
 

Agenda Item 
3.21 COW  

 
REQUEST FOR BOARD ACTION 

COMMITTEE OF THE WHOLE 
May 13, 2019 

 
Subject: Proposed Village of Lincolnshire Grant Policy & Whistleblower Policy  

(Village of Lincolnshire)  
 
Action Requested: 

 
Consideration of Proposed Village of Lincolnshire Grant Policy and 
Village of Lincolnshire Whistleblower Policy 

 
Originated By/Contact: 

 
Michael Peterson, Finance Director 
Brad Burke, Village Manager 

 
Referred To:  

 
Village Board 

  
Summary / Background:   
Illinois Public Act 98-706 Grant Accountability and Transparency Act (GATA) became effective 
July 16, 2014. The Governor’s Office of Management and Budget (GOMB) is responsible for 
implementation of the Act and development of a statewide grant administration system. This 
project has been deployed in a piecemeal fashion over the last couple of years. One objective is 
to assign a risk rating to each grantee. This is accomplished by asking grantees to answer a 
multitude of questions related to general operations, internal controls, performance 
measurements, and active policies and procedures. 
 
Staff recommends adoption of two policies to improve Lincolnshire’s opportunity of receiving 
grant awards; as well as, reduce the reporting requirements afforded to entities that obtain a 
lower risk rating (or minimize risk). 
 
Budget Impact: N/A   
  
Recommendation:  Staff recommends consideration of the proposed policies and direct 
placement on the consent agenda for the May 28, 2019 Regular Village Board meeting. 
 
Reports and Documents Attached:  

• Village of Lincolnshire Grant Policy 
• Village of Lincolnshire Whistleblower Policy 

 
Meeting History 

Initial Referral to Village Board (COW): May 13, 2019 
Regular Village Board Meeting:  
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Village of Lincolnshire 
Grant Policy 

 

Effective xxxxx xx, 2019 
Adopted by Village of Lincolnshire  

Resolution No. xxxxx 
 
 
The Village of Lincolnshire (“Village”) is committed to compliant grant management. 
Staff is encouraged to seek grants and other third-party funding in order to further the 
fundamental mission of the Village to provide the best possible public services at the 
least possible cost to the taxpaying public. The purpose of this policy is to define roles 
and responsibilities, establish authority levels, and provide staff guidance on grant 
application and administration. Furthermore, this policy seeks to ensure a thorough 
understanding of each grant’s operational, compliance, and monitoring requirements 
prior to applying for a grant, the execution of a grant agreement, and/or the execution 
of an Intergovernmental Agreement. A thorough grasp of all these factors must apply 
regardless of whether any project will be funded in-whole or in-part by third parties. 
Additionally, all grant award benefits must outweigh grant costs including 
administrative time and future ongoing costs subsequent to the grant period. 
 
The Grant Accountability and Transparency Act (GATA), 30 ILCS 708/1 et seq., is 
landmark legislation that increases accountability and transparency in the use of grant 
funds while attempting to reduce the administrative burden on both State agencies 
and grantees through adoption of the federal grant guidance and regulations codified 
as 2 CFR Part 200 (Uniform Requirements).  
 
1)  Pre-Grant Application Activities or Pre-Qualification Requirements 

The Finance Director or his/her designee shall be responsible for registration 
and deadlines related to:  

• System Award Management (SAMS)  
• Data Universal Numbering System (DUNS) 
• Indirect Cost Rate Proposal (ICRP) selection 

o Zero for Motor Fuel Tax 
o 10% De minimis 
o Negotiated Rate  

• Crowe Activity Review System (CARS) 
• GATA Grantee Portal 

 
The Finance Director or his/her designee is also responsible for additional duties 
including the safeguarding of passwords and ensuring employees involved in grant 
activities have received necessary internal control training, grant fraud awareness 
training, and have read the Lincolnshire “Whistleblower Policy”. 
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2)  Grant Identification  
Any Village department seeking any third-party Federal, State, or Lake County 
funding (hereinafter referred to as a “grant”) is required to provide advance formal 
and written notification to the Village Manager prior to applying for the grant. Prior 
notification should be timely enough to accommodate Village Board approval if 
required pursuant to this policy. This does not refer to gifts, donations, and in-kind 
contributions, which should be handled in accordance with the Village of 
Lincolnshire Donation Policy. 
 
