AGENDA
CITY OF CHARLEVOIX CITY COUNCIL MEETING

Monday, November 19, 2012 - 7:00 p.m.
210 State St, City Hall, Second Fioor City Council Chambers, Charlevoix, Ml

L Invocation or Pledge of Allegiance

. Roll Call of Members Present

. Inquiry Regarding Possible Conflicts of Interest
V. Consent Agenda

A City Council Meeting Minutes — November 5, 2012 Regular Meeting PG 1-7
B. Payroll Check Register PG 8-10
C. Accounts Payable Check Register PG 11-16
D. Mayoral Proclamation - Toys for Tots Week PG 17
V. Public Hearings
Vi. Reports
VIl Requests, Petitions and Communications and Actions Thereon
A Discussion Regarding Community Fireplace PG 18-27
B. Consideration to Approve Aliernate Alignment for Lake to Lake Trail PG 28-35
C. Consideration of Employee Handbook PG 36-84
D. Approval of Job Descriptions PG 85-98
E. Qraanizational [tems PG 99
1. Meeting times/days
2. Appointment of Deputy Mayor
F. Appointments PG 100
Vill.  Introduction and Initial Actions Relating to Ordinances or to Resolutions That
Require Publication or Hearings Prior to Final or Further Action
X Resolutions
X Ordinances
Xl Miscellaneous Business
XM Adjourn

A quorum of the Planning Commission and DDA may be in attendance.

The City of Charlevoix will provide necessary reasonable auxiliary aids and services, such as signers for the hearing impaired and audio tapes
of printed materials being considered at the meeting, to individuals with disabilities at the meeting upon one weeks notice to the City of
Charlevoix. Individuals with disabilities requiring auxiliary aids or services should contact the City of Charlevoix Clerk's Office in writing or
calling the foilowing: City Clerk, 210 State Street, Chartevaix, Ml 49720 (231) 547-3250.

Posted Novemnber 15, 2012 4:00 p.m.



MAYORAL PROCLAMATION

 WHEREAS

WHEREAS

WHEREAS

The U.S. Marine Corps created a community
action program known as “Toys for Tots” in
1947 and over the years has solicited and -
distributed over 400,000,000 toys; ahd

Two Thousand and Slxty-Elght (2,068) toys
were collected and distributed to 450 children

-in the Charlevmx School Dlstnct in 2011, and

The Northern Detachment of the Marine Corps
League has a mission to provide a tangible
sign of hope to economically disadvantaged
children at Christmas time.

NOW, THEREFORE, | Norman L. Carison, Jr. Mayor of the City

of Charlevoix,. Michigan, do hereby proclaim
December 2nd through December 8th-as

“Toys for Tots Week” in Charlevoix.

P S
Al Rahte Afpsmian



CHARLEVOIX CITY COUNCIL
AGENDA ITEM

AGENDA ITEM TITLE: Discussion Regarding Community Fireplace

DATE: November 19, 2012
PRESENTED BY: Mayor Carison

Mark Buday
ATTACHMENTS: 1. Letter from Chip Terrill

2. Legal interpretation from Bryan Graham regarding Planning
Commission review

3. Email from John Winn
4. Letter from Julee Roth

BACKGROUND INFORMATION: Mark Buday of Mark Buday Associates has agreed to assist the
City in redesigning the proposed fireplace in East Park. Mr. Buday was instrumental in
developing the final design of East Park and has agreed to assist the City free of charge. He has
submitted the following questions for Council to consider at our meeting:

1. Does the park need a fireplace?
2. If so, where should it be, what is its function and what should it look like?

A. How does the present location of the fireplace fit into the other uses of the
park?

B. Are there other locations in the park where the fireplace will be as visible
from Bridge Street yet not block other important views to the water?

C. Are their seasonal events that would benefit from a fireplace and plaza?

D. How can a fireplace enrich and be integrated into the other features of the
park?

E. Once an acceptable location is identified, what is the appropriate size and
configuration?

F. How does the scale, form and materials of other built elements in the park
influence the fireplace

We sincerely thank Mr. Buday for his generous donation of time and resources!

At the meeting, Mr. Buday will be soliciting input from City Council members regarding future
design parameters for the fireplace. Based upon Council’s input and public comment, he will
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redesign the fireplace and bring back to City Council for review and possible approval.
Members of the Planning Commission and DDA have been invited to the meeting and are
encouraged to give input on the fireplace.

City Staff has made a concerted effort to inform the community of this meeting. A front page
article was published in the Charlevoix Courier on November 9, 2012. We have also informed
residents of the meeting through the City’s web-site and Facebook page.

Mr. Polakowski has requested to read a short statement at the meeting. He is representing
viewpoints voiced at Landscape Architecture Forums at the Charlevoix Library regarding the
fireplace.

RECOMMENDATION: Discussion.
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A FIREPLACE: THEGIFTT “’ \T KEEPS ON TAKING

THIS FIREPLACE WILL CONTINUE FOR YEARS TO TAKE OUR $, GUR VISTA AND UNDERCUT 0@
COMMGN SENSE OF COMMUNITY NOV 1 2 2017

1 OPPOSE A FIREPLACE iN EAST PARK BECAUSE: CITY OF CHARLEVOIX

#1 THE PRECEDENT-COST

This is not a gift. Instead, it is an offer for CHX to have a fireplace but only if CHX is willing to pay
costs not funded by the donor of increased liability insurance, natural gas and maintenance. If it
were a true gift with minimal cost to the city, the denor would have had to have given the city at least
$ 150,000.00 to cover the projected costs of construction, insurance, natural gas and maintenance
over the next 15-20 years.

