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WARRENVILLE, ILLINOIS

1 Introduction and Executive Summary
This study was undertaken to gather input from various stakeholder groups including the
public, staff, and the City Council to identify service needs of the organization and to
identify the required staffing to address these identified service needs. Service needs
were reviewed from the perspective of existing gaps in services, services provided at
either too high or too low a frequency, and services that should no longer be performed.
A primary focus was on ensuring that current staff or consultant resources were sufficient
for the current services provided and then identifying any potential service level expansion
and the required resources (staffing or contractual) necessary to provide those services
so that the City could make informed decisions regarding the service portfolio for the City
of Warrenville.
1.

Key Strengths of the Organization

Several aspects of the City’s operations are worthy of noting at the outset. There are
many positive aspects of operations currently in place. While the majority of this report
will focus on potential changes in service levels and the associated resource
requirements to provide staffing, it is important to note that there are many positive
aspects of current operations. These include, but are not limited to, the following:
•

The City has developed an approach to service delivery that is highly customer
responsive.

•

The City has historically operated with lean staffing allocations, utilizes positions
that are highly flexible in the duties performed, and with a high level of crosstraining and utilization to maximize efficiency of each position.

•

The City has recently begun implementation and deployment of new and additional
technology resources to assist in automating and improving the efficiency and
effectiveness of operations. The full impact of these technology implementations,
such as Enterprise Resource Planning (ERP), will not be known until after they
have been fully implemented.

•

Staff is generally well trained and dedicated to the provision of a high level of
services to the residents.

These strengths provide a strong foundation for the future progress of the City.
2.

Key Themes

Several key themes arose from the assessment that are worth noting. Overall, the City
is providing high levels of customer service to the public, generally at a level higher than
might be expected with current resource allocations. The notable themes that emerged
include:
Matrix Consulting Group
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A strong focus on customer service and responsiveness to the public – all three
stakeholder groups surveyed (residents, staff, and City Council) noted the strong
focus within the City. However, staff from multiple departments noted that this
focus often took priority over planned work activities resulting in some delays in
completing previously scheduled work activities.



Strong inter-departmental cooperation and coordination in provision of services is
the standard throughout the organization.



Generally, staffing levels throughout the organizational structure have lagged
behind the service levels’ expectations and increases in workload associated with
growth. In summary, the perception is that additional services have been added,
or service levels increased, without commensurate staffing adjustments. The
expectation has been to find methods of accommodating these changes with
existing staff.



Inconsistent use of existing data and software systems to document and project
workloads across all departments. This limits, to some extent, the ability of the
organization to effectively plan, manage, and understand emerging service needs
and service delivery trends.



Historical difficulties in recruiting and retaining individuals for some positions have
had operational impacts, required alternative service delivery approaches and
prevented the City from achieving a fully staffed workforce. This has added
additional workload on other staff and prevented the City from fully allocating
resources to service delivery.



Higher development growth rates in recent years have impacted the organization,
across multiple departments, resulting in service constraints and staffing
limitations in providing services to the community.

Many of the limitations noted above have been recognized by staff prior to or during the
course of this evaluation and efforts are underway to mitigate or eliminate these potential
impediments for greater efficiency and effectiveness in the organization.
3.

Service Focus.

In general, the services provided by the City are in line with those expected in a
community of this size and complexity. However, there are some opportunities to address
the service portfolio of the organization through changes in the services provided and to
Matrix Consulting Group
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adjust the staffing allocation to more closely align with workload demands.
The following sections provide an overview of the feedback received from the public, City
Council, and City staff, with a review of key operational and staffing needs by department.
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2 Stakeholder Input and Core Services Review
As part of this study, the project team conducted six focus groups with community
stakeholders to ensure their viewpoints were considered. A total of sixty-one participants
attended one of the six community focus groups conducted. While the vast majority of
participants were residents, there were a few individuals who represented businesses or
other public entities within the community.
In addition, the Mayor and each City Council member were interviewed individually to
provide them an opportunity for input and to share their thoughts regarding services,
service delivery, and staffing challenges that should be addressed. Selected staff from
each department were also interviewed as part of the study to gain input on the same
topics from staff. Since most of the staff feedback was limited to their specific department,
and due to limited staff number, a summary was not included in this section but was
considered when evaluating operations.
The following section provides a summary of the findings from these outreach efforts that
were considered as part of the review. In all of these interviews, participants were
assured that input would be confidential, and that nothing would be reported in a manner
that would tie specific comments to individuals. For this reason, the following summary
provides a summation of the feedback received and a high-level overview of the key
themes shared with the project team of the specific issues raised during the discussions.
1.

Resident Feedback.

A more detailed summary of the six focus groups is provided in Appendix A. However,
the key themes that were raised with the project team during this discussion included the
following:


Generally, residents expressed a high level of satisfaction with the City services
provided by Warrenville.



While limited input was received on administrative functions, there was some
insightful input received from residents who felt that services could be improved
through:
o Implementing a routine community survey,
o Implementing more online services including expanded online permitting,
and expanded for various other City services, such as electronic utility
billing. Online services and payments should be setup so they are easier to
find (on the website).



Communications from the City was one of the most common concerns expressed,
related to the desire for greater communication from the City regarding what is
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occurring in the community, City services, and future changes. Communication
was raised as an issue related to almost all service areas with greater information
desired regarding police activities, planned road construction, city events,
dedicated public information resources to ensure a coordinated effort was
undertaken on social media and improvements to the website, etc.


While generally, satisfaction levels were high with the Police Department
operations, issues that were raised typically related to the desire for increased
speed enforcement (especially in neighborhoods), vehicle weight limit
enforcement, and expansion of the department’s community policing efforts
through participation in more community and neighborhood events.



Residents were generally pleased with the high level of responsiveness of Public
Works staff and the quality of the work they perform. However, there were several
areas where they indicated a desire for modified service approaches including:
o General concerns about flooding and drainage issues throughout the
community were repeatedly noted with a specific recurring comment about
the need for a consistent and proactive approach to addressing this concern
by the City.
o Specifically, four to five individuals expressed a desire for enhanced storm
drain maintenance programs to ensure the existing infrastructure was wellmaintained and operating as intended.
o One of the specific areas where an enhanced service was requested was
related to leaf pickup and the desire to see this expanded in frequency, and
a few individuals desire to see brush pickup provided to the community.
However, this topic was also one where the other residents indicated a
desire not to expand the current leaf pickup service nor to expand services
to include brush pickup due to the cost of providing the service. Those
against expanding leaf pickup or implementing brush pickup indicated they
would rather see limited public works resources allocated to preventive
maintenance activities that would allow the City to protect its investment in
expensive infrastructure. Based upon a review of services provided by
other communities, this item was not recommended for a service
enhancement but if implemented could be estimated to increase annual
costs at least $50,000.



Overall, residents expressed high levels of satisfaction with the City, but desired
some limited improvements in services provided and enhancements in the
communications from the City about activities, services, and initiatives.



Ten participants in the focus groups, along with several Council members and
staff, noted the conflict within the community that new growth has caused, and
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expressed a desire to maintain the “small-town” feel of Warrenville as this growth
and expansion is occurring.
2.

Mayor and City Council Feedback.

Similar to the feedback received from residents, generally council members indicated a
perception that the organization is providing a high level of service to the community and
working well with limited resources allocated. Many noted that the City has historically
been cautious in considering the funding of new positions or services due to the
conservative financial approach the City has desired to maintain and acknowledged that
this may, at times, impact the ability to provide services at the highest level to the
community.
The following points summarize the key themes from the interviews conducted:


Communications was one of the most discussed topics, with most desiring to see
an expanded level of communication with the community through more effective
or enhanced public outreach, social media usage, and website improvements.
However, the approach to accomplishing this differed. Some strongly supported a
dedicated position to oversee these efforts, while others felt this could be
accomplished through more effectively utilizing the currently allocated staff
resources. Without regard to how improvements would be made, a strong
consensus viewed this as an important area for the City to focus on.



Infrastructure Management was another highly discussed topic with council
members. The majority acknowledged a high level of commitment, dedication and
resident responsiveness of staff in providing City services. However, concerns
regarding infrastructure management were noted including:
o Desire for an increased level of maintenance on trails and parks to
further enhance the public beautification of the community.
o Defined service levels for when and which maintenance projects are
undertaken rather than reacting to public requests to the detriment of
planned work activities.
o Better and increased communication with the public about specific
maintenance projects that would be undertaken each year.



Enhanced Code Enforcement was another frequently discussed topic and from
some participants' perspective was noted as one of the biggest issues facing the
community. It was a common theme expressed that as the community continues
to grow, a different approach needs to be implemented to ensure that the
community is maintained and local ordinances are enforced. Specific alternatives
shared include:
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o Need to have code enforcement focus on proactively engaging with
businesses and residents to maintain properties and address issues
when they are minor rather than waiting until complaints are received
and more severe code violations are present.
o More consistent enforcement of property maintenance codes throughout
the City rather than only responding to complaints, which leads to an
inconsistent level of enforcement.
o Implementation of a rental registration program may be a suitable option
to proactively ensure the increasing number of rental properties in the
community are properly and proactively maintained so they contribute
positively to the community and do not negatively impact neighborhoods
due to lack of maintenance.


Enhance Community outreach by Police to include:
o Greater participation in community events.
o Focus on crime free housing programs (joint effort with Code
Enforcement to focus on apartment complexes).



Public Works needs to define and report on service levels to ensure appropriate
decisions are made in the future regarding services, service levels, and staffing
requirements. Specific issues noted were:
o Lack of understanding of the defined preventive maintenance program
and ensuring that it is consistently and effectively implemented. Some
limited concern noted that Public Works is too reactive and operates
without defined service targets.
o Ensuring required maintenance activities are funded appropriately
before adding new facilities or infrastructure.
o Lack of data on service activities (i.e. how long it takes to perform a
function or how frequently some maintenance activities should be
conducted) makes it difficult to know how much additional support is
needed in Public Works.
o Additional GIS support may be needed in the future to support the efforts
of this and other departments (specifically Community Development),
which may require an in-house GIS person in the longer term to support
data analytics, visualization, and mapping efforts.



ACORN Van Service had numerous comments from different perspectives
including some desiring to maintain the service as presently exists and those that
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feel it should be replaced with the Ride DuPage program to save funds and
increase services to residents. It should be noted that ACORN Van Service was
discontinued on April 10, 2020.


Some concerns were expressed regarding making many staffing changes until the
full Enterprise Resource Planning (ERP) system implementation has occurred so
that the full impact of automation on staffing requirements within specific
departments can be seen and evaluated. Specifically, some officials noted that
the City has allocated significant staff resources to this effort, and that the delayed
implementation has made it difficult to ascertain whether some current staffing and
service challenges are due to a need for additional staff or just a result of existing
staff being focused on this important project.



Snow removal and treatment was generally highly rated and no concerns were
expressed regarding this. The City is viewed as providing this service at the highest
level and better than neighboring communities.

This feedback, along with that from the residents and staff, was considered during the
analysis and review of alternatives regarding operational practices and staffing
requirements.
3.

Staff Feedback.

In addition to the feedback received from community participants and Council members,
interviews were conducted with City staff to gather additional input regarding key issues.
Interviews were conducted with all department heads and the majority of staff, which
included representatives from each department and service area.
Staff confirmed several themes that were heard from the other stakeholder input sessions
specifically the following items:


There is a strong focus on providing a high level of service to the community.



Responsiveness to requests for service is extremely high and often takes
precedence over planned work activities.



Staffing overall is generally maintained at lean levels and the organization attempts
to utilize existing positions as much as possible prior to adding additional
headcount.



The three preceding observations sometimes impact the ability of the City to
appropriately address strategic issues or development of longer-term focused
planning, projects, and policies as resources are directed to immediate needs.
These forward-looking efforts, while important to the organization, are delayed or
given lower priority.
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The following sections highlight key themes and issues that were identified by staff during
the interviews. These are grouped by functional area. It is important to note that while
staff was first asked to provide input regarding their specific department or functional
areas, they also provided input regarding other service areas and the themes identified
in a specific service area may not have been identified by employees of that department
or function.
1.

Administration / City Clerk

Key issues regarding services or staffing raised by staff regarding City Administration
function included the following:


A larger allocation of resources (contractual or a dedicated position) is needed to
enhance communications related to City programs, services, and events, and to
provide more timely updates to the City’s website. A public information officer type
position was referenced by representatives from four departments as necessary
for enhanced service delivery and to address service issues that have been
identified regarding timeliness of current information dissemination.



Due to limited administrative staff, it is difficult to meet deadlines on critical duties
due to the need to handle walk-in traffic from the public. Customer service to the
public could be enhanced if all walk-in traffic was directed to the Finance
Department initially – using the Manning Avenue entrance as the primary City Hall
entrance – and training counter staff to handle all incoming service requests and
direct to the appropriate department.



There is no capacity to provide additional services with the existing staff in
Administration and City Clerk operations.

2.

Community Development

Key issues regarding services or staffing raised by staff for the Community Development
Department included the following:


Greatest need for service expansion or enhancement relates to economic
development and long-range planning activities. These two functions are not given
the appropriate level of attention due to limited resources. Existing staff attempt
to conduct these functions as time allows, however, they are frequently not
addressed in as timely a manner as desired due to pressing demands of handling
current planning and permitting activities. The City needs additional resources to
focus on long-range planning for the community and to update applicable codes
and ordinances. Additionally, the city’s 2015 Strategic Plan identified Economic
Development as one of the most important areas to focus on, but staff is not able
to provide the necessary focus or resources to implement.
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Current managerial staff spending significant amount of time on front-line work
efforts rather than managerial tasks. One example is the Chief Building Official,
who spends a significant amount of time on plan reviews and inspections to ensure
those services are completed in a timely manner.