The formal and written notification shall be detailed and identify the effects on the 
Village with regard to the following elements: 
 
a) Strategic Alignment – a detailed explanation of how the grant would further 

the Village’s mission,  strategies, and/or goals including outcome measures, 
and an assessment of potential grant risks (e.g., the Village will spend its own 
funds to support personnel beyond the grant period). 

 
b) Funding Analysis –  a multi-year analysis of grant revenues received, local 

matching funds required, direct costs associated with the grant, overhead costs, 
in-kind contributions, cost allowability, close-out costs, as well as any potential 
costs that may be incurred by the Village beyond the grant period. 

 
c) Administrative and Operational Support – a project plan specifying the 

responsible staff member (and if not in the applicant’s department, a signed 
statement from that department manager as to their willingness to seek the grant 
funding), and describe how the new activities, assets, or personnel funded by the 
grant will be implemented or integrated; a provision for training those responsible 
for the grant so they can effectively carry out their role(s); and clearly stating 
grant accounting, tracking, and audit requirements. 

 
3)  Grant Application Authority to Proceed   

The Village Manager or his/her designee will review the notification for completeness 
prior to moving on to the approval process. The Village Board may review the 
proposal for the furtherance of the policy objectives, and to identify what 
requirements or obligations the Village may be subject to if the grant application is 
approved. 
 
a) Village Board approval is required for all grant applications $50,000 and greater; 

or 
 

b) Village Board approval is required for any grant with a local matching 
requirement in excess of the Village Manager’s authorize purchasing limit. 

 
c) Any grant program which results in the addition of new personnel requires 

Village Board approval prior to application. 
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4) Grant Application  
The Uniform Application for Grant Assistance (state or federal) and all related forms, 
questionnaires, or affidavits for each grant application shall be completed by  the 
department manager or his/her designee.  The Finance Director or his/her designee 
is responsible for reviewing all Uniform Application for Grant Assistance forms and 
related documentation, prior to signature by the Village Manager.  After Village 
Manager signature, the responsible Department may file the grant application and 
related paperwork. 

 
5) Grant Agreement Approval  

Upon receipt of notification of being awarded a grant, the Department personnel who 
submitted the original application will review required contract documents to 
determine the Village’s obligations.  The Village Manager is authorized to execute all 
grant contact documents for expenditures within his/her purchasing authority.  
However, Village Board approval is required for all contract documents for grants 
requiring expenditures in excess of the Village Manager’s authorize purchasing limit 
or for any grant documents requiring the execution of an intergovernmental 
agreement. The outsourcing of grant applications shall not alleviate the responsible 
staff from ensuring compliance with this Policy. 

 
6) Compliance with Village Ordinances, State, and Federal Laws and 

Regulations Required 
The procurement of goods or services funded by grants must be made in 
accordance with the Village of Lincolnshire’s Purchasing Policy, all laws of the State 
of Illinois, and (if applicable) Federal law, rules, and regulations. Any hiring of 
personnel funded by grant sources must be made in accordance with the Village’s 
various personnel policies and regulations, and is generally discouraged as 
personnel added to the staff usually requires ongoing salaries long after the grant 
ends.  

 
7)  Compliance with Grant Requirements 

The Village department which applied for and received the grant is responsible for 
compliance with all aspects of the grant requirements including monitoring to ensure 
grant activities are properly accomplished; submitting requests for reimbursement 
accurately and on time; and maintaining sufficient documentation to properly 
account for the grant activity. Any and all communication between the Village and 
the granting agency shall be saved and retained per State of Illinois Local Records 
Act. Reporting frequency is based on grant requirements. The outsourcing of grant 
management does not relieve the responsible staff from ensuring compliance with 
grant requirements. 
 