The city currently calculated the cost of natural gas alone based on slightly less than 4.65 hours/day
365 days/year or 1700 hours of usage/year for a total cost per year to the city of at least $ 6,700.00
or $ 67,000/10 years if rates stay the same.

Such is NOT LIKELY because the city relied on natural gas CCF rates provided by DTE Energy in
August 2012 which rates were close to historic lows for the past 30 years and they have already gone
up over 159% just since August.

Nat Gas rates are projected to increase by 50% by 2017 See studies by the Federal Energy
Reguiatory Commission {(where I was a Judge for over 10 years) and commodity trading indices, all
publicly available via the internet. So realistically, the city will instead be paying over $ 10,000/yr
instead of § 6,700.00 for Nat Gas alone. Further, there is a high degree of probability that Nat Gas
costs to the City for ht fireplace could increase to over $ 15,000/year by 2020.

Does not this community have many deserving deferred projects for $ 10-15k/yr. Bottom line: this is
NOT a gift but an unfunded mandate/demand on the city to pay what the donor is not willing to - I
give you a fireplace but you pay its engoing costs.

#2 THE PRECEDENT-OBSTRUCTING THE VISTA.

From Bridge St, our community and any visitor fo it's main thorough-fare, this fireplace will
block/disrupt the flow of the East Park vista of CHX’s harbor and Round Lake which vista makes CHX
unique in the entire USA. Many tax dollars have been spent by this community including zll of us
taxpayers to create this unique vista which is the centsrpiece of CHX the Beautiful's heart and-its
marketing efforts. This vista and its green space must be preserved. A fireplace is just so contrary to
the scenic beauty that we have all achieved together.

#3 THE PRECEDENT-

Apparently with no policy in place the CHX City Council hurtied ferward without a set policy and ne
guidelines and without any input (now being corrected) from its Planning Commission, the very body
established for just such occasions.

Suggested policy considerations: Has the person being memorialized or denating ever set foot in
CHX? What did they contribute to this community as to be deserving of taking space front and center
in one our most precious community assets? Will we only learn of their identities of person being
memorialized when the plaque is unveiled? Does the donor really want a memory to their special
person be a memory that is opposed by a majority of the community in which it is being located?

#4 WHY A FIREPLACE?

I see no value added ko East Park by its presence.

I went to the west side of Bridge St across from the proposed fireplace and looked down and then
walked down to the Harbor and looked up to visualize the fireplace. Even with the use of Onaway
stones the fireplace no matter how well dressed it is, the fireplace in my humbie opinion is out of step
with the rest of East Park. And the Opaway stone no matter how attractive is nothing more than
lipstick on a pig. This fireplace will cast no warmth. Given that fact, the concept that it will becom? a
cemmunity gathering spot in the dead of winter is raiher farcical. Do you honestly think that folis
will be standing around to view a non-warming natural gas flame contained behind a glass enclosure
that is up on a pedestal. This will not be the Kennedy flame in Arlington National Cemetery for many
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reasons. Plus it will off-gas heat and fossil fuel emissions through its 20’ stack. And importantly, it
demeans and takes away from our sense of community because its design offends many if not most
who are part of this.community. To take down a tree to replace it with a fireplace in East Park is just
dumb.

#5 ARUSH TO JUDGEMENT/FLAWED PROCESS:

We are in this predicament and we all share some responsibility for the predicament because:

(a) the Council allowed itself to be pressured to make its decision with poor notice to the community
it represents. The councii initially made no proactive effort to seek input from the community it
represents nor from its cwn Planning and Shade Tree commissions. This lack opf proactive effort
was particularly egregious given the Council’s admitted realization that it was not getting much
community feedback. Why did Council initially ignore the only FEEDBACK IT DID GET THAT WAS
OPPOSED TO THE PROJECT. Why in this electronic day and age was nothing put out on the City
website; and

(b} the donor and hls]her rep crested unnecessary pressure to have the prmect done by Apple Fest,
and

{c) we the citizens of this comrnunlty were a bit asleep at the switch in realizing the gravity of what
was taking p;ace - All three of us bear responsibility for our shared predicament.

1 am heartened by the community’s outpotiring and activism, by the donor’s demonstrated flexibility,
and the Courneil's willingness to work to see this done right.

As we all do share of love for Charlevoix the Beautiful which was, [ believe, the motivation of ali here
involved, donor, City Council and citizens. .

My preference is to take was has been constructed to a height of 22”, dress the 22” base and top i{v'ith
Onaway stone, create a planter on its top for Petunias and have additional seating in the centerpiece
of the Harbor's view. -

Delbert R. “chip” TEI‘I'IH Jr.
CHX Class of ‘65

Lover of CHX since I came here asald _yEcu old in 1950
charlevoixboy@gmail.com
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YOUNG, GRAHAM, ELSENHEIMER & WENDLING, P.C.