A proactive program to enforce property maintenance could be implemented and
would require one full-time dedicated code enforcement position rather than having
code enforcement conducted by the building inspector. Currently, enforcement is
principally reactive, and other duties of the staff limit the amount of time that can
be spent on proactive enforcement as these other duties (building inspections) are
time sensitive. Additionally, given the level of development activity occurring, there
is frequently limited free time to spend on proactive property maintenance
enforcement.



Another service enhancement that should be considered is implementation of a
rental inspection program for all rental units in the community. This would enable
the City to provide resources to maintain or enhance the quality of housing stock.
This effort would need new resources for implementation and the costs of
implementation could be offset, partially or fully, by the implementation of a fee for
registration of rental units.

3.

Finance

Key issues regarding services or staffing raised by staff for the Finance Department
included the following:

4.



The Finance Director handles too many core financial functions and some of these
should be delegated to an Assistant Director so that more time can be allocated to
key managerial functions related to the City’s finances.



For many key financial duties performed by the Finance Director, there is no or
very limited backup support provided by the Senior Accountant or other staff.
Further delegation of duties from the Finance Director to another position is
necessary.



Special projects assigned to the Senior Accountant have impacted his ability to
complete some financial duties in accordance with the desired service levels or at
levels associated with best practices. As one example, bank reconciliations fall
behind a month or two because of other work obligations. There is no other position
to whom these duties can be easily delegated under the current staffing allocation.



The need to maintain two employees present in the office at all times creates some
difficulties in scheduling when a staff member is absent.
Police
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Key issues regarding services or staffing raised by staff for the Police Department include
the following:


Implementation of a Crime Free Housing Program has been discussed for several
years and would provide a valuable new service to the community and could be
accomplished with no additional police resources. However, it needs to be
implemented in conjunction with Community Development Department efforts and
additional resources in that department are likely required to effectively implement
it.



Staffing levels are generally appropriate for current and expected service demands
as presently allocated.



There are high community expectations for participation in community events and
responsiveness to calls for service.

5.

Public Works

Key issues regarding services or staffing raised by staff for the Public Works Department
included the following:


Current services related to vehicle maintenance are being impacted due to staffing
difficulties. There is some desire for more proactive maintenance of vehicles (nonPolice) to extend vehicle lifespan and operating condition. Strong consideration
should be given to contracting this service out if staffing difficulties remain.



Several staff indicated their belief that landscaping maintenance activities should
be conducted at a higher level to meet community expectations regarding how the
community looks. This change in service would likely require either additional
staffing resources or an increase in contractual services.



Current staffing is insufficient to handle all services and maintenance activities
currently assigned to the department. Some less critical, but still important,
activities (such as fire hydrant painting, valve exercising, and lift station
inspections) are not being done at the desired frequency.



Implementing a more proactive preventive maintenance program for all city
infrastructure should be a priority for the department. Once the department
finalizes implementation of the asset management program, data should be
available that supports the need to increase staffing to accomplish identified work
activities. This is becoming more critical as facilities are beginning to age requiring
more frequent maintenance, and there is an increasing amount of infrastructure
(parks, streets, and utilities) in the community due to development.



Planned change to implement a titled Public Works Director should be given
priority. While the Deputy Director effectively operates as the Director on a daily
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basis, given the size and complexity of this department, a dedicated Director
position should be authorized.


Organizational structure should be modified to enable more cross-utilization of field
staff based upon highest priority maintenance tasks.



Consideration should be given to contracting out all brush pickup to enable fulltime staff to focus on other maintenance activities at a more appropriate level. This
is not skilled work and is very time consuming for staff.



ACORN van program has been difficult to sustain as presently provided and the
City is exploring options to eliminate this as an internal service and provide through
alternative means. (Note - Since the initiation of this project, the ACORN van
service has been eliminated effective, April 2020, and alternative approaches have
been implemented for providing similar services to City residents).



Many service areas, including snow plowing and response to resident concerns,
are handled extremely well and given priority. City staff is evaluated very favorably
on these items and often viewed as being much better than neighboring
communities.

This feedback, along with that from the residents and Council, was considered during the
analysis and review of alternative operational practices and staffing allocations.
The following chapters cover the recommendations related to each City department.
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3 Administration
The Administrative function is comprised of the City Administration, Human Resources,
City Clerk, and administrative / clerical support for these functions. Staff is responsible
for the major administrative functions of the City including all general management,
human resources, risk management, City Clerk functions, special projects, oversight of
IT contract, and administrative / clerical support for these functions.
The following table summarizes the current positions within the Administration category:
Authorized
Positions
(FTE)

Position Title
City Administrator

1

Assistant City Administrator

1

Admin Services Coordinator

1

City Clerk (elected/part time)

0.25

Executive Assistant / Deputy City Clerk

1
TOTAL

4.25

Overall, there are four positions responsible for the administrative functions of the
department. Additionally, there is overlap with the City Clerk’s Office as the Executive
Assistant / Deputy City Clerk is responsible for all day-to-day activities and duties of the
City Clerk’s Office.
Generally, the key functions and duties of this office are being handled at an appropriate
level of service. There are several areas that were identified, where, additional staff
resources will be necessary as workload increases due to growth in the community and
the need to provide higher level or additional services to the organization or the public.
These areas are explained in the following sections.
1.

CLERICAL SUPPORT

At the present time, the Executive Assistant/Deputy City Clerk is the principal position
responsible for supporting the administrative and clerical support needs of the City Clerk,
City Administrator, and the City Council. This includes both assigned duties (such as
City Council Committee of the Whole meeting support and minutes and routine City Clerk
functions) as well as support to the rest of the staff in the Administration Department. This
position also supports the Mayor by answering the phone and managing his calendar and
appointments. It also provides some support for Council members, including the
coordination of registration for municipal events and conferences on their behalf. This
position also is responsible for greeting the public, answering phone calls for the
Administration Department, and handling of Freedom of Information (FOIA) requests, not
handled and processed by other departmental FOIA officers, This position also serves
as liaison to five community event committees.
Matrix Consulting Group
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The Executive Assistant position is also partially responsible for assisting with some
limited public information efforts, website administration (shared duty), and social media
efforts. There is no real backup staff support for this position and staffing the front counter
could improve customer service. The major difficulty with this position is that time
sensitive duties (such as answering the phones, waiting on customers at the counter,
etc.) must be handled immediately and can prevent the appropriate devotion of time to
high value and other critical tasks assigned to the position such as the preparation of
meeting minutes and Council agenda packets.
One alternative that the City could consider, which does not involve additional staff
resources to enable administrative staff to focus greater time on assigned duties, is to
reconfigure the public access and close off the Stafford Place entrance, by the City
Administrator’s Office, and direct all public access to the Manning Street level of City Hall.
This approach would require providing additional training to staff at the Finance window
regarding City services (specifically City Clerk and City Administration functions) so they
can answer questions for the public and direct residents to the appropriate individual
within City Hall to assist them. This approach would eliminate the public service
requirements at the Administration counter and enable the limited staff to focus on
handling their duties with fewer interruptions from the public. The service to the public
should not be impacted, and may increase, as there would be a single access point at
City Hall for all services. The Stafford Place entrance would continue to be utilized for
daytime meeting room purposes, after-hours City Council, and other public meeting
access.
Notwithstanding this recommendation to change the access to City Hall services by the
public, a half-time position should be added in Fiscal Year 2022 to provide backup support
to the department and enable the Executive Assistant position sufficient time to handle
high-value and critical duties in a timely manner and to ensure better coverage for the
front counter overall and at specific times (including times of vacation, sickness, lunch
breaks, etc.). This position can also assist with clerical functions, including filing and other
similar duties, for department staff, including key human resources functions, to ensure
personnel files and similar important records are maintained in an up-to-date manner.
While the City has had difficulties in recruiting for part-time positions, it should continue
to attempt to fill at this level. If this is not possible, the alternative is to create a full-time
position and assign additional duties to the position to ensure that the needed resources
are available to support the organization in key administrative functions.
Recommendation: Change public access to City Hall by closing the Stafford Place
entrance on the City Administration level and designating the Manning street
entrance as the access point for City Hall services during regular business hours.
Recommendation: Authorize a part-time (20 hours per week on average) clerical
position to provide support to the Administration function.
2.

PUBLIC INFORMATION AND ANALYTICAL SUPPORT.
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In addition to the need for administrative and clerical support noted above, longer term,
there is a need for additional support within the office to assist existing staff (City
Administrator, Assistant City Administrator, and Administrative Services Coordinator)
handle key duties including: analytical efforts, special projects, public information, website
management and other similar duties.
Of these needs, the desire for additional
communication support – both in public information and internal communications
development – was one of the most frequently discussed items across all stakeholder
groups (residents, staff, and City Council).
It is difficult for organizations the size of Warrenville to support a full-time Public
Information Officer position when there are many other competing and potentially higherpriority needs within the organization. However, it is a noted issue that some duties related
to public information, website management, and social media management are not being
given the focus, priority or time and attention necessary to provide the desired or highest
levels of service. This is not due to a lack of desire by staff, or a technical deficiency, it
is simply a fact that these duties cannot be given the same level of priority or urgency as
other duties within the organization and, therefore, are conducted on an “as-time-allows”
basis.
Additionally, the duties are shared across several positions – including the Assistant City
Administrator, Administrative Services Coordinator, and Executive Assistant. Each of
these individuals support these functions as time allows, but no one has sole
responsibility for providing these services, nor are these services their highest priority
duties. Further compounding this matter is that the social media and website posting and
public information responsibilities are spread among support staff of the other City
departments, often resulting in inconsistent and infrequent communications.
When evaluating this identified need against other staffing needs in the organization and
against priority and timing of needs, it is recommended that a new position, of
Communications Coordinator, be added in Fiscal Year 2021 to address this need. The
need exists now, but the project team believes other needs have a greater priority and
should be addressed first if there are limited resources available. Given the importance
of the public communication and public information needs identified by stakeholders, this
position should be prioritized over the need for more analytical support within the office.
It is estimated that the salary for this position would be in the range of $61,000 - $84,000
depending upon qualifications and experience. Note that this cost includes only direct
salary costs and does not include any benefit costs or one-time costs (such as work
equipment, supplies, etc.) that may be required.
Additionally, the City should seek to implement an ongoing intern program. Having an
intern, generally allocated at around 20 hours per week, would address the need to
provide some additional professional level assistance within the City Administrator’s
Office to assist with special projects and data analysis. It would be anticipated that this
position may provide assistance to other departments on special projects as needs arise
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and time permits. This position should be added in FY 2023 as the estimated priority is
not as great as other positions.
Recommendation: Add a Communications Coordinator position in FY 2021 to
provide dedicated communications support to the organization.
Recommendation: Implement an on-going intern program within the City
Administrator’s Office to provide additional analytical and special project support
to Administration.
3.

PERFORMANCE MEASURES.

The City should implement a more data-informed decision-making framework to more
effectively document existing performance and provide data for future decision making
regarding service levels and, in some cases, staffing levels needed to maintain or change
service levels. By collecting, analyzing, and utilizing data regarding service provision, the
City can improve decision making and education of the public regarding City overall
performance and ensure transparency for the organization regarding service levels.
Ideally, the City would identify a small number of critical performance metrics for each
department with the City’s performance in meeting these measures widely reported –
both to the City Council and the public – and published in a dashboard approach on the
City’s website. The City should attempt to identify performance metrics that report on
outcomes achieved from the services provided, which are linked to the overall adopted
strategic goals of the City.
An effective and robust performance measurement program is designed to meet many
organizational needs. Some common aspects include:


Serving as a tool to assist in the evaluation of the quality and effectiveness of
operations. It is accomplished by collecting, analyzing, and reporting performancerelated data.



Measures can be based on inputs (resources used), outputs (activities performed),
efficiency measures (ratio between inputs and outputs), or outcomes (results
achieved). Efficiency and outcome measures are often the most difficult to
effectively measure or quantify, but provide more useful data than simple input and
output counts.



Government accountability is often a driving factor in local government use of
performance measurement. Effective use of performance measures can enhance
transparency and public trust.
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Measures should ideally be aligned with adopted strategic goals. For example, is
progress being made toward the highest-level goals? What has the greatest effect
on the people served?



The performance measure should be easily understood by the general public.
Overly complicated or obscure measures, even if providing great data on
performance, will not be effective if the public cannot understand what it is
showing. Some measures are more important for use by managers to make
decisions but are not appropriate for public reporting.



A department may monitor more performance measures than those reported as
part of the City’s dashboard. Public facing measures should be ones that inform
on overall service outcomes, when possible, and that provide insight to the public
and policy makers regarding City performance. Additional measures may be
utilized internally, only by the City Administrator and Department Heads, as
indicators of staff or process efficiency and/or effectiveness.

