys due and collected therefrom.

(j) Delinquent Sewer Charges.  The City Clerk shall sign sworn statements showing any delinquencies of the payment of sewerage service charges and file the same in the office of the Recorder of Deeds of Crawford County.

(k) Parking Revenue.  The City Clerk shall receive all moneys collected from fines for the violation of parking ordinances of the city and shall keep a proper system of accounts of all such moneys received.

(l) Delivery of Funds to Treasurer.  The City Clerk shall at the end of each month, and oftener if required by the City Council, to turn over to the City Treasurer all moneys received by him in the collection of sewerage rentals and other charges; all moneys received by him from fines for the violation of parking ordinances, and all moneys received as fees from the issuing of commissions, licenses, including hunting and fishing licenses, permits, fixing the seal of the city, or from any other source of business connected with the City, and at the same time shall furnish the City Treasurer with a detailed report of the source of said funds.

(m) Special Funds.  The City Clerk shall collect and keep proper account of all special assessments levied or imposed upon property within the city.  All such funds shall immediately be turned over the City Treasurer who shall keep said funds as special funds to be applied on the payments for which the particular tax was levied.

(n) Office Hours.  The office of the City Clerk shall be maintained at the City Hall and shall be open every day, Monday through Friday, from 7:00 a.m. to 4:00 p.m., except legal holidays.  The Clerk shall perform such other functions and duties as are required by the laws of the State of Illinois or as provided by the ordinances of the City.

(o) Other Duties.  The City Clerk shall perform all such other and further duties pertaining to the office as are or may be imposed by law or ordinance.

(p) Bond.  The City Clerk shall give a surety bond in the sum of $30,000 to be filed with the City Treasurer before entering into the duties of his office.

3.04 CITY TREASURER. 

(a) Appointment and Term.  The City Treasurer shall be appointed by the Mayor with the advice and consent of the City Council.  The City Treasurer shall serve until his or her successor is duly appointed and qualified.

(b) Records.  The City Treasurer shall keep a full record of all financial transactions of the city.  He shall receive all moneys belonging to the city, keep a fair record of all moneys 

received and distributed, from whom received and to whom paid, give all persons paying money into the treasury the receipt therefor, the date of the payment and on what account paid, a copy of which said receipt shall be filed with the City Clerk with the monthly report of the Treasurer.  He shall also keep a separate account of each fund coming into his hands setting forth particularly each amount received from the several items as they shall be set forth in the annual tax levy ordinances and shall keep in the appropriate fund the various moneys coming into his hands from other sources and all moneys coming into his hands not specifically set apart for some other purpose shall be kept in a general fund, and shall enter all items against said fund as said moneys are paid out by him.

(c) Monthly Reports.  He shall at the end of each month and oftener if required by the City Council, render an account to the City Council showing the condition of the city treasury at the date of such report and with said report, shall render a statement of all moneys received into the treasury and on what account, together with all warrants paid by him.  He shall keep a register of all warrants paid which shall describe the warrant and show the date, amount, number and the fund from which paid and the name of the person to whom paid and when.  He shall pay no warrants or orders drawn on him unless they be signed by the Mayor and countersigned by the City Clerk and state the particular fund from which the same are payable and the person to whom payable.

(d) Yearly Report.  He shall annually make and file a full and detailed report as provided by statute.

(e) Deposit of Funds.  The City Treasurer shall immediately upon receipt deposit the city funds in Regions Bank, N.A., Robinson, Illinois; First Financial Bank, N.A., Robinson, Illinois; and First Robinson Savings Bank, N.A., Robinson, Illinois; and The First National Bank in Olney, Robinson, Illinois.
(f) Bond.  The City Treasurer shall give a bond in the sum of $500,000 to be filed with the City Clerk before entering into the duties of office.

(g) Internal Controls and Procedures Regulating All City Funds.

(1)  For purpose of this section, investments are defined as any time deposit or savings deposit, and such other investments which are permitted to be used in accordance with 50 ILCS 340, INVESTMENT OF MUNICIPAL FUNDS ACT, and other appropriate provision of the Illinois Compiled Statutes.

(2)  City investments shall be made by the City Treasurer to those depositories designated by the City to accept City funds.  Investments shall be held in the name of the appropriate City fund.