The Department personnel submitting the successful grant application must work 
with the Finance Director or his/her designee to meet any and all reporting 
requirements outlined in each respective grant agreement. 
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The Finance Director shall ensure the annual Village audit is conducted in 
accordance with GATA Audit Requirements including adherence to applicable “audit 
types”; ie: Single Audit, Generally Accepted Government Auditing Standards 
(GAGAS), and Generally Accepted Auditing Standards (GAAS). The annual audit 
conducted in accordance with regulatory requirements shall be timely filed and follow 
GATA Submission Requirements. 

 
8)  Reports to the Village Board 

The Finance Director shall provide a written report, not less than quarterly, to the 
Village Board on all Village grants, their status, and expenditures of funds from such 
grants. 

 
9) Amendments to the Policy 

The Village Manager and Finance Director shall periodically review this policy 
and update it as necessary to maintain compliance with the Grant Accountability 
and Transparency Act, to achieve the Village Board objectives, and as may be 
required by law or regulation.  
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Village of Lincolnshire 
Whistleblower Policy 
Effective xxxxx xx, 2019 

Adopted by the Village of Lincolnshire  
Resolution No. xxxxx 

 
 
I. PURPOSE 
 
The Village of Lincolnshire (“Village”) is committed to high standards of ethical, moral, 
and legal business conduct. In line with this commitment, this Whistleblower Policy 
(“Policy”) aims to provide an avenue for employees and vendors to raise concerns and 
reassurance there will be protection from reprisals or victimization for whistleblowing. 
 
The Village will investigate complaints of suspected fraudulent or dishonest use or 
misuse of its resources or property by staff, elected officials, appointed officials, 
consultants, partners, or clients. To maintain the highest levels of service, the Village 
will also investigate complaints concerning its programs and services. 
 
It is the policy of the Village to maintain an environment and culture in which its 
employees may report and testify about employer actions involving suspected 
fraudulent or dishonest use or misuse of its resources or property which are illegal or 
that violate specific public policies, and do so without retaliation 
 
This Policy is intended to cover protections for the informant raising concerns about 
improper governmental activities, which may include, but are not limited to, the 
following: 
 
(1) Incorrect or fictitious financial reporting 
(2) Unlawful activity 
(3) Activities that do not conform to the general policies of the Village 
(4) Asset misappropriation 
(5) Procurement irregularities 
(6) Corruption and influence 
(7) Activities that amount to serious instances of improper conduct 
 
This Policy does not cover the reporting of employment issues which is addressed 
separately in the Employee Handbook. 
 
II. POLICY DETAIL 
  
(1) This policy has been adopted by the Lincolnshire Village Board. 
(2) Whistleblowing is the revelation by an employee of any dangerous, illegal, or 

unethical activities or practices engaged in by an organization or one of its 
employees or directors.  

Return to Agenda



(3) Whistleblowing can involve raising concerns about misconduct within an 
organization or within an independent structure associated with the organization.  

(4) The underlying purpose of whistleblower protection laws is to allow employees to 
report and testify about employer actions that are illegal or that violate specific 
public policies including accounting, internal controls, or auditing matters.  

(5) This Policy protects all Village employees, officers, contractors, subcontractors, 
and agents of the organization from discharge, demotion, suspension, threats, 
harassment, or any discriminatory or retaliatory activity against the individual 
because of revealing information in the following situations:  

 
(a) Providing information or assisting in an investigation regarding any 

conduct that the individual reasonably believes constitutes fraud or 
violates regulations set forth by any federal, state, or local regulatory or 
law enforcement agency, or any person with supervisory authority over the 
employee of the Village.  

(b) Filing, testifying, participating in, or assisting in a proceeding filed or about 
to be filed against the Village relating to an alleged violation of fraud laws 
or regulations.  

 
(6) The Village Manager has been identified as the individual who will enforce the 

provisions of this Policy without prejudice and in accordance with the procedures 
set forth elsewhere in the Policy.  

 
III. SAFEGUARDS 
 
(1) Harassment or Victimization – Harassment or victimization for reporting concerns 

under this Policy will not be tolerated. No retaliatory action of any kind will be 
permitted against anyone making such a report in good faith, and the Village will 
strictly enforce this prohibition.  