Ideally, the performance measures would be provided on the City’s website with frequent
updating (to maintain relevancy) at least quarterly, or monthly. The Communications
Coordinator would be the appropriate position to allocate the responsibility to for
overseeing this new effort within the City of Warrenville. Duties would include assisting
all City departments in developing the key performance indicators, establishing or
coordinating the data collection approaches needed to gather relevant data for reporting
on the measures, and conducting the analysis and development of the performance
metric reports outlined. It is recommended that this begin in FY 2022 or FY 2023 to
enable the City time to implement the Communications Coordinator position and develop
the framework for the performance management program, including capturing necessary
data, in a coordinated manner. Assistance on the performance management program
could be one of the duties assigned to the Management Intern proposed above. Absent
additional staff to support this effort, it may be difficult to implement given current
workloads and projects assigned to existing Administrative staff.
Recommendation: The City should develop and implement a more comprehensive
and formal Performance Management Measurement and Reporting Program.
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4 Community Development
Community Development is comprised of Building and Code Enforcement, Engineering,
Planning, and Economic Development functions for the City of Warrenville. Staff
oversees the permitting and inspection of construction activities within the City.
Additionally, stormwater and floodplain management and code enforcement activities fall
under Community Development. Finally, economic development is also in Community
Development, but includes various other individuals within the City who provide support.
The following table outlines the allocation of staff by position in Community Development.

Position Title
Director
Chief Code Official
Building Inspector / Code Officer
Plumbing Inspector (PT)
Electrical Inspector (PT

Authorized
Positions
(FTE)
1
1
2
0.25
0.25

Senior Planner
Planner / GIS Technician

1
1

Senior Civil Engineer
Civil Engineer

1
1

Administrative Assistant

2

Overall, a total of nine full time and three part-time staff complete the various duties in
the Community Development Department.
1.

ANALYSIS OF THE BUILDING DIVISION

The Building Division is comprised of the Chief Code Official, Building Inspector / Code
Enforcement Officer (2), Administrative Assistant, and three part time staff. There are
two part time Electrical Inspectors, and one part time Plumbing Inspector.
The Division is primarily responsible for the review, permitting, and inspection of
development and construction activities within City limits. The Chief Code Official and
Building Inspector/Code Enforcement Officer provide plan review, coordinate building
permit processing, and perform all types of construction inspections for the City except
for plumbing. Part-time inspectors who specialize in specific trades provide supplemental
inspection service support for plumbing and electrical related work.
The primary workload elements for the division is the number of permits processed and
inspections completed. The project team was provided with the following workload data
sets.
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Permits Processed

Year
2017
2018
2019

New
Misc.
Misc.
Construction
Residential Commercial
/ Remodel
108
524
24
79
455
28
122
585
38

Total
656
562
745

Inspections Completed (By Inspector Classification)

Year
2017
2018
2019

Combo
Electric Plumbing
Inspectors Inspectors Inspectors
1,634
1,063
1,244

314
148
133

203
164
225

Water
Dept
Inspectors
152
167
117

Total
2,303
1,542
1,719

The number of plan reviews and inspections completed declined between 2017 and 2018
but then increased in 2019.
The following subsections outline proposed recommendations related to the allocation of
duties of Building Division staff.
(1)

Code Enforcement and Rental Inspection Program

Historically, Warrenville has provided code enforcement as a reactive measure based on
complaints received from the community. This has traditionally been provided as a
secondary duty of the Building Inspector/Code Enforcement Officer. However, due to the
increased amount and complexity of construction occurring in the Community during the
peak of the 2019 construction season, the City utilized a consulting service for temporary
Code Enforcement assistance to address the uptick in property maintenance complaints.
This is in addition to the code enforcement activities that are completed by the Building
Inspector/Code Enforcement Officer throughout the year.
During discussions with elected officials, City officials, and community stakeholders, code
enforcement and property maintenance issues were a concern. Additionally, during the
interview process, there was a desire to develop a rental registration and inspection
program. Based on data from the Chicago Metropolitan Agency for Planning (CMAP),
there were 955 renter-occupied housing units in 2017 in Warrenville. This is expected to
increase in the near future, with approximately 865 new apartment units currently under
review or construction. In order to implement a rental registration and inspection program,
additional dedicated staff will need to be provided due to the significant time commitment
required to administer the program and conduct periodic inspections.
In order to provide a more proactive approach to code enforcement and implement a
rental registration program, it is recommended the department have an additional
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dedicated full-time Code Enforcement Officer to perform these duties. This position would
be dedicated entirely to Code Enforcement activities, both proactive and complaint
generated, and handling the new rental registration program. Rental inspections should
be conducted every two years, primarily – but not exclusively – during the November March timeframe, allowing staff to focus on property maintenance issues during the
warmer months when complaints and violations are generally higher.
The costs associated with the implementation of a full-time Code Enforcement Officer
could be offset, if desired by the elected officials, through the implementation of a rental
registration fee associated with the implementation of periodic inspections of all rental
properties. This enhancement is targeted for FY 2023. This position is estimated to
have an annual salary of approximately $65,000 - $75,000. Note that this cost includes
only direct salary costs and does not include any benefit costs or one-time costs (such as
work equipment, supplies, etc.) that may be required.
Recommendation: Increase the number of Code Enforcement Officer positions by
one full-time position tasked with administering the rental registration and
inspection program along with conducting property maintenance and code
enforcement activities.
(2)

The Current Approach to Building Plan Review and Inspections is Effective.

Building plan review and inspections are primarily completed by the Chief Code Official
and Building Inspector, with additional support provided by part-time / contractual
Electrical and Plumbing Inspectors. Based on the historic workload over the last three
years, approximately 54.5 permits are issued monthly, with an average of 8.6 new
construction / remodel permits issued each month. It is important to note that there was
a sizeable increase in workload in 2019 with 62.1 permits issued per month of which 10.1
were new construction / remodel permits.
New construction / remodel permits are generally the most time-intensive permits to
review and process. Other types of miscellaneous permits (average 40 per month)
include a wide variety of permit types, including many that do not require an extensive
plan review (e.g. water heater, HVAC change out, etc.). It is important to note that the
Chief Code Official has many other duties, including code updates, coordinating with the
Warrenville Fire Protection District (WFPD), developing handouts and administering the
permitting system that prevents all of his time from being allocated to plan reviews.
Overall, the plan review workload is relatively modest when compared to the inspection
workload, which has a more robust time constraint.
The use of part time Electrical and Plumbing Inspectors provides flexibility; however, this
approach still limits inspection and plan review services for all other building inspection
types. As Warrenville edges closer to complete buildout, the available lots for new
development and redevelopment will be likely to involve the most difficult and challenging
parcels to develop. This will require a more extensive and complex development review,
approval, and implementation process. As a result of this and the implementation of the
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rental inspection program, the need for more staff related to building inspections is
forecasted by 2023.
The inspection workload varied 45% between 2017 and 2018, averaging between 6.5
and 9.6 inspections per day. The performance range for most dedicated inspectors in
communities similar to Warrenville is between 12 and 15 inspections per day. This is an
industry standard across most municipal organizations. With the use of part-time
inspectors to perform some of the trade inspections (plumbing and electrical), the current
allocation of the Chief Code Official (part time allocation to direct service provision) and
the Building Inspector is appropriate. Part-time inspection staff provide the City with
flexibility during peak workload levels and when full-time staff are on leave, in training,
etc. The City should maintain the Chief Code Official, Building Inspector, and part-time
electrical and plumbing inspector positions to provide plan review and inspection
functions. In order for this approach to remain successful in the future, it is imperative the
City implement the previous recommendation related to code enforcement and rental
inspection programs and allow the Building Inspector to focus on plan review and
inspection functions.
The City of Warrenville should strongly consider, in future years, adding a building
inspector once construction levels present in the community result in an increase of
building inspections roughly equivalent to an additional 8 – 10 inspections per day above
current levels. At this point in time, a full-time staff member would be more efficient and
effective than continued contracting for building inspections and would provide relief to
the Chief Building Official to focus required time on administrative functions. Given
current uncertainties related to development activities, a specific timeframe for when this
will occur cannot be predicted with any certainty, but inspection levels should be
evaluated annually as part of the budget process and adjustments in staffing made when
the benchmark workload level is approached. It is anticipated that this position would
have an annual salary in the $70,000 - $80,000 range. Note that this cost includes only
direct salary costs and does not include any benefit costs or one-time costs (such as work
equipment, supplies, etc.) that may be required.
Recommendation: Maintain the current staffing allocation of the Chief Code
Official, Building Inspector and part-time / on-call electrical and plumbing
Inspectors.
Recommendation: Add an additional Building Inspector position when daily
building inspections increase to 8 – 10 inspections above current levels.
2.

ANALYSIS OF PLANNING AND ECONOMIC DEVELOPMENT ACTIVITIES

Planning and Zoning is primarily responsible for the review and processing of applications
related to zoning, subdivision, transportation and development applications. Planning
staff is responsible for enforcement of the City’s zoning and development regulations.
Additionally, staff is responsible for long-range planning efforts, which include the
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development and implementation of the comprehensive plan, transportation planning
elements, and updating development ordinances.
Planning is comprised of the following full-time positions: Senior Planner, Planner/GIS
Technician, and an Administrative Assistant. The Senior Planner is responsible for
staffing the Plan Commission and coordinating the bulk of the major development review.
The Planner/GIS Technician serves as the GIS analyst, conducts plan review, zoning
(building permits), sign, and business license reviews, and provides Staff support for the
Bicyclist and Pedestrian Advisory Commission.
The project team was not provided with workload data for Planning. During interviews, it
was discussed by all parties that there is an inability to consistently focus on long-range
planning efforts. This is evident in the most recent comprehensive plan update, which
occurred in 1984, and the last two sub-area plans (Southwest District & Route 59
Corridor) were completed in 2016. Additionally, staff indicated that the Zoning Ordinance
is periodically updated in a somewhat piecemeal versus comprehensive manner. It is
clear that the City of Warrenville has limited resources for long-range planning efforts.
Communities should update their comprehensive plan every five to seven years and in
the interim years conduct other long-range planning efforts such as transportation plans,
sub-area plans, update the land development regulations, etc. This is an area where the
City of Warrenville has devoted limited resources over the past decade.
Over the past decade, the City has increased its economic development efforts.
Primarily, economic development efforts have focused on the implementation and
administration of several Tax Increment Financing Districts and the redevelopment of
specific sites within the City. Economic development efforts have primarily fallen upon
the Community and Economic Development Director with support from a variety of other
staff and elected officials. With the adoption of the Economic Development strategic
plan, it is important that there be some additional dedicated internal support to assist with
the implementation of the City’s priorities and ensure economic development duties are
given priority in relation to other work activities.
In an effort to increase long-range planning efforts, provide the resources needed to
consistently advance the economic development priorities identified in the City’s
Economic Development Plan, and to support economic development activities, an
additional full-time planner is recommended. The City should authorize a dedicated
position to long-range planning and economic development activities. While these service
enhancements were principally identified by the project team and staff, there were a few
comments from the public and City Council that also identified a need in this area.
Transitioning to a full-time, long-range Planner/Economic Development Coordinator will
increase the level of service provided to the public and meet current City Council
initiatives. Additionally, it will permit long-range planning efforts to begin in earnest and
enable the City to be proactive in these areas rather than reactive. This position should
be considered for FY 2021 and would have an estimated annual salary in the $80,000 to
$90,000 range. Note that this cost includes only direct salary costs and does not include
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any benefit costs or one-time costs (such as work equipment, supplies, etc.) that may be
required.
Recommendation: Authorize a full-time Planner/Economic Development
Coordinator position to focus on long-range planning activities and provide
dedicated support to economic development activities.
3.

ADMINISTRATIVE SUPPORT STAFF

There are two Administrative Assistant positions that principally provide support to the
Community Development Department, and also support the Public Works Department
staff. Principally one Administrative Assistant focuses on providing support to the
Building/Code Enforcement Division and the other position supports the Planning and
Zoning Division. However, both positions are cross-trained to provide support and
backup to each other. Additionally, both positions serve at the public counter for the
department and can process applications / permits for Building, Planning, and
Engineering. Having cross-trained staff in these roles is key to an efficient and effective
operation and should continue.
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5 Finance
The Finance Department is generally responsible for all financial functions of the City
including: operating and capital budget development and administration, utility billing
operations, accounts payables and receivables, payroll processing (and associated tax
filings, pension reporting and Human Resources support), and some procurement duties.
Additionally, it is responsible for all internal financial duties including bank reconciliations,
investments, and audit support functions. Staff within the Finance Department has also
provided critical support on major technology improvement projects specifically the
current ERP implementation. This support has been critical to the implementation of
those projects but has also strained the time available to devote to key financial duties at
times.
The following table outlines the allocation of staff by position in Finance.
Authorized
Positions
(FTE)

Position Title
Director

1

Senior Accountant

1

Accounting Clerk II

2

Accounting Clerk I

1
TOTAL

2.

5

STAFFING ANALYSIS AND PROJECTIONS.