Attorneys at Law
104 E. Forest Home, P.O. Box 398
Bellaire, Michigan 49615
(231) 533-8635
Facsimile {231) 533-6225
www.upnarthlaw.com

Bryan E. Graham Lowi A. Lucketl
Peler R. Wendling Eugene W. Smith

James G. Young, Of Counsel

MEMORANDUM

TO: Rob Straebel, Manager VIA EMAIL
City of Charlevoix

FROM:  BryanE.Graham "R L

DATE: November 15, 2012

SUBJECT: Whether the planning commission is legally required to review and
approve the fireplace before the construction is completed

You have requested an opinion concerning whether the planning commission is legally
required to review and approve the fireplace to be built in East Park before the
construction is completed. This question involves an interpretation of Section 61(1) of
the Michigan Planning and Enabling Act, MCL 125.3861(1). This statute provides:

A street; square, park, playground, public way, ground, or other open
space; or public building or other structure shall not be constructed or
authorized for construction in an area covered by a municipal master plan
unless the location, character, and extent of the street, public way, open
space, structure, or utility have been submitted to the planning
commission by the legislative body or other body having jurisdiction over
the authorization or financing of the project and has been approved by the
planning commission. The planning commission shall submit its reasons
for approval or disapproval to the body having jurisdiction. [f the planning
commission disapproves, the body having jurisdiction may overrule the
planning commission by a vote of not less than 2/3 of its entire
membership for a township that on the enactment date of this act had a
planning commission created under former 1931 PA 285, or for a city or
village, or by a vote of not less than a majority of its membership for any
other township. If the planning commission fails to act within 35 days after
submission of the proposal to the planning commission, the project shall
be considered to be approved by the planning commission.

The issue presented is whether an improvement within a previously established park
must be submitted to the planning commission under the above statute before that
improvement is completed. | have found no case law addressing this issue under the
current statute and under Section 10 of the former township planning act.
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Because there is no case law addressing the precise question presented, the issue
must be analyzed under the traditional rules of statutory construction. The primary task
in construing a statute is to discem and give effect to the intent of the Legislature.
Shinhoister v Annapolis Hosp, 471 Mich 540, 548-549 (2004). The words contained in
a statute provide the most reliable evidence of the Legislature’s intent. /d. at 549. In
addition, the interpretation of a statute should seek to avoid a construction that would
produce absurd results. Twp of Casco v Sec'y of State, 261 Mich App 386, 391 (2004).

A careful analysis of the statutory language reveals that there are three independent
categories of public improvements specified in the sfatute. These categories are made
evident by the use of semi-colons in the subsection. The three categories are: (1} a
street; (2) a square, park, playground, public way, ground, or other open space; or (3) a
public building or other structure.

Therefore, before a new public improvement within any of the three categories is
constructed, the project must be submitted to the planning commission. For example, a
new public street must be reviewed by the planning commission, a new park or
playground must be reviewed by the planning commission, and a new public building or
structure that is built as an independent project must be reviewed by the planning
commission. The siatutory purpose of this review is to evaluate whether the nature and
location of the public improvement is consistent with the master plan and will not have
an unreasonably adverse impact on the surrounding neighborhood.

However, when an improvement is constructed within an existing public improvement
within any of the categories, then there is no legal requirement that the matter be
referred to the planning commission. For example, re-paving or curbing an existing
street (a new public structure) does not require planning commission involvement,
installing a new swing set or teter-toter (public structures) in a playground does not
require planning commission involvement, and building a new bath house in an existing
park (a public building) does not require planning commission involvement.

If the statute were interpreted to require every new public building or structure (where
ever constructed) to be referred to the planning commission, then this would lead to the

absurd result that every routine decision related to the management of public streets
and property be reviewed by the planning commission.

As stated above, statutes must be interpreted to avoid absurd results. Therefore, it is

my opinion that Section 61(1) of the planning enabling act does not require that the
proposed fireplace to be built within East Park be referred to the planning commission.

If you have questions, please do not hesitate to contact me.

BEG
cc: James G. Young, City Attorney (via email}

2
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Rob Straebel

From: John Winn [john@winndecks.com)

Sent: Wednesday, November 14, 2012 1:05 PM
To: Rob Strasbel

Subject: fireplace

Just want to make sure we are on the same page regarding all options.
1. Proceed as is, no additional cost.

2. Make modification to existing chimney. No additional cost.

3. Remove existing and do not replace. Cost $15,400.

4. Move to another location within East Park. Cost $ 13,900,

NOTE: If another location is more costly than original, the additional cost has been pledged
if
others raise the $ 13,900. Donor also agrees to pay the first five years of

gas expense if
moved.
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Linda Weller
= —RECEED

From: JuleeRoth@yahoo.com
Sent: Thursday, November 15, 2012 11:54 AM NOV 15 2012
To: Linda Weller

Subject: East Park Fireplace comments CITY OF CHARLEVOIX

1 wish for this to be read and included in the City Council packets for the meeting on Nov 19, 2012, thank you,
Julee

September 4, 2012

To the Charlevoix City Council and the People of Charlevoix:

Recently | came before the city council on two seemingly separate issues — the streets and our Lighthouse. |
really came before you to point out that these are the same issues, with the same underlying cause

(implementing a program without thinking it through) and they affect the safety and beautification of town.
The fireplace is just the latest example.

Agreeing to paint the Lighthouse an unsafe color — without considering the opinions of the public and safety of
boaters is a City Council problem.

Agreeing to allow residents to dump debris in the streets with no scheduled pick-up day or a written and
enforceable clean-up plan — just something that operates on the whim and randomness of the Street
Department without consideration of the public - is a City Council problem.