 
(2) Confidentiality – Every effort will be made to treat the informant’s identity with 

appropriate regard for confidentiality.  
 

(3) Anonymous Allegations – This Policy encourages employees and vendors to put 
their names to allegations because appropriate follow-up questions and 
investigation may not be possible unless the source of the information is 
identified. However, concerns expressed anonymously will be explored 
appropriately. 
 

(4) Fraud and/or Significant Accounting Deficiencies – Any Village employee shall 
promptly report an allegation he or she may have concerning: 
  
(a) significant deficiencies in internal controls over financial reporting which 

could adversely affect Village’s ability to legitimately and accurately 
record, process, summarize, and report financial data; or 
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(b) any fraud involving any financial or operational matter. 
 
IV. REQUIRED PARTICIPATON 
 
Village employees are required to report allegations of all known or suspected violations 
of this policy as soon as practicable.  
 
V. REPORTING AN ALLEGATION 
 
(1) The whistleblowing procedure is to be used for serious and sensitive issues. 

Such concerns should be reported directly to the Village Manager or his/her 
designee. Reports of allegations of suspected improper activities are encouraged 
to be presented in writing to assure a clear understanding of the issues raised, 
but the report may also be made orally. Such reports should be factual rather 
than speculative, and contain as much specific information as possible to allow 
for proper assessment of the nature, extent, and urgency of the matter.  
 
Whistleblowers provide initial information related to a reasonable belief that an 
improper government activity has occurred. The motivation of a whistleblower is 
irrelevant to the consideration of the validity of the allegation. However, the 
intentional filing of a false report is itself considered an improper governmental 
activity which the Village has the right to act upon. 
 

(2) If the employee is not comfortable with reporting to either the Village Manager or 
his/her designee, the employee may contact the Mayor or Village Attorney.  
 

(3) If the reporting party is not an employee, that party may go directly to the Village 
Manager. The manners in which those complaints can be delivered are below: 
  
(a) Mail 

Village of Lincolnshire 
Attn: Village Manager 
1 Olde Half Day Road 
Lincolnshire, IL 60069  
 

(b) Fax 
847/883-8608 
Attn: Village Manager 
 

(c) By phone: call Village of Lincolnshire to request an appointment with the 
Village Manager (847.883.8600) 

 
Be advised that the anonymity of the sender may be compromised using any of 
these methods of transmission unless the sender takes precautions to protect 
that anonymity. 
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(4) The content of the notification should contain sufficient amount of detail so that 
the situation may be properly investigated. The documentation should include 
copies of documents, transactions, or other details to support the claim. The 
anonymity of the sender may be compromised if a return address is used or the 
letter is signed. 
 

(5) If required, additional reporting to regulatory or law enforcement agencies may 
be necessary, including, but not limited to the filing of a “Suspicious Activity 
Report” (SAR) to the Financial Crime Enforcement Center. The anonymity of 
filers will be preserved whenever possible. The identity of filers who choose to 
reveal their identity will be kept confidential unless disclosure is unavoidable in 
connection with an investigation. 
  

(6) The Village Manager or his/her designee will review each complaint and retain 
the right to make an initial determination. If the complaint warrants an 
investigation, the Village Manager will forward the complaint to the Village Board 
for discussion. 
 

(7) At a minimum, all complaints received will be reported to the Village Board at the 
next regularly scheduled meeting. Depending on the severity and time sensitivity 
of the complaint, a special meeting of the Village Board may be called. At such 
time, a majority vote will determine the course of action for handling said 
complaint. Generally, the Village Manager or his/her designee will conduct an 
investigation of the alleged incident within 30 days and report findings to the 
Village Board. The Village Board has the authority to hire and retain any 
consultants or legal counsel that it deems necessary to assist in investigating and 
resolving any complaints submitted. The Village shall be responsible for all costs 
for such consultants and/or legal counsel.  
 