In reviewing the staffing allocations of the existing department structure against duties
performed and the staffing levels typically seen in other municipal organizations of similar
size, and in discussion with staff regarding the workloads and duties performed, the
current staffing allocations are viewed as generally appropriate for the organization at this
time.
With the full implementation of the new ERP financial system, it is estimated that the work
activities of the Finance Department will be modified and become more efficient due to
the improved workflows and functionality of the system. This will provide some capacity
for the Finance Department to enhance the quantity of work performed by the existing
staff resources.
For succession planning and to provide career development opportunities, the City may
desire to consider reclassification of the Senior Accountant position to an Assistant
Director position in the future in order to more fully cross-train and provide support for key
duties performed by the Director. This change is recommended for FY 2022. In similar
organizations of this size, where the Director is primarily responsible for a large number
of duties (as the primary or principal individual performing them), there is risk to the
organization’s ability to maintain service levels if that position were to become vacant.
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This can be partially offset by implementing an Assistant Director position through
reclassification of the Senior Accountant position. However, for the Assistant Director
position to be effective, it will need to off-load some duties related to other staff.
At the present time, the existing positions within Finance would not likely be appropriate
to handle these professional level duties (such as bank reconciliations, report
development, other account reconciliations, etc.) and another professional level (i.e. –
accountant position) would likely be required. The volume of work at this point in time
does not warrant an additional full-time accountant position within the organizational
structure. It is recommended that the City authorize an additional part-time Accountant,
either as a direct hire in a part-time position, or through contractual arrangements (such
as with a CPA firm). This change is recommended in FY 2022 and has an expected
annual cost in the range of $25,000 - $35,000. Note that this cost includes only direct
salary costs and does not include any benefit costs or one-time costs (such as work
equipment, supplies, etc.) that may be required.
The operations of this department have been somewhat impacted over the last year,
specifically, due to the support the Finance Director and Senior Accountant have been
providing to special projects – most specifically, the implementation effort of the ERP.
While this has impacted the completion of some financial duties, such as bank
reconciliations, in a timely manner (at levels recommended as best practices), this is a
temporary situation and should resolve itself as the special ERP project winds down.
More importantly, with the implementation of the new ERP system, it is expected that the
business processes related to financial activities will be improved and automated to a
much greater extent than they exist now. This should streamline some of the processes
eliminating manual steps and enable the finance staff to complete duties more efficiently
and negate the need for any additional staff in the near term.
There are no expected major policy decisions contemplated that will impact the staffing
allocations at present or in the near future. If additional changes are implemented that
significantly increase financial workloads, such as increases in the number of bills issued
or processed, or the number of receivables or payables processes, this may necessitate
a reevaluation of staffing allocations. However, the implementation of new online
services, automated payments and efficiencies that should be achieved from the new
ERP should allow existing staff to handle the incremental increase in services related to
project growth over the next several years.
Recommendation: Over time, the City should consider implementation of an
Assistant Finance Director position to enhance succession planning and provide
backup on critical financial tasks and duties.
Recommendation: In conjunction with the change to an Assistant Finance Director
position, the City should authorize a part-time accountant position, either through
a PT hire or through contracted services.
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6 Police Department
The Police Department is responsible for providing law enforcement services to the City
of Warrenville. The department consists of two major divisions: patrol and investigations/
administration. The major functions of the department are call response and
investigations. Department operations are supported by community services officers,
records assistants, and other support staff.
The following table outlines the allocation of staff by position in the Police Department.
Position Title
Chief
Deputy Chief
Sergeant
Police Officer
Police Officer (Part time)
Community Service Officer
Community Service -Animal Control
Community Service Technician
Administration Assistant
Police Records Assistant
Crossing Guards (Part time)

Authorized Positions
(FTE)
1
2
5
24
4
1
1
1
1
4
8

Overall, a total of 40 full-time and 12 part-time staff complete the various duties in the
Police Department.
1.

ANALYSIS OF THE PATROL DIVISION

The following sections provide analysis of patrol workload and other issues relating to the
effectiveness of field services.
(1)

CAD Analysis Methodology

Our project team has calculated the community-generated workload of the department by
analyzing incident records in the computer aided dispatch (CAD) database, covering the
entirety of calendar year 2018 (most recent whole year available). It should be noted
there was a CAD software change made in 2019, which limited CAD data availability
including time stamps for calls for service (CFS).
For incidents to be identified as community-generated calls for service and included in
our analysis of patrol, each of the following conditions needed to be met:
•

The incident must have been unique.

•

The incident must have been first created in calendar year 2018.
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•

The incident must have involved at least one officer assigned to patrol, as identified
by the individual unit codes of each response to the call.

•

The incident must have been originally initiated by the community, as identified
using the following method:
–

•

The incident type of the event must have sufficiently corresponded to a
community-generated event. Call types that could be identified with a high
level of certainty as being either self-initiated (e.g., traffic stops) or other
kinds of activity generated by the department (e.g., directed patrol) have not
been counted as community-generated calls for service.

There must have been no major irregularities or issues with the data recorded for
the incident that would prevent sufficient analysis, such as having no unit code or
incident type. The CAD data provided had no time stamps, so hour by hour
analysis was not conducted.

After filtering through the data using the methodology outlined above, the remaining
incidents represent the community-generated calls for service handled by WPD patrol
units.
(2)

Calls for Service

In 2018 there were a total of 23,648 incidents of which 6,946 were identified as
“community generated” patrol calls for service as previously discussed.
(3)

Most Common Types of Calls for Service

The following table provides the 10 most common incident categories of calls for service
handled by patrol units over the last year:
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Most Common Call for Service Categories
Incident Type

# CFS

PUBLIC COMPLAINT
SUSPICIOUS AUTO REPORTED
ASSISTANCE RENDERED
AUTO ACCIDENT
ALARM COMMERCIAL
ASSISTANCE RENDERED AMBULANCE
ASSISTANCE RENDERED FIRE DEPARTMENT
MOTORIST ASSIST
SUSPICIOUS PERSON
ASSISTANCE RENDERED OHER PD

1,059
945
541
499
496
465
464
432
248
203

All Other Types

1,594

Total

6,946

Public Complaint is the most common type of call for service, representing about 15.2%
of the total. Suspicious Auto is the second highest call category representing 13% of all
calls for service. In all, these top 10 call types represent about 77% of all calls for service
in Warrenville.
2.

Analysis of Patrol Resource Needs

Analysis of the community-generated workload handled by patrol units is at the core of
analyzing field staffing needs. Developing an understanding of where, when, and what
types of calls are received provides a detailed account of the service needs of the
community, and by measuring the time used in responding and handling these calls, the
staffing requirements for meeting the community’s service needs can then be determined.
To provide a high level of service, it is not enough for patrol units to function as call
responders. Instead, officers must have sufficient time outside of community-driven
workload to proactively address community issues, conduct problem-oriented policing,
and perform other self-directed engagement activities within the community. As a result,
patrol staffing needs are calculated not only from a standpoint of the capacity of current
resources to handle workloads, but also their ability to provide a certain level of service
beyond responding to calls.
The project team evaluated the number of calls for service against the available work
hours and staffing allocations to determine how proactive or reactive patrol officers were
during the study period. A target of 60% proactive time available is appropriate for a
police force for the community of Warrenville. Next, the project team evaluated the Patrol
Unit Staff and Net Availability and compared this to the call volume workload generated
from all duties associated with the received calls for service. Based upon this calculation,
it was determined that the City of Warrenville currently has an overall proactivity level of
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70% versus the targeted proactivity level of 60%. The detailed calculations for this are
included in Appendix B – Police Service Calculations. Based on this level of proactivity,
the department is appropriately staffed for patrol staffing at the present time and has
capacity to handle an increase in workload before staffing becomes an issue.
Recommendation: Maintain current patrol staffing levels.
3.

ANALYSIS OF THE TRAFFIC ENFORCEMENT UNIT

The Traffic Enforcement Unit consists of two traffic officers. One traffic officer works days
(6 a.m. to 2 p.m.) and one works mid shift (2 p.m. to 10 p.m.). The unit covers Tuesday
through Saturday.
1.

Workload

The Traffic Enforcement Unit conducts traffic enforcement missions and commercial
vehicle inspections. Traffic enforcement missions are selected by frequent crash
locations, community member complaints and officer observations. All community traffic
complaints are investigated.
Traffic Enforcement Unit officers are responsible for deploying the two speed monitoring
trailers, responding to accidents, and conducting accident reconstruction on fatal and
near fatal crashes. The sergeant also works the road and responds to traffic calls for
service. All community traffic complaints are handled by the unit.
The Warrenville Police Department reported the following one-year (2018) performance
metrics for traffic enforcement:
Activity
Cites

Year
1,888

Per Traffic
Officer
Year Avg.
944

Per Traffic
Officer-Month
Avg.
79

The workload of the Traffic Unit is mostly proactive with exception of traffic accidents and
calls to assist. The workload presented in the preceding tables indicates that the traffic
officers are active. As a proactive unit, there is no set minimum staffing or calls for service
threshold, however, the above performance metrics indicate the unit is contributing to
traffic enforcement, which was one of the areas identified specifically by residents during
focus groups as an area they would like to see additional enforcement efforts.
Traffic accident enforcement and education are two effective means of reducing traffic
crashes. The Traffic Enforcement Unit uses traffic crash data and community complaints
to focus their enforcement efforts. The Traffic Enforcement Unit is very active and
contributes to the traffic safety of the city. With current resources the unit is able to
provide sufficient traffic enforcement activity to reduce crashes and speeding at key
locations within the city.
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Recommendation: Maintain current staffing of two traffic officers.
4.

ANALYSIS OF COMMUNITY SERVICE OFFICERS (ANIMAL CONTROL)

The police department has two community services officers (CSO) that provide support
to patrol by taking low priority calls for service and performing tasks that are time
consuming but do not require law enforcement authority. One of the CSOs is also the
animal control officer. Some of the tasks performed by CSOs are listed in the following
table:
CSO Tasks
Finger Printing
Traffic Control
Private Property Crashes
Parking Enforcement
Abandoned Autos
Assist on Missing persons
Coordinate community events (National Night Out)
Maintain Department Rifles
Evidence Runs
Deliver Court Paperwork
Handle Animal Calls

The CSOs handle approximately 100 service calls per month in addition to the tasks listed
above. The tasks performed by CSOs alleviate the need for patrol officers to perform
them, which frees up time for officers to perform proactive and preventative law
enforcement activities.
Recommendation: Maintain current staffing of two CSOs.
5.

ANALYSIS OF CROSSING GUARDS

Crossing guards are assigned to the most heavily utilized street crossing locations near
schools. Crossing guards are part-time positions that work both mornings and
afternoons. The number of crossing guards needed is determined by the number of
heavily utilized crossing locations. Crossing guards provide a service that helps
pedestrians safely cross busier streets during student drop-off and pickup times.
Recommendation: Maintain current staffing of eight crossing guards based on the
number of primary intersections.

6.

ANALYSIS OF INVESTIGATIONS

The Detective Unit consists of three detectives who have collateral duties as well. The
detectives are generalists but have areas of expertise.
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Uniform Crime Reporting (UCR) Part 1 crime trends as reported for Warrenville, portray
the most serious crimes, which Warrenville detectives provide follow-up investigations on.
2014

2015

2016

2017

2018

11

13

11

8

13

Criminal Homicide

0

0

0

0

0

Rape

6

6

7

4

6

Robbery

1

4

3

0

2

Aggravated Assault

4

3

1

4

5

100

118

132

89

108

Burglary

13

12

14

11

11

Larceny-Theft

Violent Crime

Property crime

83

100

113

71

92

Motor Vehicle Theft

4

6

5

7

5

Arson

0

0

0

0

0

5 YR Violent Crime

▲ 15%

5 YR Property Crime

▲ 8%

These major crime trends show that overall major crime trends, while varying, have
stayed low over the past five years.
–

Violent crime is up 15% from 2014 to 2018 (11 to 13 incidences). Violent
crimes are very rare in Warrenville; there were only 13 violent crimes
reported in 2018.

–

Property crime is up 8% from 2014 to 2018. Increasing from 100 incidences
to 108.

The conclusion from this data is that Warrenville is a very safe community in terms of
major crime. Detectives work more cases than Part 1 crimes, and are assigned cases
with larger community impacts or strings of cases that may not be major, but have an
effect on livability.

(1)

Analysis of Workloads

Detectives reported the following caseloads for 2018:
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Cases for Year

Total 2018

222
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Average per
Detective per
Year
74

Average per
Detective per
Month
6.1

The evaluation of staffing levels in detectives is based on average caseloads per
investigator and the complexity of the typical investigation. When reviewing caseloads
for law enforcement agencies the project team uses benchmarks from other agencies
and available research as summarized in the following table.
Comparative Measure
Active cases assigned to “person”
crimes Detectives.

Comparative Measure
Active cases assigned to “property”
crimes Detectives (e.g., burglary/theft).

Detective Workload Expectations
8 to 12 active cases per month based on the same
survey. 3 to 5 active cases for complex person crimes
such as felony assault (shootings) to include homicides.
Domestic Violence (DV) cases vary widely depending on
State mandates that result in varied workloads. Some DV
Units can handle 20 to 30 cases per detective per month,
whereas others can only handle DV caseloads typically
attributed to the “felonious person crimes.” For the same
evidentiary reasons noted previously, person crime
caseloads are often being lowered to 6-8 cases per
month.
Detective Workload Expectations
15 to 20 active cases per month based on a survey of
dozens of law enforcement agencies performed by the
Matrix Consulting Group over many years. Recent
research by our firm suggests this range has been
reduced to 12-15 cases as the complexity of evidence
collection and testing has increased the overall time
required to investigate a case.

The detectives have an average of 6.1 cases assigned per month, however, they also
have collateral duties. Generalist detectives receive a mix of property and person crimes
though they tend to be more heavily related to property crime. As noted above in UCR
data, there were only 13 Part 1 violent (person) crimes reported.
(2)

Collateral Tasks

Personnel assigned to detectives have collateral duties in addition to their community
generated caseload (e.g. liquor license background checks). Detectives are assigned
background investigations for prospective employees, undertake sex offender
compliance checks, perform accident reconstruction, and assist with evidence collection
on crime scenes. At 6.1 cases assigned per month with additional collateral duties,
detectives are well within the number of expected workable caseloads.
Recommendation: Maintain current staffing of three detectives.
7.