Agreeing to allow the dumping of unfiltered storm water without consideration of the health and safety of the
public is a City Council problem.

Agreeing to allow the “new” fireworks without creating a safety ordinance is a City Council problem.

Agreeing to allow a helicopter to fly incessantly overhead without consideration for the public is a City Council
problem.

Agreeing to spend money on frivolous expenditures like the fireplace while not offering or taking the money
away from programs like the petunias, children and education — programs that build community spirit and
affluence - is a City Council problem.

As you can see, the list can go on and on. But these ARE real public problems. And you agreed to remedy them
when you took the City Council job.

As a City Council member you are out-of-touch if you cannot consider what the public is saying to you — don’t
wait for us to complain to you and then dismiss it. Listen to the public, even if it is just one lonely voice. Sixty
per cent — 60% - of the public want a white Lighthouse —did City Council listen when it made that $29,000
mistake? Forty per cent of your property tax revenue comes from voices you dismiss as “just summer people”.
How many of those voices are you dismissing when they make a complaint before making another costly
mistake?

1
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What we the residents and non-residents of Charlevoix are asking: use your voice to keep Charlevoix safe and
beautiful. Be mindful of why we are taking the time to raise some very serious concerns. Do what is right to
keep Charlevoix the Beautiful. Stop with the fireplace project. Stop wasting our precious tax dollars. Consider
that the public has a voice — and has ideas. Form a citizens committee — include summer residents (taxation
with representation) and proceed slowly considering all our voices. It does work to everyone’s benefit.

Sincerely,

Julee Roth
Charlevoix Concerned Resident
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Linda Weller

From: Boogiebobs Records [info@boogiebobsrecords.com]
Sent: Thursday, November 15, 2012 1:06 PM

To: Linda Weller

Subject: Fireplace

Hi Rob,

I am just voicing my opinion on the Fireplace again for the record.
Please DO NOT let this thing get built.

Thanks,
Bob Bergmann
1st Ward



CHARLEVOIX CITY COUNCIL
AGENDA ITEM

AGENDA ITEM TITLE: Consideration to Approve Alternate Alignment for Lake to Lake Trail
DATE: November 19, 2012
PRESENTED BY: Rob Straebel
ATTACHMENTS: 1. Map of Alternate Location of Trail

2. Quote for Additional Engineering

3. Email from MDOT Representative

4. IGA-Lake to Lake Multi Use Trail

BACKGROUND INFORMATION: The City submitted and was awarded a $288,000 grant for the
Lake to Lake Trail. The original design was to utilize an old rail bed that is owned by St. Mary’s
Cement Company. Early in the discussions, MDOT officials stated that a 12 or 20 year easement
with St. Mary’s would most likely suffice for grant purposes. Based upon this, we executed a
Grant of Access Agreement with St. Mary’s for 12 years.

After receiving grant funds, MDOT is now stating that the St. Mary’s easement needs to be
dedicated in perpetuity. St. Mary’s officials have stated they cannot grant a trail usage
agreement in perpetuity. Hence, the City must find an alternate alignment whereby connecting
Ferry Beach (Lake Charlevoix) with Fisherman’s Island State Park (Lake Michigan). Grant dollars
must be expended in 2013.

Staff has worked with Performance Engineers and is proposing the attached alternate
alignment using Stover Road to connect to Ferry Beach. To do this, Performance Engineers will
need to redesign the location along Stover Road. This additional work will cost a total of
$31,500 ($3,500 for survey work, $14,000 for Preliminary Design and $14,000 for Final Design).
According to the agreement with Charlevoix Township, both City and Township are to share
these costs.

The City Manager has spoke to MDOT officials about these extra engineering costs that are a
result of inaccurate information early in the process. Although they cannot reimburse the city
for the extra engineering costs, they may be willing to increase the grant amount to a larger
percentage from 75% funding to 80% funding. They appear to be willing to work with us on
this.
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RECOMMENDATION: Motion to approve paying 50% of extra engineering costs or $15,750 for
realignment of Lake to Lake Trail contingent upon Charlevoix Township’s approval of paying the
same amount.
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Performance Engineers inc.
Civil / Structural Engineering

October 29, 2012

Mr. Rab Straebel / Mr. Dale Glass
City of Charlevoix / Chartevoix Township Re: Lake foLake
Muiti Purpose Trad Redesign

PE Proposal No.: 2012456

Dear Rob arxt Dale:

As you know, the Michigan Department of Transportalion is now requiring that we obiain 2 perpeital
easement for the abandoned raliroad fight of way that is aurvently under the ownership of St. Mary's
Cement. Previously, it was understood thai a 12 year easement would be accepizable.

At this fime, i appears that St Mary's is unwilling fo provide a perpetual easement for the muls
purpose trai. With this portion of the project unavaiiable, MDOT has challenged us to fnd a new
route ulilizing US-31 and M-66 along with Stover Avenue to access Ferry Beach. They have assured
us that the same amount of furs that were agreed to previously will be reserved for this modified
route.