(3)  The City Treasurer shall be permitted to reinvest investments such as maturing certificates of deposit within preexisting City bank accounts, subject to the Robinson City Finance Committee or the applicable Pension Board’s oversight and recommendation.  Any part of an original investment not being reinvested shall be subject to the provisions of this ordinance and the requirements of the appropriate state statute with regard to initial investment of municipal funds.

(4)  The City Treasurer shall be permitted to invest in new bank accounts or investments, subject to advance written approval by the chairman of the finance committee or such other City official designated by the City Council, or the applicable Pension Board.  Such investment shall be made through one of the following means:  drafting a check on the particular fund, or, directing the depository to transfer the fund to such other depository directly.

(5)  The City Treasurer shall require the approved depository, at all times, to have depository insurance and collateral pledged to the City in the City’s name, as evidenced by the collateral receipt, sufficient to cover all deposits and investments of the City in said depository.

(6)  A certified copy of this ordinance, and any amendments thereto, shall be delivered by the City Treasurer to each approved depository.  (93-O-16)

3.04A ADMINISTRATIVE ASSISTANT.
(a)  Appointment.  The Administrative Assistant shall be appointed by the Mayor with the advice and consent of the City Council.
(b)  Duties.  The Administrative Assistant shall provide supervision to designated employees of the City working in the City Hall, shall establish and maintain the City’s records, except as specifically provided for by statute for maintenance by the City Clerk, City Treasurer, and other sworn personnel, and provide assistance to the Mayor and the City Council with regard to the administration of City government, and shall supervise the City’s personnel functions.

3.05 CITY ATTORNEY. 

(a) Appointment.  The City Attorney shall be appointed by the Mayor with the advice and consent of the City Council.  The City Attorney shall not serve as an employee, but shall be an independent contractor.  (98-O-23)
(b) Legal Adviser.  The City Attorney shall be the legal adviser of the city; he shall, when required, advise the Council or any city officer in all matters of law in which the interests of the city are involved.  He shall, when required by the Mayor, Council, or any committee thereof, furnish legal opinions upon any subject submitted to him pertaining to the city or its interests.  It shall further be the duty of the City Attorney to keep in a suitable book to be provided by the city for that purpose, a record of written opinions given as furnished by him to the city.

(c) Drafts of Ordinances.  The City Attorney shall draft such ordinances as may be required of him by the Council or by any committee thereof.

(d) Contracts; Deeds.  The City Attorney shall draw any deeds, leases, contracts, or other papers required by the business of the city, when requested so to do by the Mayor, the Council or any committee thereof.

(e) Papers.  The City Attorney shall examine and pass upon the legality of any or all papers submitted to him pertaining to the city or its interests, when required by the Mayor, Council or any committee thereof.

(f) Prosecution and Defense of Suits.  The City Attorney shall prosecute or defend, on behalf of the city, all cases in which the interests of the city are involved; and the Clerk shall

furnish him with certified copies of any ordinances, bonds, or other papers in his keeping, necessary to be filed or used in any suit or proceeding.

(g) Collection of Judgment.  He shall cause executions to be issued upon all judgments recovered in favor of the city, and see to their prompt collection.  He shall examine all fee bills of officers of courts, and certify to the correctness of the same and the liability of the city therefor.

(h) Prosecution for Violation of Ordinances.  The City Attorney shall be charged with the prosecution of all actions for violation of the ordinances of the city, and with the conduct of all such proceedings before justices, or on appeal therefrom.  He shall institute an action in every case where there has been a violation of any city ordinance, when instructed to do so by the Mayor, Council, or any committee thereof, or upon complaint of any other person, when in his judgment, the public interest requires that the same shall be prosecuted.

(i) Power to Dismiss and Compromise.  The City Attorney may, when he becomes satisfied that a complaint was instituted maliciously or vexatiously and without probable cause, discontinue any action brought for the violation of any city ordinance upon such terms as to him may seem just and equitable.

3.05A  CITY ENGINEER.

(a) Appointment.  The City Engineer shall be appointed by the Mayor with the advice and consent of the City Council.