(8) Subsequent to the final resolution of the complaint, files will be placed in a locked 
personnel file cabinet. Access to the files will be logged and limited to authorized 
personnel only.  
 

(9) The Village encourages employees and vendors to report concerns as soon as 
possible, but there is no time limit for reporting. 
 

(10) Although the employee or vendor is not expected to prove the truth of an 
allegation, the employee should be able to demonstrate to the person contacted 
that the report is being made in good faith. 

 
VI. INVESTIGATION 
 
The action taken by the Village in response to a report under this Policy will depend on 
the nature of the concern. All complaints (not involving the Village Manager) will be 
directed to Village Manager as Chair of the Complaint Workgroup. The Complaint 
Workgroup will consist of Village Manager, Assistant Village Manager/Community & 
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Economic Development Director, and other members of the Village staff as needed. 
Any person named in the allegation will be excluded from the Complaint Workgroup. 
The Workgroup will take any and all actions required to adequately resolve the concern 
or address the issue. All investigations of allegations will be conducted with the highest 
standards of integrity and without bias. The Workgroup’s responsibilities include: 
 
(1) Assuring that the proper investigative channels are utilized according to 

appropriate expertise and jurisdiction.  
 

(2) Assuring all appropriate administrative and elected officials are apprised of the 
allegations. 
 

(3) Assuring appropriate reporting to relevant groups on a need-to-know basis. 
 

(4) Assuring that appropriate resources and expertise are brought to bear to cause 
the timely and thorough review of reports of allegations of suspected improper 
activities. 
 

(5) Ensuring there are no conflicts of interest on the part of any party involved in 
specific investigations. 
 

(6) Coordinating and facilitating communications across investigative channels as 
necessary to ensure comprehensive attention to all facets of the matter. 
 

(7) Monitoring significant elements and progress of investigations to ensure 
allegations are timely and thoroughly addressed. 
 

(8) Coordinating and facilitating in an advisory capacity the corrective and remedial 
action that may be initiated in accordance with applicable Policies. 
 

(9) Whistleblowers shall refrain from obtaining evidence for which they do not have a 
right of access. Such improper access may itself by considered an improper 
government activity. Whistleblowers have a responsibility to be candid with the 
authority accepting the complaint, investigators or others to whom they make a 
report of alleged improper governmental activity and shall set forth all known 
information regarding any reported allegations. Anonymous whistleblowers must 
provide sufficient corroborating evidence to justify the commencement of an 
investigation. An investigation of unspecified wrongdoing or broad allegations will 
not be undertaken without verifiable evidentiary support. Whistleblowers are not 
investigators. They are not to act on their own in conducting any investigative 
activities, nor do they have a right to participate in any investigative activities 
other than as requested by investigators. 
 

(10) Protection of a whistleblower’s identity will be maintained to the extent possible 
within the legitimate needs of law and the investigation. Should the whistleblower 
self-disclose his or her identify, the Village will no longer be obligated to maintain 
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such confidence. A whistleblower’s right to protection from retaliation does not 
extend immunity for any complicity in the matters that are the subject of the 
allegations or an ensuing investigation. Whistleblowers have a right to be 
informed of the disposition of their disclosure absent overriding legal or public 
interest reasons. 
 

(11) All employees of the Village have a duty to cooperate with investigations initiated 
under this Policy. 

 
VII. NO RETALIATION 
 
Individuals who feel they are being retaliated against due to the submission of any type 
of complaint that is covered by this Policy may file complaints with the appropriate 
federal or state regulatory agency within 90 days following the date of the alleged 
retaliation. The agencies can be reached by mail or phone:  
 

U.S. Department of Labor    Illinois Department of Labor 
200 Constitution Ave.,    160 North LaSalle, Suite C-1300 
NW Washington, DC 20210   Chicago, Illinois 60601,  
1-866-4-USA-DOL     (312) 793-2800  
      idol@cms.state.il.us 

 
VIII. DISCIPLINE 
 
Any violation of this Policy, will result in discipline up to and including discharge. Any 
violation of this Policy that also constitutes a violation of law may result in criminal 
penalties and civil liabilities for the offending employee. 
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