Survey

The first step to be undertaken will be o obiain topographic survey informabon. We recommend
using North Star Land Surveying, {because Ferguson and Chamberiain appear to be too busy ©
handie this work at this tine). This is the oitical starting point for establishing nght-of-way,
topography and locating obstructions and road crossings. The cost for this work is $3,500. Wikh this
inbmﬂionmwidevdopawmpnﬂﬂmﬁrmmsmmmmmmﬁemd
ways efc. Tﬁsphnwibereviewedaﬂapprmedbyyoubefommnmemtoawﬁtmersleps

metopogrmhkal&weymlmmedmﬂemeanmpdmmaﬂmm
for the proposed trail. The trail will be designed to allow for proper separaions between road edges

406 Petoskey Ave. « Charlevoix, Ml 49720 « {231)547-2121 « Fax:(231) 5470084
www.performanceeng.corm

30



Once preliminary designs have been agreed upon, final design will be completed to meet MDOT
wil be revised to address commenis of MDOT and combmed with approxamately six new sheets
necessary fo compiete the new route being proposed. These plans will be subject to MDOT approval
and will then be bid out for consituction during 2013.

« Topographic Survey (by North Star Land Surveyingj: $3,500

« Prelmnary Design: $14.000
» Final Design : $ 14,000
$31,500

As you evahuate your options on how to proceed, please feel free i contact us with any quesiions, or
if you shouid need any addiional information we would be more than willing to assist.  However, i
ywmﬂdﬂmmumeedbasedmﬂesmpedmkpwmwﬁemaﬂmﬂbm
attached herefo, please sign and fax back to our office.

B PROPOS AES 20220035 Lake 1o Ladie Fral Redessign 2k ? 3 1



Rob Straebel

From: Opsommer, Matt (MDOT) [OpsommerM1@michigan.gov]
Sent: Thursday, February 23, 2012 9:58 AM

To: Rob Straebel

Subject: ENH2012-001 - City of Charlevoix

Categories: Red Category

Geood Moming Rob,

Sorry | missed your call yesterday (as well as your previous phone calls). | was in Bay City most of the day. Also, |
apologize for the delay overall, | was assigned to an information technology project in January that took up a majority of
my time. Since we haven't been able to connect by phone, | thought | wouid try sending you an email.

Your application was reviewed and is moving through the approval process. | have just a few follow-up questions for you.

Is there a plan to construct anything on Bells Bay Road. Some of the reviewers were confused about how Bells Bay Road
fit into the project. Based on our previous conversations, | did not think that Bells Bay Road was part of the project from a
construction standpoint. My understanding was that the project limits would end at Bells Bay Road and nonmotorized
users would share the road with traffic to continue to the state park. Is this the plan? Did you want to include any way
finding signs for nonmotorized users to continue to the state park or do you think it will be pretty obvious how to get there?

In terms of the connection to the Little Traverse Wheelway, is it already signed for nonmotorized users? Ifit is not
currently signed, would you be open to including way finding signs for nonmotorized users to connect from the Lake to
Lake trail to the Little Traverse Wheelway?

And last but not least, the easement from St. Mary's Cement Co. Previously, | had told you that we would need at least a
12 year easement for a TE project. The 12 year easement was a special exception previously granted by the Federal
Highway Administration. In discussions with MDOT Local Agency Programs, we are not sure if FHWA will approve a 12
year easement again. The normal length would be a 20 year easement, which would cover the expected life of the trail.
Do you think $t. Mary's would grant a longer easement than 12 years?

A final note on our funding. The proposed highway bill that has been introduced in the U.S. House of Representatives
does not include a mandatory set aside for TE funds that the previous highway bili, SAFETEA-LU, did. The proposed bill
in the House makes TE funding optional for states. We are still planning a program for 2013 but | wanted to take the
chance to remind you that funding may or may not be available. We should know more in the coming months.

I should be in the office all day today so please call me at your convenience with any questions you might have.
Matt Opsommer
MDOT - Office of

Economic Development
517-241-1317
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INTERGOVERNMENTAL AGREEMENT
LAKE TO LAKE MULTI-USE TRAIL

BACKGROUND

“The City of Charlevoix (the City) and Charlevoix Township (the Township) believe that it will
benefit the greater Charlevoix area, summer residents, and tourists as well as the year round
residents of their respective entities to develop a pedestrian, bicycle, equestrian, cross country
ski, snowshoe, and snowmobile trail between Lake Michigan and Lake Charlevoix (the Trail).
The Trail project includes the development of a parking lot/traihead on M-66. The State of
Michigan is offering a Transportation Enhancement Grant (the Grant) that can be used to
construct the Trail. The Michigan Department of Transportation requires the City to be the
applicant; however, the Township encourages and supports the City in applying for the grant.
To foster intergovernmental cooperation and the efficient use of public resources, this
Agreement is intended to describe the rights and obligations of the City and Township
regarding applying for the Grant and, if the Grant is awarded to the City, the rights and
obligations of the parties regarding the Trail into the future.

AGREEMENT

The parties agree as follows:

Grant application:

1. Grant. The City will apply for the Grant and may disclose this Agreement or any of its

provisions to the State of Michigan. The City shall be the fiscal agent for the grant and
be responsible for administrative grant submittal requirements. ,

If the Grant is awarded, the following provisions shall become effective:

2. Matching funds. The City and Township agree to pay twenty-five percent (25%) of all
project costs. The City and Township shall each pay ten percent (12.5%) of all project
costs. It is understood that project costs are estimated to be $382,000. However,
additional costs, including design, engineering, and inspection fees, and cost overruns
are possible. The City and Township hereby agree to all additional cosis and cost
overruns and any such additional costs or cost overruns shall be paid equally by the
parties when such obligations become due.