ANALYSIS OF THE PROBLEM ORIENTED POLICING (POP) UNIT
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The POP team consists of two officers who work primarily an afternoon shift 3 p.m. to 11
p.m., though they adjust to work specific missions. The focus of the team is street level
criminal activity and long-term problem locations. The unit conducts hot spot policing as
well as longer-term investigations. The unit was assigned a total of 42 cases in 2018.
Many of the activities and workload of the unit are not tracked but can take substantial
time, such as surveillance or spending time in problem locations that do not result in an
arrest of assigned case.
Recommendation: Maintain current staffing of two officers.
8.

ANALYSIS OF RECORDS

There are four police records assistants assigned to the records unit. Records is open
7 a.m. to 10 p.m. and Saturdays 9 a.m. to 5 p.m. Two records assistants are assigned to
work a day shift 7 a.m. to 3 p.m. and two are assigned afternoon shift 2 p.m. to 10 p.m.
Saturdays are covered on rotation. Each records assistant has a specialty or specific
assignment. The records unit reported the following performance metrics for 2018:

Task

Number

Incident Reports Processed
Incident Reports Scanned
Arrest /Bookings
FOIA Requests Processed
Background Checks
Accident Reports Requested
Requests from other Agencies
Tows Processed
Tickets Processed
Other Violations Processed

1,626
1,626
484
134
136
139
51
101
2,055
65

Total

6,417

In interviews, the project team was told each task takes between 5 and 15 minutes per
process. Using a midpoint of 10 minutes per task, the above reported work metrics
represents approximately 1,069 hours of work. In addition to the above tasks processed
the records units handles walk in and phone contacts.
The records unit is open to the public 73 hours a week. This is more coverage hours than
is typical for a records unit, especially for a department this size. Based on the interviews,
it was reported there are very few visitors on Saturdays and in the later evening hours.
Keeping the records unit open to the public for so many service hours provides more
service hours than is generally needed to service the community. The project team
conducted internet research and found that Naperville, West Chicago, Winfield, and
Wheaton operate traditional weekday business hours for their Records staff.

Matrix Consulting Group

Page 33

Analysis of City Services and Impacts on Staffing Needs

WARRENVILLE, ILLINOIS

The police department currently uses the Community Services Technician to process
department created video evidence in-car video. This is still a common practice because
much of this evidence was and is placed on DVD/CDs, which must have a physical chain
of custody. Prevailing practice for many departments is moving toward a digital storage
solution. Digital storage eliminates the need to store DVDs and allows easier and more
efficient sharing of digital evidence. With the move to digital evidence management most
departments are moving the workload of video evidence (digital evidence) to records unit
staff.
The records unit does not have a records manager position within the unit, this is not
typical. Even small units should have a person in charge with authority to make daily
decisions and to assign work. Oversight of Records should transition to the Administrative
Sergeant or Lieutenant as discussed in section 10. Department Administration.
In analyzing the reported workload for the Records Unit, there appears to be more staff
hours than needed. One of the reasons for having more staff is to cover more operational
hours, but due to the size of the community the department is staffing more hours than is
needed to adequately service the needs of the community. To provide access to
community members who work a traditional 8 a.m. to 5 p.m. schedule the police
department records unit should be open 7 a.m. to 6 p.m., Monday through Friday. This
would provide the opportunity for community members to visit the records unit either
before or after work.
Recommendations: Reduce the hours of operation of the records unit to 7 a.m. to
6 p.m. Monday through Friday. The department should discontinue Saturday
service hours.
The records unit should reduce staffing by one police records assistant.
Oversight of Records should be the proposed Administrative Sergeant (or
Lieutenant). Records should consist of three Police Records Assistants.
The department should move the digital evidence responsibility to Records in the
next five years.

9.

ANALYSIS OF COMMUNITY SERVICE TECHNICIAN (EVIDENCE)

The Community Service Technician (CST) is responsible for intake and storage of
property and evidence along with the disposal of items when no longer needed for court.
The CST must enter all items into a database and maintain chain of custody records.
Additionally, the CST is responsible for the management of in-car video. The table below
represents the workload associated with property and evidence activities reported for
2018:
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Activity

Number

Property / Evidence Intake
Property / Evidenced Disposed

2,221
451

To calculate the workload associated with these activities the project uses benchmarks
as reported from other agencies, interviews and studies.
Number

Time Needed to
Process Each
(mins)

Workload
Time in
Minutes

Workload in
Hours

2,221
451

10
20

22,210
9,020

370
150

Activity
Property / Evidence Intake
Property / Evidenced Disposed
Total

520

The above table indicates the CST has 520 hours of workload to process property and
evidence. The CST has other assigned tasks, such as processing video evidence, which
is also time consuming, but is not tracked.
The CST is a needed function within the police department and is crucial to maintaining
the chain of evidence necessary for successful prosecution and tracking of property. As
noted in the Records section of this report, it is recommended that the handling of digital
evidence workload be moved to the Records unit staff.
Recommendations: Maintain current staffing of one CST.
10.

Department Administration

The department leadership team consists of the Chief and two Deputy Chiefs who are
supported by one Administrative Assistant. The Department Administration is responsible
for day-to-day operations along with long-term planning. In reviewing the workload for
administration, it is less about task time and more about separation of duties, spans of
control, the ability to adequately supervise direct reports and long-term strategic planning.
The Department has been supportive of implementing a Crime Free Rental Housing
Program over the last several years. A rental registration program is recommended
within the Community Development section of this report and discussions with the Police
Department indicate they believe they can support a crime free housing program with
existing resources.
The administration of the Police Department is lean. Although there are no one-over-one
reporting relationships and there is a clear separation of responsibilities where necessary
and collaboration on larger more complex tasks and responsibilities. There is only one
support staff to assist with multiple tasks.
Some of the current tasks assigned to administration are listed in the following table:
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Administration Tasks
Prepare Budget
Coordinate Training (State mandates)
Emergency Management Coordination
FOIA requests
IT Liaison
Fleet
Building Maintenance
Conduct / Coordinate Internal Investigations
Community Event Planning
Drug turn in box
Evidence Runs
Update policies and procedures
Coordinate mutual aid with other agencies

Through interviews and review of some of the major responsibilities of the department
administration, it is clear they are near capacity to take on any new roles or
responsibilities. Many of the current tasks could be handled by a position with less
authority, e.g. drug-turn-in box, however, there are limited opportunities to assign some
of these tasks to other staff as many have multiple collateral duties already.
An administrative sergeant or lieutenant position could be used to conduct some of these
tasks that require a law enforcement background and experience. An administrative
sergeant or lieutenant position could also take some of the collateral duties from other
positions so that positions can focus on their primary tasks. An example would be
oversight of Records.
Recommendation:
In the next one to three years, create an administrative sergeant or lieutenant
position to handle lower level tasks that require law enforcement experience or
training but do not require the level of responsibility delegated to a deputy chief.
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7 Public Works
Public Works is comprised of four divisions: Utility, Street, Fleet, and Facilities
Maintenance. Utility Division is responsible for the construction and maintenance of the
City’s water and sanitary sewer infrastructure. Street Division is responsible for
maintaining the City’s streets, sidewalks, paths, storm sewer, street lights, signs, street
trees, and rights-of-way. Fleet and Facilities are responsible for conducting preventive
and reactive maintenance on the City’s fleet, equipment, and facilities.
The following table outlines the allocation of staff by position in Public Works.

Position Title
Deputy Director

Authorized
Positions
(FTE)
1

Management Analyst

1

Fleet Management Technician

1

Facility Maintenance Supervisor

1

Streets Lead Supervisor
Streets Laborer
Utilities Lead Supervisor
Water Laborer
Sewer Laborer

1
5
1
4
2

The following subsections will analyze current operations and associated staffing needs.
It is important to note when reviewing this section, that in most service areas of Public
Works there is a significant inconsistency in the amount and reliability of the data available
regarding the daily work activities of maintaining the public infrastructure. This limits the
ability to effectively project staffing requirements with the same level of precision that was
possible in some other service areas where data was more readily available and reliable.
The asset management program that is being developed and implemented by the Public
Works Department will provide additional data, in future years, that will enable the City of
Warrenville to more precisely estimate and project public works staffing needs based
upon actual maintenance activities required to maintain the existing and project
infrastructure. For this reason, the full implementation of the asset management program
should remain one of the highest priorities for the department.
1.

PUBLIC WORKS MANAGEMENT ORGANIZATIONAL STRUCTURE

Currently, the City Administrator serves as the Acting Public Works Director, and the dayto-day operations of the Department are handled by a Deputy Public Works Director. This
is a unique organizational structure for a city department, especially for the second largest
department in the City. Based on the current allocation of duties, the Deputy Director
essentially serves as the manager of the Department.
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Due to the variety of duties that Public Works provides, it is important to have clear
leadership. Therefore, it is recommended to transition the Deputy Director position to a
Director position as soon as practical. This approach will align with all other city
department’s organizational structure and the organizational structure utilized in peer
entities. This recommendation aligns with prevailing practice in local government and is
consistent with the organizational composition of other city operations.
Additionally, the department is organized in a very flat manner, with maintenance
operations each reporting to a single supervisor over each function. Longer term, the City
should consider a reorganization that reorganizes the oversight and supervision of
functions in a new structure that places Fleet Maintenance and Facilities under the Streets
Division, creating a single division focused on all non-utility infrastructure maintenance.
This change would assist in ensuring that the highest priority maintenance needs are
being addressed and increase the cross sharing of staff, which, while occurring now, is
not as effective as it could be. This should be accomplished after the implementation of
a defined asset management program as outlined in the following section. Other
supervisor positions could remain to oversee daily operations of the individual units or be
reclassified to a Lead Laborer position, based upon opportunities as they arise from
retirements or departures.
Recommendation: Transition the Deputy Public Works Director position to a
Director position.
Recommendation: Longer term, reorganize the divisions to create two, rather than
four, unique divisions by moving Fleet and Facilities under the Streets Division.
2.

FLEET AND FACILITY MAINTENANCE

The City uses a combination of in-house and contracted services to provide both fleet
and facility preventive and reactive maintenance services. There is one authorized Fleet
Management Technician and one Facility Maintenance Lead Supervisor position. Each
position is responsible for performing preventive and reactive maintenance services for
fleet and facilities respectively. Secondly, these staff members are responsible for
coordinating with outside vendors for repairs and service when warranted. The current
approach provides effective and efficient services internally for items that need immediate
attention and provides a specified level of preventive maintenance. Due to the size of the
City’s fleet and facilities, it is not economically feasible to have all the technical expertise
in-house.
Therefore, the use of contracted staff and service providers is fiscally responsible when
appropriate services are required. Outsourcing for major repair projects provides a higher
level of service to internal customers and is cost effective. The City should maintain the
current approach of one Fleet Management Technician and one Facility Maintenance
staff position and augment staff’s individual skill set with the use of contracted service
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providers as needed. As staff’s expertise and skill sets change, so should the types of oncall and contracted service providers expertise.
However, the City has been having difficulty recruiting and filling the Fleet Management
Technician position. It is both difficult to find an individual with the broad skills and
abilities to handle the vast variety of mechanic duties required for a municipal organization
(even with some functions contracted out) and who desires to work in a smaller
organization where they will be the only mechanic position. If the City cannot find a
qualified candidate, a cost-effective approach to providing this service would be to
consider an alternative service delivery approach, where all major mechanical functions
are contracted out to the private sector, to explore options to acquire these services from
a fleet operation in a neighboring community, or with the Forest Preserve District of
DuPage County.
There are also some safety concerns to be considered in having a one-person fleet
operation since this individual may often be working independently and alone. If no
suitable candidate is found, the City should undertake an RFP for fleet services to get
firm pricing on the costs of acquiring this service from the private sector (or on a sharedservices basis from another community or the Forest Preserve District). During the time
period that the Fleet Management Technician position has been vacant, the City has
contracted out significantly more fleet work, and the only major operational concern noted
about this service delivery approach was how to deal with emergency responses, such
as critical equipment breaking down in the middle of the night.
Recommendation: The current approach of one Fleet Management Technician and
one Facility Maintenance Supervisor is cost effective and provides the appropriate
level of service.
Recommendation: The City should consider exploring the option of contracting
out the fleet maintenance operations to the private sector and acquiring all or some
of these services from a neighboring community or the Forest Preserve District.
3.

WATER AND SEWER UTILITIES

The Utility Division of Public Works is responsible for maintaining the infrastructure related
to providing potable water and sanitary sewer infrastructure inside City limits. The City is
responsible for the maintenance of four water wells, three water towers, and 57 miles of
water lines. Additionally, the Utility Division maintains 50 miles of sanitary sewer and 13
lift stations. Finally, staff also is responsible for conducting new construction inspections
for water and sanitary sewer infrastructure. Staff consists of a Supervisor and six
laborers, with four laborers assigned to water and two assigned to sewer. However, all
six laborers provide services on both water and sewer infrastructure.
Recently, Public Works staff begin tracking the workload associated with water and sewer
staff. Based on the subset of data provided, the following tasks were the most time
consuming in the first half of 2019: daily well checks; locates; maintenance; problem
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resolution; sewer televising; and special projects. Staff indicated that they do the majority
of repairs in-house, therefore, they are pulled to complete a lot of special projects (e.g.
well motor switch outs, lift station rebuilds, etc.). Special projects may take significant
time and impact staff’s ability to proactively maintain the infrastructure. Additionally, by
using in-house staff, some special projects may take several weeks to complete as staff
jump between projects and tasks. During staff interviews, it was indicated that staff
members are unable to provide the level of preventive maintenance that should be
completed, as they are moving from one special project to another and responding to
requests for services.
The City’s workload for the utility division will increase in the coming years as the systems
continue to age – resulting in increased maintenance requirements; and due to system
expansion including the projected implementation in the next three to four years of a new
well, water tower, and iron filtration facility. An additional Utility Division Worker position
is recommended. This position is estimated to cost $55,000 to $60,000 and should be
implemented in FY 2021. Note that this cost includes only direct salary costs and does
not include any benefit costs or one-time costs (such as work equipment, supplies, etc.)
that may be required.
Recommendation: Increase the number of Utilities Division Worker positions from
two to three.
4.