 (b) Duties.  The City Engineer shall be the advisor to the City on matters requiring technical engineering knowledge and experience, and shall perform such engineering services as are required from time to time by the City.  
3.05B  SUPERINTENDENT OF PUBLIC WORKS. (12-O-12)

(a) Appointment.  The Superintendent of Public Works shall be appointed by the Mayor with the advice and consent of the City Council.

(b) Duties.  The Superintendent of Public Works shall be responsible for planning, organizing, directing and coordinating the functions and activities of the Wastewater Treatment Facilities and the Street Department and shall perform such services as are required from time to time by the City.
3.06 FISCAL YEAR.  The fiscal year of the City shall begin on May 1 of each year and shall end on April 30 of each year.

3.07 COMMUNITY BUILDING.  The management of the Community Building shall be under the direction of the Committee on Streets of the City Council.  (98-O-29)

3.08 INDEMNIFICATION OF ELECTED OFFICIALS, OFFICERS,


EMPLOYEES AND AGENTS OF THE CITY. 

(a) Actions Other than by City.  The city shall indemnify any person who was or is a party or is threatened to be made a party to any threatened, pending or completed action, suit or proceedings, whether civil, criminal, administrative or investigative, other than an action by or in the right of the city, by reason of the fact that said person is or was an elected official, officer, employee or agent of the city, against expenses, including attorney’s fees, judgment, fines and amounts paid in settlement actually and reasonably incurred by said person in connection with such action, suit or proceedings if such person acted in good faith and in a manner he reasonably believed to be in or not opposed to the best interests of the city, and, with respect to any criminal action or proceeding, had no reasonable cause to believe his conduct was unlawful.  The termination of any action, suit or proceeding by judgment or settlement, conviction or upon a plea of nolo contendere, or its equivalent, shall not, of itself, create a presumption that the person did not act in good faith and in a manner which he reasonably believed to be in or not opposed to the best interest of the city, and with respect to any criminal action or proceeding, had reasonable cause to believe that his conduct was unlawful.

(b) Actions by City.  The city shall indemnify any person who was or is a party or is threatened to be made a party to any threatened, pending or completed action or suit by or in the right of the city to procure a judgment in its favor by reason of the fact that he is or was an elected official, officer, employee or agent of the city or is or was serving at the request of the city as an officer, employee or agent against expenses, including attorneys’ fees, actually and reasonably incurred by such person in connection with the defense or settlement of such action or suit if such person acted in good faith and in a manner he reasonably believed to be in or not opposed to the best interest of the city and except that no indemnification shall be made in respect of any claim, issue or matter as to which such person shall have been adjudged to be liable for negligence or misconduct in the performance of his duty to the city 
unless and only to the extent that the court in which such action or suit was brought shall determine upon application that despite the adjudication of liability but in view of all the circumstances of the case, such person is fairly and reasonably entitled to indemnity for such expenses which the court shall deem proper.

(c) Successful Defense.  To the extent that an elected official, officer, employee or agent of the city has been successful on the merits or otherwise in defense of any action, suit or proceeding referred to in subsections (a) and (b), or in defense of any claim, issue or matter therein, he shall be indemnified against expenses, including attorneys’ fees, actually and reasonably incurred by him in connection therewith.

(d) Determination by Council.  Any indemnification under subsections (a) and (b), unless ordered by a court, shall be made by the city only as authorized in the specific case upon a determination that indemnification of the elected official, officer, employee or agent is proper in the circumstances because he has met the applicable standard of conduct set forth in subsections (a) and (b).  Such determination shall be made a majority vote of the City Council.

(e) Other Rights not Impaired.  The indemnification provided by this section shall not be deemed exclusive of any other rights to which those indemnified may be entitled under any contract, agreement or action by the City Council, both as to action in his official capacity and as to action in another capacity while holding such office or position, and shall continue as to a person who has ceased to be an elected official, officer, employee or agent, and shall inure to the benefit of the heirs, executors and administrators of such person.

(f) City Protection.  The city shall purchase and maintain on behalf of any person who is or was an elected official, officer, employee or agent of the city or is or was serving at the request of the city as an agent of the city insurance against any liability asserted against him and incurred by him in such capacity, or arising out of his status as such, whether or not the city would have the power to indemnify him against such liability under the other provisions of this section.
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