3. Additional grants. The parties shall work cooperatively to obtain any additional grants
that can be used to help reduce the amount of matching funds that the pariies must pay.
All additional grants shall be shared equally (50%/50%) between the parties even if only
one party received the additiona! grant.

4. Trail construction. The City shall solicit bids for the project on behalf of the City and
Township. Each party shall agree upon and approve the same bid. All construction
documents shali be signed by both parties as well as the successfu bidder. All project
payments and other construction contractual provisions that require approval of the

1
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7.

owner shall be reviewed and approved by authorized representatives of each party. The
representative of the City shall be the City Manager or such person as the City Manager
shall designate. The representative of the Township shall be the Township Supervisor
or such person as the Township Supervisor shall designate. The City will hire one
inspector whose selection shall be approved by the Township and that the costs shall be
part of the project costs and be shall be equally shared between the City and Township.

Post-completion activities. Once the Trail has been constructed and accepted by both
parties, each party hereby agrees and acknowledges that it shall be solely responsible
for inspection, maintenance and repair of the Trail within its own jurisdictional
boundaries. Neither the City nor the Township shall be responsible for grooming the
trail for snowmobile use as local snowmobile clubs have grooming equipment and have
historically completed this task. Each party shall have the sole obligation o keep that
portion of the Trail within its jurisdictional boundaries useable and safe for pedestrians
and bicycles in the spring, summer and fall, and snowmobile/cross country
skiing/snowshoeing use in the winter as weather permits. [t is further agreed that both
parties will carry general liability insurance for any trail improvements within their
jurisdictional boundaties upon completion of the project.

Term of Agreement. The term of this Agreement shall be for a maximum period of
twelve (12) years commencing on the date of the grant of easement by St. Mary's
Cement Company to Charlevoix Township; subject, however, to the following provisions.
The initial term of the Agreement shall be for a period of six (6) years from the date of
the grant of easement. Thereafter, the Agreement shall be automatically renewed for
six (6) sucoessive one (1) year periods uniess either party notifies the other that it
desires to terminate the Agreement on the sixth anniversary date or any anniversary
date thereafter. In such event, a written Notice of Intent to terminate the Agreement

" shall be delivered to each of the respective signatories, or the successors in office, at

the office of the respective signatories, or their successors in office, at the offices of the
respective governmental parties no less than sixty (60) days prior to the intended date of
termination.

Relationship of the parties. This Agreement creates certain rights and obligations

between the parties. This Agreement neither creates nor gives any rights or causes of
action to a third party. Orice the Trail has been accepted by the parties as having been
constructed as specified in the construction documents, each party shall perform its
obligations related to the Trail independent of the other party.

Indemnification. Each party shalt indemnify and hold harmless the other party, its
public officials, officers, council/board members, successors, assigns, agents, servants,
employees, and insurance companies from any damages, legal fees or expenses,
awards, demands, rights, and causes of action which arise out of that party’s duties and
obligations contained in this Agreement.

Easement. The project is contingent upon a grant of easement for public access to the
Trail from St. Mary Cement Company o Charlevoix Township. If a grant of access

easement does not occur with terms acceptable to the City or Township, the City and/or
the Township may terminate this Agreement in their sole discretion.

2
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IN ACKNOWLEDGMENT of this Agreement authorized representatives of the parties have
execuied this document.

CITY OF CHARLEVOIX

Dated: 13- S~ 4! M S\
wamson Jr.
Its: ayor

Dated: /9-S-}} By: w/l.ﬁ’el/w(

Carol A. Ochs

lts: Clerk

CHARLEVOIX TOWNSHIP

Dated: / - // By
. Dale Glass

lts:  Supervisor

Dated: [[_ -23_-// | W MQ»ZL

Zarol Martin

lts: Clerk

November 21, 2011
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CHARLEVOIX CITY COUNCIL
AGENDA ITEM
AGENDA ITEM TITLE: Consideration to Approve Revisions to the Employee Handbook
DATE: November 19, 2012
PRESENTED BY: Rob Straebel
ATTACHMENTS: Draft Employee Handbook

BACKGROUND INFORMATION: The purpose of an employee handbook is to let employees
know what is expected so that they have the opportunity to perform effectively. It is a working
guide to the understanding of the day-to-day administration of personnel policies and
practices. Portions of the current employee handbook were written in 1991. Since then
various memos to employees were distributed, policies adopted, federal and state laws
mandated, City resolutions passed, and handbook sections revised. Information was scattered,
difficult to find, and difficult to understand for administration purposes.

Over the past many months, considerable work has been done to identify the contents of a
proper employee handbook, and then add, rewrite, and compile the needed information. The
result is the November 2012 version of the City of Charlevoix Employee Handbook. To get the
handbook to this stage, it has been reviewed by our employment attorney and all department
heads. It was then made available to all employees for comment. The November 2012 version
of the City of Charlevoix Employee Handbook is the resuit of many discussions and revisions.

Highlights:

< The Handbook applies to ALL City employees, although those who are included in
collective bargaining agreements have other specific personnel policies and practices
contained in collective bargaining agreements that supersede this Handbook.
Two City resolutions included.
Nine standalone policies incorporated.
COBRA and FMLA incorporated meeting federal notification requirements.
Smoking Policy incorporated meeting state law.
Clarifications were made as to what benefits apply to what employment classification.
Handbook organized in a logical sequence with a detailed table of contents.
Sections added that were not included in earlier versions that provide employees with
valuable information (e.g. paid time off and benefit plans) and assist employees in being
great employees {e.g. attendance, rules of conduct}.