STREETS

The Streets Division is responsible for the oversight and maintenance of a variety of public
works operations, including direct streets maintenance, brush pickup, and other
maintenance activities throughout the City. Additionally, staff is highly utilized on a
number of special projects and efforts related to maintenance, beautification, and
infrastructure management throughout the City. Based upon projected growth in the
community, and the need for enhanced maintenance activities, it is estimated that an
additional position should be added to address immediate staffing needs related to
infrastructure management. Given the small workforce at present, the crews are
significantly impacted in conducting existing work activities when staff is off on leave time.
This additional position would provide the internal resources necessary to move from a
more reactive maintenance program to a proactive maintenance effort.
This division is highly reactive and responsible to the public, but critical infrastructure
management needs are deferred to respond to public requests for service – often ones
received at the last minute and without advanced notice. This results in scheduled work
activities, including preventative maintenance, being postponed. While this has resulted
in high levels of satisfaction for responsiveness, as a long-term approach to service
delivery, it is neglecting higher priority work activities for the City. A common theme
throughout the public input resulted in the identification of a need for proactive and
planned response to maintenance activities. The comparative staffing assessment
conducted with other communities shows the Public Works department generally in line
with staffing levels seen by comparable communities, but when factoring in comparability
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(in terms of service levels, population served, infrastructure maintained) the City falls on
the lower end of the staffing spectrum. More important than the comparative assessment
is the reality of what is being completed, and there is a strong indication that existing
staffing levels are not sufficient to complete the level of maintenance required for the
infrastructure maintained.
Recently, the City has increased the amount of storm sewer infrastructure they are
maintaining. This has impacted the workload and availability of staff. Staff is generally
reactive to maintaining storm sewer and will respond when a complaint is received related
to storm sewer issues. One of the major concerns voiced during the community
stakeholder meetings was related to storm sewer, flooding, and flood management.
Storm sewer infrastructure is a critical component in mitigating flooding issues and water
runoff management.
Due to the lack of preventive maintenance activities and the increasing workload
associated with storm sewer, it is recommended to add one additional Streets Worker
position. The addition of one position would allow for the implementation of preventive
maintenance activities and incorporate routine maintenance for storm sewer
infrastructure. It is recommended that the number of Streets positions increases from two
to three. However, this position should be versatile and cross-trained to provide support
to the utility maintenance team as well. This position will allow greater preventive
maintenance activities for both Streets and Utility Maintenance and should be
implemented in FY 2021.
Recommendation: Increase the number of Streets Laborer positions from five to
six.
5.

PROJECTIONS

As the amount of infrastructure continues to grow in the City, and the desire to become
more proactive in their approach to ongoing maintenance, it is important to have adequate
staff to manage the workload. As such, the project team recommends the addition of one
Water Laborer in FY 2025 to assist with infrastructure maintenance and repairs. As the
water and sewer infrastructure systems continues to age, it is important to increase
preventive maintenance activities and to have staff available to perform preventive and
reactive services.
Additionally, due to the increase in City-maintained infrastructure related to the
transportation network, it is recommended to add one Street Laborer in FY 2025 to
account for the increase in workload and ensure sufficient staffing resources are available
to maintain the infrastructure proactively at appropriate service levels. This staff addition
will provide increased preventive maintenance activities along with conducting other
activities within the division.
Overall, two additional positions are recommended for Public Works beyond the
additional staffing recommendations that should be implemented immediately. These
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recommendations are based upon expected development growth and the resulting
increase in infrastructure maintained in the community and should be reviewed
periodically based upon actual development activity.
Recommendation: Based upon projected growth in the community, specifically
related to infrastructure maintenance needs, two additional positions (one for
Water and one for Streets) are estimated to be required in approximately
FY 2025.
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8 Projections Summary
The previous chapters detailed current staffing needs for the City of Warrenville based on
current service level and job tasks. Additionally, at the end of each chapter, a subsection
is included to outline projected staffing changes between FY 2020 and FY 2025.
Projected staffing changes accounted for increases in population, workload, and changes
in service level. The positions changes recommended in this report include the following:
















PT Clerical Support (Administration) in FY 2022,
Communications Coordinator (Administration) in FY 2021,
Management Intern (Administration) in FY 2023,
Code Enforcement Officer (Community Development) in FY 2023,
Building Inspector (Community Development) in future years specific year will be
dependent on growth rate,
Planner/Economic Development Coordinator (Community Development) in FY 2021,
PT Accountant (Finance) in FY 2022,
Assistant Director (Finance) reclassification in FY 2022,
Record Technician (Police) reduction of one position in FY 2021,
Administrative Sergeant/Lieutenant (Police) in FY 2021,
Public Works Director reclassification (Public Works) in FY 2021,
Utility Division Worker (Public Works) in FY 2021,
Streets Worker (Public Works) in FY 2021,
Streets Worker (Public Works) in FY 2025, and
Utility Division Worker (Public Works) in FY 2025.

The following table summarizes the projected staffing needs. It should be noted that the
positions highlighted with green text, indicate new positions for the City or areas where
staffing is recommended to be increased.
Summary of Staffing Projections

Classification

Auth.
Positions
(FY20)

Rec.
Positions
(FY21)

FY
22

FY
23

FY
24

FY
25

ADMINISTRATION
City Administrator

1

1

1

1

1

1

Assistant City Administrator

1

1

1

1

1

1

Admin Services Coordinator

1

1

1

1

1

1

Executive Assistant / Deputy Clerk

1

1

1

1

1

1

Communications Coordinator

0

1

1

1

1

1

Administration Total

4

5

5

5

5

5

1

1

1

1

1

COMMUNITY DEVELOPMENT
Director
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Auth.
Positions
(FY20)

Rec.
Positions
(FY21)

Chief Building Official

1

1

1

1

1

1

Building Inspector / Code Officer

2

2

2.5

2.5

2.5

3

Senior Planner

1

1

1

1

1

1

Planner / GIS Technician

1

1

1

1

1

1

Senior Civil Engineer

1

1

1

1

1

1

Civil Engineer

1

1

1

1

1

1

Administrative Assistant

2

2

2

2

2

2

Code Officer

0

0

0

1

1

1

Planner / Economic Dev Coordinator

0

1

1

1

1

1

10

11

11.5

12.5

12.5

13

Director

1

1

1

1

1

1

Assistant Director

0

0

1

1

1

1

Senior Accountant

1

1

1

0

0

0

Accounting Clerk II

2

2

2

2

2

2

Accounting Clerk I

1

1

1

1

1

1

Finance Total

5

5

6

5

5

5

Classification

Community Development Total

FY
22

FY
23

FY
24

FY
25

FINANCE

POLICE DEPARTMENT
Chief

1

1

1

1

1

1

Deputy Chief

2

2

2

2

2

2

Administrative Assistant

1

1

1

1

1

1

Records Assistant

4

3

3

3

3

3

Sergeant

6

6

6

6

6

6

24

24

24

24

24

24

Community Service Officer

2

2

2

2

2

2

Community Service Technician

1

1

1

1

1

1

Administrative Sergeant/Lieutenant

0

1

1

1

1

1

41

41

41

41

41

41

Officer

Police Department Total

PUBLIC WORKS
Director

0

1

1

1

1

1

Deputy Director

1

0

0

0

0

0

Management Analyst

1

1

1

1

1

1

Fleet Management Technician

1

1

1

1

1

1
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Auth.
Positions
(FY20)

Rec.
Positions
(FY21)

Facility Maintenance Lead Supervisor

1

1

1

1

1

1

Streets Lead Supervisor

1

1

1

1

1

1

Streets Laborer

5

6

6

6

6

7

Utility Lead Supervisor

1

1

1

1

1

1

Water Utility Worker

4

4

4

4

4

5

Sewer Utility Worker

2

3

3

3

3

3

Public Works Total

17

19

19

19

19

21

Grand Total - Full time positions

77

81

82.5

82.5

82.5

85

Classification

FY
22

FY
23

FY
24

FY
25

Part-time Positions
Audio Visual Technician

2

2

2

2

2

2

Crossing Guard

8

8

8

8

8

8

EMA Coordinator

1

1

1

1

1

1

Engineering/Stormwater intern

1

1

1

1

1

1

Inspector (Electrical / Plumbing)

4

4

4

4

4

4

Part-time Police Officer

4

4

4

4

4

4

Temporary Laborer

3

3

3

3

3

3

Clerical Support - Part time (City Administration)

0

0

1

1

1

1

Accountant - Part time (Finance)

0

0

1

1

1

1

Management Intern (City Admin)

0

0

0

1

1

1

23

23

25

26

26

26

Police Department Total

Overall a total of 81 full-time positions are recommended for FY 2021, which is an
increase of 4 positions over the current authorized positions. By FY 2025, 85 full-time
positions are projected, which is an increase of four additional full-time positions from
what is recommended in FY 2021. Part-time positions increase from the current 23 to 26
in FY 2025 with the increases occurring in FY 2022 and FY 2023.
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9 Summary of Recommendations
The following table provides a summary of all the recommendations in this report in
sequential order.
For each recommendation, the priority and timeframe for
implementation is noted along with an estimate of the costs to implement. Costs include
only direct salary costs and do not include benefits or one-time costs such as equipment
or supplies.
Recommendation

Timeframe
(Fiscal Year)

Estimated
Cost Impact

High

2021

n/a

Priority

Chapter 2 – Administration and City Clerk
1

Change public access to City Hall by closing
the Stafford Place main entrance on the City
Administration level and designating the
Manning Avenue entrance as the access point
for City Hall services.

2

Authorize a part-time (20 hours per week on
average) clerical position to provide support
to the Administration function.

Medium

2022

$20,800

3

Add a Communications Coordinator position
in 2021 to provide dedicated communications
support to the organization.

High

2021

$61,000 $84,000

4

Implement an on-going intern program within
the City Administrator’s Office to provide
additional analytical and special project
support to Administration.

Medium

2023

$23,000

5

The City should develop and implement a
more comprehensive and formal Performance
Management Measurement and Reporting
Program.

High

2023

n/a

High

2023

$65,000 $75,000

n/a

n/a

--

Chapter 3 – Community Development
6

Increase the number of Code Enforcement
Officer positions by one full-time position
tasked with administering the rental
registration and inspection program along
with conducting property maintenance and
code enforcement activities.

7

Maintain the current staffing allocation of the
Chief Building Official, Building Inspector,
and part time / on-call electrical and plumbing
Inspectors.
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Priority

Timeframe
(Fiscal Year)

Estimated
Cost Impact

8

Add an additional Building Inspector position
when daily building inspections increase to 8
– 10 inspections above current levels.

Medium

Dependent on
development
activity.

$70,000 $80,000

9

Authorize a full time Planner/Economic
Development Coordinator position to focus
on long-range planning activities and provide
dedicated support to economic development
activities.

High

2022

$80,000 $90,000

Chapter 4 – Finance Department
10

Over time, the City should consider
implementation of an Assistant Finance
Director position to enhance succession
planning and provide backup on critical
financial tasks and duties.

Medium

2023

$5,000 $10,000

11

In conjunction with the change to an
Assistant Finance Director position, the City
should authorize a part-time accountant
position, either through a PT hire or through
contracted services.

Medium

2023

$25,000 $35,000

Chapter 5 – Police Department
12

Maintain current patrol staffing levels.

n/a

n/a

--

13

Maintain current staffing of 2 traffic officers.

n/a

n/a

--

14

Maintain current staffing of 2 CSOs.

n/a

n/a

--

15

Maintain current staffing of 8 crossing guards
based on the number of high priority
intersections.

n/a

n/a

--

16

Maintain current staffing of 3 detectives.

n/a

n/a

--

17

Reduce the hours of operation of the records
unit to 7 am to 6 pm Monday through Friday.
The department should discontinue Saturday
service hours.

Medium

2020

--

18

The records unit should reduce staffing by one
police records assistant.

Medium

2020

($45,000 $60,000)

19

Oversight of Records Unit should be by the
proposed
Administrative
Sergeant
(Lieutenant) position.

Medium

2020

--
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Recommendation
20

The department should move the digital
evidence responsibility to Records in the next
five years.

21

Maintain current staffing of one CST.

22

In the next 1 to 3 years, create an
administrative sergeant or lieutenant position
to handle lower level tasks that require law
enforcement experience or training but do not
require the level of responsibility delegated to
a deputy chief.

WARRENVILLE, ILLINOIS

Priority

Timeframe
(Fiscal Year)

Estimated
Cost Impact

Medium

2025

--

n/a

n/a

--

Medium

1 – 3 years

$110,000 $120,000

High

2021

Minor
reclassification
costs.