L > > », L2 . &,
0.9 0.0 ’." 0‘0 0‘0 0.0 0.0

RECOMMENDATION: Motion to Approve revised City of Charlevoix Employee Handbook.
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City of Charlevoix

City of Charlevoix
Charlevoix, Michigan
: 231-547-3270

s www.cityofcharlevoix.org
November 2012

Approved by City Council:

QOctober 31, 2012
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THIS EMPLOYEE HANDBOOK IS NOT INTENDED TO SERVE AS A CONTRACT OF
EMPLOYMENT — EXPRESS OR IMPLIED. Unless otherwise stated by contract, the City of
Charlevoix offers all employment “at will". That is, either the employee or the employer may
terminate employment at any time, with or without cause and with or without notice.

This employee handbook is intended solely for informational and guidance purposes with
respect to areas of employment relations covered within it. The information in this handbook
reflects the policies, procedures, and benefits in publication. THE CITY RESERVES THE
RIGHT TQ CHANGE, DELETE, OR ADD POLICIES, PROCEDURES OR BENEFITS AT ANY
TIME, IN ITS SOLE DISCRETION, WITH OR WITHOUT NOTICE. ~N

THIS EMPLOYEE HANDBOOK 18, AND SHALL REMAIN, THE PROFERTY OF THE"*{?CITY OF
CHARLEVOIX. THE HOLDER OF THIS HANDBOOK MUST SURRENDER#IT UPON
TERMINATION/RESIGNATION OR UPON RECEIPT OF A NEW HANDB@)OK

NOTE: The City of Charlevoix is also referred to in this Handbook ;%s% ’“tli%‘ Clty

S A
W

. A Y

TABLE OF CONTENTS L
SECTION 1: GENERAL INFORMATION N

141  APPLICABILITY AND SCOPE OF COVERAGE 5

12  PURPOSE OF THE HANDBOOK- 5 S

13 RESERVATION OF RIGHTS -5 «

14  EXCLUSIVE POLICY STATEMENT*5

15 EMPLOYMENT AT-WILL -5 %,

1.6 EQUAL EMPLOYMENT QPPORTUNITY POLICY - 6

17  AMERICANS WITH DISABILITIES (ADAAA) AND MICHIGAN PERSONS WITH

DISABILITIES CIVIL RIGHTS ACT (PWDCRA) - 6
18 WORKPLACE HARASSMENT - 6
1.9  RELATIVES/NEPOTISM -7

SECTION 2: EMPLOYWIE?‘HT P
2.1 EMPLOYMENT REFERENCE CHECKS & BACKGROUND INFO -8
22  EMPLOYMENT CLASSIFICATION — 8
53 +INTRODUCTORY PERICD & PERFORMANCE EVALUATIONS- 9

TENDANGE — 9
E OF ETHICS AND CONFLICT OF INTEREST - 9
RULES OF CONDUCT - 10
UBSTANCE ABUSE — 11

POLITICAL ACTIVITIES - 11

RESIDENCY — 12

DISSEMINATION OF INFORMATION - 12

CONFIDENTIALITY — 12

SOCIAL SECURITY NUMBER PRIVACY- 12

PRIVACY POLICY DISPOSAL/SHREDDING OF SENSITIVE DATA - 13
KEEPING US INFORMED — 13

SECONDARY EMPLOYMENT AND COMMUNITY INVOLVEMENT - 13
JOB POSTINGS - 14
RESIGNATIONS AND TERMINATIONS - 14

Oclober 31, 2012 3 8

.“’ ,g ¥




218 PERSONAL PROPERTY - 14
219 RIGHT OF INSPECTION AND SEARCH — 14
220 USE OF CITY VEHICLES - 14
2.21 VEHICLE SAFETY-15
2.21 (a) Idling Guidelines for City Vehicles — 15
222 USE OF OTHER CITY PROPERTY — 16
2.23 PERSONAL TELEPHONE CALLS & TEXTS - 16
2.24 COMPUTERS, EMAIL, AND VOICEMAIL — 16
2.25 CELL PHONE AND PAGER USE, LAPTOPS, & GAS CARDS ~ 17
226 SOCIAL MEDIA/NETWORKING - 17 \
2.27 SMOKING POLICY —18 "

2.28 WORKPLACE VIOLENCE — 18 "ok
e
SECTION 3: HOURS AND PAY PROCEDURES G w

3.1 WORK SCHEDULES - 19
3.1 (a) City Employees Responding to Emergenai
3.2 TIME RECORDING - 20 ‘
3.3 COMPENSATION/PAY — 20
3.4 OVERTIME - 21
3.5 COMPENSATORY TIME —21
3.5 (a) Compensatory Time for Exempt Employees — 22
36 PREMIUM PAY/ON CALL/PER DIEM FOR E%XEMF'T EMPLOYEES - 22