Chapter 6 – Public Works
23

Transition the Public Works Deputy Director
position to a Director position.

24

Longer-term, reorganize the divisions to
create two, rather than four, unique divisions
by moving Fleet and Facilities under the
Streets Division.

Medium

2022

Unknown if
reclassification
required.

25

The current approach of one Mechanic and
one Facility Maintenance Technician is cost
effective and provides the appropriate level of
service.

n/a

n/a

n/a

26

The City should consider exploring the option
of contracting out the fleet maintenance
operations to the private sector and/or
acquiring all or some of these services from a
neighboring community.

High

2021

Unknown

27

Increase the number of Sewer Worker
positions from two to three.

High

2021

$55,000 $60,000

28

Increase the number of Streets Worker
positions from five to six.

High

2021

$55,000 $60,000

29

Based upon projected growth in the
community,
specifically
related
to
infrastructure maintenance needs, the
following staff should be added in the future:
one Water Worker in 2025, one Streets
Worker in 2025.

High

Water – 2025
Streets – 2025

$65,000 $70,000 each
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Appendix A: Summary of Community Focus Group
Meetings
As part of the Matrix Consulting Group’s staffing and operations study for the City of
Warrenville, the project team conducted a series of community focus group meetings.
This document provides an outline description of these meetings and presents the key
themes and findings gathered from them.
1.

Introduction

A total of six focus group meetings were held, over the course of three days. The
attendance at each meeting ranged from 6 to 17, with a total of 61 participants over the
course of all meetings. Each meeting lasted from 90 to 120 minutes and was led by a
member of the project team who primarily asked open-ended questions about service
levels within the City and took notes on participants’ responses.
The topics covered in these meetings included service levels in community development,
police, public works, and finance, administration, and communication functions. The
responses are intended to provide direction for the project team regarding residents’
concerns and their desires for expanded service levels, reductions in service levels, or
the addition of new services not currently offered.
While a more complete description of responses can be found in the following pages, the
bullet points below summarize the key themes:
•

Communication: In each service area, residents raised concerns about
communication and expressed a desire to be kept informed in both a general
sense (through mass communications) and a specific sense (when interacting with
the City to resolve a concern).

•

Flooding and Drainage: In discussions of both community development and
public works, topics like floodplain management and storm drain maintenance
were top of mind for participants.

•

Preservation: In all three service areas, participants cared deeply about
preserving the aesthetic and community feel of Warrenville. This took many forms,
such as advocating for the development of a downtown, increasing accountability
for developers expanding the City’s footprint, motorists speeding along side
streets, and increasing the City’s focus on community policing and pedestrian
accessibility.
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The following subsections outline the opinions of participants regarding service levels in
community development, policing, public works, and administrative/finance/other areas.
2.

Community Development

Eight participants stated that they have had good experiences with community
development staff on a day-to-day basis, citing the ease with which they have been able
to obtain permits and address code enforcement issues. The tone of the focus groups’
conversations was generally positive and complimentary. There were also a number of
suggestions for service level changes, including several voices advocating for a more
stringent and proactive code enforcement approach, and several others relating instances
when they felt code enforcement was too onerous or strict. Several other topics were also
addressed, as outlined in the following points.
•

Accountability for New Development: Ten residents stated that they would like
to see the community development staff place more of a proactive emphasis on
holding developers accountable for their work in the community. Comments related
to this topic included a variety of changes including: subjecting site plans to
engineering inspections in order to avoid flooding at later dates, additional and
more thorough inspections of housing and other structures to ensure that they are
properly built, and charging appropriate development impact fees to recover the
cost associated with additional traffic and services due to expanding development
and growth within the community. A few participants expressed worry that the drive
for development in the City outweighs the need for responsible land use.

•

Flood Protection: In addition to the statements summarized above, a number of
participants said that they want the City to prioritize flood protection more, making
it easier for businesses, residents, and homeowners associations (HOA’s) to get
assistance with flooding mitigation measures. Three residents also expressed
concern about the prevalence of impermeable surfaces and its impact on flooding.

•

Communication: Several participants said that they would like to see more
emphasis on communication with the public. These comments pertained to the
outcome of Community Development applications and requests, particularly in
instances when requests are delayed or denied, as well as instances when
incorrect or incomplete information was given to residents about the requirements
for a project. Additionally:
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–

One participant said that they did not receive adequate communication from
the community development staff regarding a tree near their property which
was slated for removal by the City.

–

Four residents said that plan commission meetings should be televised on
the public access channel for ease of the public’s access and greater
transparency.

–

Three participants said that they would like to see the City more actively
communicate the City’s economic development priorities and their intent for
the eventual use of city-owned properties.

•

Desire for a Destination: Five participants said that they would like to see the
creation of a downtown, main street, central square, or some other type of social
destination in Warrenville become a City priority in the coming years.

•

Other Themes: Several other topics and suggestions were raised by focus group
participants. These included:
–

Four participants said that they would like to see the City more proactively
pursue economic development in the form of new businesses.

–

Three participants related instances when inspections staff were late to view
their project, they did an incomplete job of conducting inspections, or were
unprofessional or rude.

–

One participant expressed a desire to see highway noise abatement
become more of a planning priority.

–

One participant stated that the City has issued permits in the past without
ensuring that the appropriate Home Owners Association (HOA) paperwork
is in place and would like community development staff to take HOA
requirements into account when processing permit applications.

–

One participant advocated for a greater emphasis on the maintenance of
waterways and the establishment of an arborist-certified citizen liaison in
City Hall for waterway-related issues.
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A representative from the fire protection district mentioned that community
design standards do not always account for the accessibility needs of fire
vehicles.

Police

Most participants stated that the Police Department is characterized by a high degree of
timeliness and responsiveness to complaints, and that they are pleased with the level of
enforcement and the priorities currently embraced by the Department. Along with this,
however, came a number of comments regarding areas where residents felt levels of
service should be adjusted.
•

Speed Enforcement: Five participants stated that enforcement of speed limits
should be a greater priority in the community. This included several asking for
patrol of motorists on thoroughfares, such as State Route 56, as well as a number
of others with concerns about cut-through traffic in neighborhoods.

•

Fireworks: Three participants stated that the enforcement of fireworks bans during
the 4th of July holiday should be increased, although it was also noted by these
individuals that enforcement efforts often yielded few citations and little to no
decrease in the frequency of fireworks.

•

Community Policing: While 10 residents said they appreciate the Department’s
neighborhood rollcalls, some others said that they would like to see the Police
Department establish more of, or an additional, presence at community events
such as the Fire District’s open house, community events, etc. Three participants
also said that the Department should further prioritize community policing. Three
participants expressed a desire to see the Police Department conduct more
outreach to minority communities particularly Latino and Hispanic residents of
Warrenville.

•

Communication: Three participants said that they have reported thefts but have
never received resolutions to the report. Two others cited instances when officers
could have been more helpful in responding to neighborhood complaints, or when
they could have been more helpful during the legal proceedings following a traffic
accident. Further, four individuals stated that they would appreciate clearer
messaging on what are the Department’s priorities.

•

Other Themes: A number of additional comments and suggestions regarding
service levels in policing were received from individual participants:
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–

One participant said that the Department should dedicate more effort to
combating human trafficking.

–

One respondent said the Department should be more proactive about
checking on businesses at night.

–

Three participants said that the City should increase enforcement of vehicle
weight limits, expressing concern that Warrenville sees too many large
trucks violating the established weight limits on municipal roads.

–

One respondent complained that their animal control call was routed to
DuPage 911, and stated that the City should provide consistent in-house
animal control services.

–

One resident stated that they want to see the Department take a proactive
approach to hiring, rather than waiting until staffing is stretched or response
times suffer.

–

One participant noted that Warrenville’s police operate under a significant
number of tactical training requirements and spend large amounts of time
training to meet them. They questioned whether this is a good use of
department resources.

Public Works

Discussion of the Public Works Department included consistent praise for their snow
plowing ability and the condition of street pavement throughout the City. Additionally, the
City received strong support for the City’s cost-planning efforts and allocation of capital
investment funds to ensure the maintenance of infrastructure for years to come.
Residents also appreciated the responsiveness of staff and services like brush pickup. In
addition to these topics, a number of comments regarding changes in service level were
received. These are outlined in the following points.
•

Drainage and Flooding: Six respondents had comments regarding drainage and
flooding, stating that storm sewers flood frequently and badly, or that they would
like to see the public works department take ownership or responsibility for all of
the storm drains and catch basins within city limits, including private drainage
within subdivisions.
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•

Leaf and Brush Pickup: Five participants mentioned that they would like the City
to provide leaf pickup beyond the current service level, including the use of a leaf
vac truck. However, three residents were against expanding service levels in this
area citing generally the cost of offering the service. Four residents also said that
they would like to see more frequent brush pickup by the public works department.

•

Communication: Six residents stated that they hoped to see better
communication from the City about planned road construction so that residents,
businesses, and others could be more aware ahead of time. One participant
mentioned that they would like to see more followup on public works calls to let
citizens know if and when calls have been resolved.

•

Pedestrian Accessibility: Five participants expressed a wish to see more of an
emphasis on pedestrian accessibility, including more lighting on heavily trafficked
walkways and installation of more curbs and sidewalks throughout the City. Two
participants, however, said that curbs and sidewalks would be a detriment to the
quality of their neighborhoods and should not be expanded in the City.

•

Other: In addition to the themes above, a number of topics were brought up by
just one or two participants:
–

One participant noted that a recent permeable paver project had to be torn
up because it was poorly designed, and that the City sometimes tears up
and replaces pavement, which is no more than three years old. This
resident advocated for a more thoughtful, strategic approach to pavement
management.

–

One participant said that they would like to see document shredding offered
more frequently, as well as more frequent collection of paint, electronics,
and other things that end up mistakenly thrown into the garbage.

–

One participant stated that the public works department should allot more
focus to street should maintenance in order to preserve the longevity of
roads and prevent the roadbeds from being washed out.

–

One participant raised concerns about the environmental impact of
vegetation maintenance in the City; they stated that the public works
department should conduct tree trimming earlier in the year in order to avoid
interfering with bird nesting season, and that the contracted grass mowing
along the public right-of-way is too frequent and not healthy for the grass.
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Finance, Administration, and Communications

Conversation surrounding financial and administrative functions in Warrenville was
generally positive, although comments were generally less specific than the comments
provided in other service areas of the City. Generally, participants had fewer compliments
and suggestions for improvement on the administrative functions.
•

Utility Billing: One respondent said that they would prefer electronic utility billing,
rather than receiving their bills in physical copy. One respondent said that they
have difficulty paying their utility bills online.

•

Communications and Messaging: Five participants said that the City should
have a position dedicated to monitoring the Facebook page and responding to
comments, as well as coordinating other communication-related functions, such
as website updates and newsletter development. Another participant said that
weekly social media updates from the City would be helpful. While approximately
ten participants indicated they appreciated the website, several others (three)
offered critiques of it, specifically stating that navigation and finding information is
difficult. It should be noted that the City’s website was updated after the focus
group meetings were conducted.
Additionally, seven participants expressed opinions about the newsletter, including
a desire to see more information about upcoming events, city council meetings,
and the strategic vision of the City’s management. Additionally, one respondent
said that they would like to see City publications and website content available in
Spanish as well as English.

•

Grants: Five participants stated that the City should put more effort into securing
available grants to provide additional non-local resources toward community
needs.

•

Community Survey: Four participants suggested that a routine community survey
be conducted.

•

Other: In addition to the topics summarized above, a number of other suggestions
related to financial and administrative services were heard. These included:
–

One participant expressed a desire to see the City focus more on mental
health and publicize local mental health initiatives.
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–

One participant stated that they would like to see more programming and
spaces for teens in the City.

–

One participant asked whether public Wi-Fi could be instituted on a citywide basis.

Additional detail on comments received are provided in the next section.
6.

Detailed Comments Received.

The following table summarizes additional comments and feedback received during the
public focus groups. The feedback has been sorted by topic area and is designed to
provide additional background information on areas where the public felt there were
strengths and opportunities for improvement within the organization. Most of these
comments were provided by only one, or a couple of individuals, and generally are related
to issues not already addressed. Comments in red are suggestions for improvement and
those in black represent positive feedback regarding service delivery or operations.
Topic Area
Administration
Administration

Comment
Document shredding should be more than once per year
Need a way to easily dispose of paint, electronic, chemicals

Communication
Communication
Communication
Communication
Communication

Plan Commission should hold its meetings on public access channel (4)
Bilingual city staff needed
No newspaper
City hall should monitor Facebook page more, be more responsive
Council meetings are broadcast on public access

Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development
Community Development

More focus needed on holding new developments to standards.
Development impact fees need to capture real cost to the community.
Received code enforcement violation for tire rut in lawn; excessive enforcement
Should be more proactive considering heavy community growth
Should hold developers accountable to inspection standards
Inspections too onerous
Need to be more proactive on economic development
Want to see development of downtown or main street or public square
Hold developers accountable to fix their own mistakes
City must prepare for growth with staffing, infrastructure, etc.
Ask developers to contribute when they build.
Good experience with permits
Good experience with permit
Good experience with code enforcement
Code enforcement not punitive; respond to complaints instead of looking for violations
Good experience with permit
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Community Development
Community Development
Community Development

Good experience with permit
Good experience with permit
Good experience with permit

Governance

Skeptical about cost effectiveness or efficiency of having separate districts for fire, library,
parks, etc.

Police
Police
Police
Police
Police
Police
Police
Police
Police
Police
Police
Police
Police

Department should hire new officers proactively, not in response to workload pressure
Slow response time
Focus on tactical training and requirements may be more than necessary
Fireworks enforcement not effective enough
Traffic stops may target minorities
More speed enforcement needed on 56
More outreach to Hispanic communities needed
Bilingual police officers needed
Fast response time
Fast response time
Fast response time
Fast response time
EMA is helpful for freeing up police enforcement time

Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works
Public Works

Concern about aquifer and well water vs. making switch to Lake Michigan water
Need followup on DPW work orders after response to make sure they are resolved
Brush pickup good
Excellent snow removal
Pavement in great shape
Excellent snow removal
DPW on call at all times
Brush pickup good
Excellent snow removal
Responsive utility staff
Great financial position for capital replacement of infrastructure
Video scope sewers every three years
Good response times from DPW
Excellent snow removal
Signs have good visibility
Responsive DPW staff

ACORN
ACORN
ACORN

City should keep Acorn bus service
City should keep Acorn bus service
City should keep Acorn bus service
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Police Department Patrol Workload

To determine the number of patrol officers needed, the project team undertook an
analysis of current workload to determine how much proactive versus reactive time
existed in order to assess the capacity of the current staffing allocation to effectively
handle calls for service. This analysis is shown on the following pages and led to the
finding that existing staffing levels are sufficient to handle the workload at the present time
and that capacity exists based on the current 70% proactive levels (target is 60%) to
handle increases in workload before additional staffing will be required.
1.

Analysis of Patrol Resource Needs

Analysis of the community-generated workload handled by patrol units is at the core of
analyzing field staffing needs. Developing an understanding of where, when, and what
types of calls are received provides a detailed account of the service needs of the
community, and by measuring the time used in responding and handling these calls, the
staffing requirements for meeting the community’s service needs can then be determined.
To provide a high level of service, it is not enough for patrol units to function as call
responders. Instead, officers must have sufficient time outside of community-driven
workload to proactively address community issues, conduct problem-oriented policing,
and perform other self-directed engagement activities within the community. As a result,
patrol staffing needs are calculated not only from a standpoint of the capacity of current
resources to handle workloads, but also their ability to provide a certain level of service
beyond responding to calls.
With this focus in mind, the following sections examine process used by the project team
to determine the patrol resource needs of the WPD based on current workloads, staff
availability, and service level objectives.
(1)

Overview of the Resource Needs Analysis

An objective and accurate assessment of patrol staffing requires analysis of the following
three factors:
i.

The number of community-generated workload hours handled by patrol.

ii.

The total number of hours that patrol is on-duty and able to handle those
workloads, based on current staffing numbers and net availability factors (e.g.,
leave, administrative time, etc.).

iii.

The remaining amount of time that patrol has to be proactive, which can also be
referred to as “uncommitted” time.
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This study defines the result of this process as, patrol proactivity, or the percentage of
patrol officers’ time in which they are available and on-duty that is not spent responding
to community-generated calls for service. This calculation can also be expressed visually
as an equation:
Total Net Available Hours – Total CFS Workload Hours
= % Proactivity
Total Net Available Hours
The result of this equation is the overall level of proactivity in patrol, which in turn
provides a model for the ability of patrol units to be proactive given current resources and
community-generated workloads.
There are some qualifications to this, which include the following:
•

•

Optimal proactivity levels are a generalized target, and a single percentage should
not be applied to every agency. The actual needs of an individual department vary
based on a number of factors, including:
–

Other resources the department has to proactively engage with the
community and address issues, such as a dedicated proactive unit.

–

Community expectations and ability to support a certain level of service.

–

Whether fluctuations in the workload levels throughout the day require
additional or fewer resources to be staffed to provide adequate coverage.

Sufficient proactivity at an overall level does not guarantee, based on workload
patterns, and deployment schedules, that resources are sufficient throughout all
times of the day and week.

Overall, given that the department does not have many different types of specialized units
in the field, WPD should generally target an overall proactivity level of at least 60% as an
effective level of patrol coverage. This overall proactivity includes night shift hours where
coverage for officer safety is also considered even though there is less opportunity for
proactivity based on less vehicles and pedestrian activity.
(2)

Patrol Unit Staffing and Net Availability

Before determining availability and staffing needs, it is important to first review the current
patrol staffing levels and deployment schedules. Day shift works from 0600 to 1800, while
night shift works from 1800 to 0600. There is no scheduled overlap period built into the
schedule.
While the table provides the scheduled staffing levels, it does not reflect the numbers that
are actually on-duty and available to work on at any given time. As a result, it is critical to
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understand the amount of time that officers are on leave – including vacation, sick, injury,
military, or any other type of leave – as well as any hours dedicated to on-duty court or
training time, and all time spent on administrative tasks such as attending shift briefings.
The impact of each of these factors is determined through a combination of calculations
made from WPD data and estimates based on the experience of the project team, which
are then subtracted from the base number of annual work hours per position. The result
represents the total net available hours of patrol officers, or the time in which they are
both on-duty and available to complete workloads and other activities in the field.
The table below outlines this process in detail, outlining how each contributing factor is
calculated:
Factors Used to Calculate Patrol Net Availability
Work Hours Per Year
The total number of scheduled work hours for patrol officers, without factoring in leave,
training, or anything else that takes officers away from normal on-duty work. This factor
forms the base number from which other availability factors are subtracted from.
In the current 12-hour shift schedule, WPD officers are scheduled to work 2,184 hours
per year before time off.
Base number: 2,184 scheduled work hours per year

Total Leave Hours (subtracted from total work hours per year)
Includes all types of leave, as well as injuries and military leave – anything that would
cause officers that are normally scheduled to work on a specific day to instead not be
on duty. As a result, this category excludes on-duty training, administrative time, and
on-duty court time.
Estimated: 222 hours of leave per year
On-Duty Court Time (subtracted from total work hours per year)
The total number of hours that each officer spends per year attending court while on
duty, including transit time. Court attendance while on overtime is not included in the
figure.
Without any data recording on-duty court time specifically for patrol officers, the number
of hours is estimated based on the experience of the project team.
Estimated: 20 hours of on-duty court time per year
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On-Duty Training Time (subtracted from total work hours per year)
The total number of hours spent per year in training that are completed while on-duty
and not on overtime.
Estimated: 20 hours of on-duty training time per year
Administrative Time (subtracted from total work hours per year)
The total number of hours per year spent completing administrative tasks while onduty, including briefing, meal breaks, and various other activities.
The number is calculated as an estimate by multiplying 90 minutes of time per shift
times the number of shifts actually worked by officers in a year after factoring out the
shifts that are not worked as a result of leave being taken.
Estimated: 232 hours of administrative time per year

Total Net Available Hours
After subtracting the previous factors from the total work hours per year, the remaining
hours comprise the total net available hours for officers – the time in which they are
available to work after accounting for all leave, on-duty training and court time, and
administrative time. Net availability can also be expressed as a percentage of the base
number of work hours per year.
Calculated by subtracting the previously listed factors from the base number:
1,690 net available hours per officer
The following table summarizes this calculation process, displaying how each net factor
contributes to the overall net availability of patrol officers:
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Calculation of Patrol Unit Net Availability
Base Annual Work Hours

2,184

Total Leave Hours

–

222

On-Duty Training Hours

–

20

On-Duty Court Time Hours

–

20

Administrative Hours

–

232

Net Available Hours Per Officer

=

1,690

Number of Officer/ Corporal
Positions

x

16

Total Net Available Hours

=

27,040

Overall, officers combine for 27,040 net available hours per year, representing the total
time in which they are on duty and able to respond to community-generated incidents and
be proactive.
(3)

Overview of Call for Service Workload Factors

Each call for service represents a certain amount of workload, much of which is not
captured within the handling time of the primary unit. Some of these factors can be
calculated directly from data provided by the department if provided, while others must
be estimated due to limitations in their measurability. In this case no stamps for dispatch
data was obtained so the project team used some estimations based on numerous other
studies conducted.
The following table outlines the factors that must be considered in order to capture the
full scope of community-generated workload, providing an explanation of the process
used to calculate each factor:
Factors Used to Calculate Total Patrol Workload
Number of Community-Generated Calls for Service
Data obtained from an export of CAD data covering a period of an entire year that has
been analyzed and filtered in order to determine the number and characteristics of all
community-generated activity handled by patrol officers.
The calculation process used to develop this number has been summarized in previous
sections.
Calculated from WPD data: 6,946 community-generated calls for service
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Primary Unit Handling Time (multiplied by the rate)
The time used by the primary unit to handle a community-generated call for service,
including time spent traveling to the scene of the incident and the duration of on-scene
time.
In the experience of the project team, the average handling time is typically between
30 and 42 minutes in agencies where time spent writing reports and
transporting/booking prisoners is not included within the recorded.
Estimated: 38 minutes of handling time per call for service

Number of Backup Unit Responses
The total number of backup unit responses to community-generated calls for service.
This number often varies based on the severity of the call, as well as the geographical
density of the area being served.
This number can also be expressed as the rate of backup unit responses to calls for
service and is inclusive of any additional backup units beyond the first.
Estimated: 0.50 backup units per call for service
Backup Unit Handling Time (multiplied by the rate)
The handling time for backup units responding to calls for service is calculated based
on project team experience from similar agencies. Back up handling time is based on
providing cover for the primary unit and handling any assigned tasks on scene.
Estimated: 32 minutes of handling time per backup unit

Number of Reports Written
The total number of reports and other assignments relating to calls for service that have
been completed by patrol units, estimated at one report written for every three calls for
service. This includes any supporting work completed by backup units.
In this case, the number has been estimated based on the experience of the project
team.
Estimated: .33 reports written per call for service
Report Writing Time (multiplied by the report writing rate)
The average amount of time it takes to complete a report or other assignment in relation
to a call for service. Without any data detailing this specifically, report writing time must
be estimated based on the experience of the project team. It is assumed that 45
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minutes are spent per written report, including the time spent by backup units on
supporting work assignments.
Estimated: 45 minutes per written report

Total Workload Per Call for Service
The total time involved in handling a community-generated call for service, including
the factors calculated for primary and backup unit handling time, reporting writing time,
and jail transport/booking time.
Calculated from previously listed factors: 69 total minutes of workload per call for
service
Each of the factors summarized in this section contribute to the overall picture of patrol
workload – the total number of hours required for patrol units to handle communitygenerated calls for service, including primary and backup unit handling times, report
writing time, and jail transport time.
These factors are summarized in the following table:
Summary of CFS Workload Factors

Total Number of Calls for Service

Value

%

6,946

55%

Avg. Primary Unit Handling Time (min.)

38.0

Backup Units Per CFS

0.50

Avg. Backup Unit Handling Time (min.)

32.0

Reports Written Per CFS
Time Per Report (min.)
Avg. Workload Per Call (min.)
Total Workload Hours

.33
45.0

23%
22%

69
7,987

Overall, each call represents an average workload of 69 minutes, including all time spent
by the primary unit handling the call, the time spent by any backup units attached to the
call, as well as any reports or other assignments completed in relation to the incident.
(4)
Calculation of Overall Patrol Proactivity
Using the results of the analysis of both patrol workloads and staff availability, it is now
possible to determine the remaining time in which patrol units can function proactively.
The result can then function as a barometer from which to gauge the capacity of current
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resources to handle call workload demands, given objectives for meeting a certain service
level.
The following table details the calculation process used by the project team to determine
overall proactivity levels – the proportion of time that patrol officers have available outside
of handling community-generated workloads:
Overall Patrol Proactivity
Total Patrol Net Available Hours

27,040

Total Patrol Workload Hours

–

7,987

Resulting # of Uncommitted Hours

=

19,053

Divided by total net available hours

÷

27,040

Overall Proactivity Level

=

70%

Overall, the Warrenville Police Department maintains a patrol proactivity level of 70% –
the amount of time that is remaining after handling community-generated workload. It is
important to stress that this does not mean that the time is not utilized, as self-initiated
activity is not counted in total patrol workload.
The results of the analysis indicate that patrol has sufficient resources to handle incoming
workloads and still have time remaining to be proactive. It should also be noted that case
follow up is not included in the calculations. WPD patrol officers are expected to do follow
up investigations on minor crimes.
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Appendix C: Comparable Full-time Staffing Allocations
Staffing levels for various communities of relative comparability were evaluated to provide a benchmark assessment of
general staffing levels within each municipal function provided by the City of Warrenville. These were used as only one
component of the evaluation and principally to identify if there were major outliers in staffing levels as specific staffing in
each of these functions is highly dependent not only on the services provided but the service levels of the community.
General Government

FTE
Administration

Population

Finance

Community Development

Police

Public
Works

41

17

77

13,269

Total

Warrenville

4

5

101

Lemont

4

2

8

27

20

61

17,075

Montgomery

2

5

4.5

36.38

19.5

67.38

19,701

North Aurora

4

3.2

4.25

33.65

16.45

61.55

18,245

Roselle

5

7

9

43

15

79

22,794

South Elgin

3

9

8

37.75

23.57

81.32

22,549

Willowbrook

4.5

3

3

26

6

42.5

8,521

Lisle

4.5

5.5

8.5

49.5

24

92

22,912

3

4.3

2.17

17

8

34.47

8,712

3.75

4.88

5.93

33.79

16.57

64.90

17,564

Clarendon Hills
Average w/o
Warrenville

1

Includes two engineer positions which are typically not included within Community Development in many municipal
organizations.
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