SECTION 4: EMPLOYEE BENEFITS
4.1 PAID TIME OFF
4.1 (a) Holidays — 23 «
4.1 (b) Personal®Days — 23
4.1 (¢) Vacation —23;
4.1 (d) Sick Leave and S1ck & Accident Benelits — 24
4.1 (e) Conferences and Training — 25
4.1 (f): Lea es of Absence — 26
% “Funeral Leave
! ey Jury Duty
:%;é S 7" Military Leave
A (g) Requests for Time Off — 26
4% (h) Leave of Absences — Without Pay — 26
42 ¢ BENEFIT PLANS
%&% 4.2 (a) Retirement — 26
%"’ 4 2 (b) Medical/Dental/Vision Insurance — 26
4.2 (c) Section 125 Plan and Flexible Spending Account (FSA) — 27
4.2 (d) Medical Opt-Out Reimbursement — 27
HEALTH SAVINGS ACCOUNT (HSA) —27
LIFE INSURANCE - 28
OTHER INSURANCE —28
MEMBERSHIPS — 28
EDUCATION/TUITION ASSISTANCE - 28
SOCIAL SECURITY AND MEDICARE - 29
UNEMPLOYMENT AND WORKER COMPENSATION — 29
4 10  FAMILY MEDICAL LEAVE ACT (FMLA) —
411 COBRA-35

QOctober 31, 2012 3 9



SECTION 5: SAFETY POLICIES

5.1
5.2

5.3
54
5.5

EQUIPMENT - 38
PROTECTIVE DEVICES - 38
5.2 (a) Protective Device Reimbursement - 38
REPORTING ACCIDENTS, INJURIES, AND SAFETY VIOLATIONS — 39
HAZARDOUS MATERIALS - 39
SAFETY RULES - 39

APPENDIX A - RESOLUTION NO. 2009-06-03 - ESTABLISHING CODE OF ETHICS AND

CONFLICT OF INTEREST POLICY - 40

APPENDIX B - RESOLUTION No. 2006-03-01 - RESOLUTION ESTABLISJ-IING SOCIAL
SECURITY NUMBER PRIVACY POLICY — 43 '

RECEIPT AND ACKNOWLEDGMENT PAGE — 47

** End Table of Contents ** *

Qctober 31, 2012 40



SECTION 1: GENERAL INFORMATION

11 APPLICABILITY AND SCOPE OF COVERAGE

This Handbook summarizes personnel policies and benefits that are applicable to all City
employees (uniess otherwise noted). For example, employees who are members of a union
that have a signed current/valid Collective Bargaining Agreement with the City will be entitled
only to those benefits specified in the union contract. All other aspects of this Handbook will
apply to union employees unless abridged or modified by the Contract: the union contract shall
be the governing document for such abridgements or modifications. 1,%

Similarly, the City may enter into individual employee contracts at certain levels. In such cases,
the contract terms will take precedence; the Handbook will apply only when the contract is
silent. L

o e
1.2 PURPOSE OF THE HANDBOOK BN
The Handbook is designed to acquaint the employee with the City, to providesa'ready reference
for most employment questions, and promote uniform undeﬂrstaﬁ%ing and application of the
City’s policies, procedures, practices, and benefits. Moféover,%%t'h%@ Handbook identifies
individual authority for policies, procedures, practices, and bengfé‘g\?.\'\ %

The contents of this Handbook constitute only a summany of the‘\é%mployee benefits, personnel
policies, and employment regulations in effect at the time ‘of publication. In the insurance and
benefit plans, the current insurance or benefit plan diggg?\m&ents will provide further details.

1.3 RESERVATION OF RIGHTS hd

The City reserves the right to make changes in policies, procedures, or benefits at any time,
with or without notice; however, changes’ wiil*“@\pply prospectively only. Changes in policies,
procedures, or benefits described in this Handbook may be made only by the City Manager with
appropriate City Council approval. No one is authorized to add, delete, or otherwise alter the
policies stated in the Handbook through oral or written statements except as stated above. This
Handbook should not be viewed as creating any kind of employment contract. The employee
has the right to terminate hisheremployment at any time and the City has the same right.

%\"Q\ . X
1.4  EXCLUSIVE ROLICY*STATEMENT

The policies stated in this*epployee handbook are the property of the City and supersede all
previous policies, practices, and/or verbal statements of anyone associated with the City, its
predecessorstand/or its Authorized agents.

1.5  EMPLOYMENT AT-WILL

This Fl'a@ \q\ is not intended nor does it create or imply the existence of a contract of
emgpidyment® Employment with the City is “at-will’ unless covered under a contract. This
means thaf an individual employee or the City may terminate the employment relationship at
any fime, with or without cause, with or without notice. This standard of employment is
applicable to all employees, regardless of status, unless an employee has a written employment
contract with the City. No representative of the City has the authority to enter into any
agreement for employment for any specified period of time or fo make any agreement contrary
to the foregoing with the exception of an agreement in writing, signed by the City Manager. The
City Charter, however, provides that the City Council may enter info employment contracts with
individuals for certain enumerated positions, such as the City Manager position.

October 31, 2012 4 1



16 EQUAL EMPLOYMENT OPPORTUNITY

The City is an equal employment opportunity employer and provides employment and
advancement opportunities fo its employees without discrimination because of race, color,
religion, sex, age, national origin, disability, military status, genetic information, or any other
protected characteristic established by law. This policy of equal employment opportunity
applies to all policies and procedures relating to recruitment and hiring, compensation,
promotion, training, benefits, termination, or other terms and conditions of employment. All
positions are filled on the basis of the applicant's qualifications for the job: ability, experience,
and education required to perform the position. G

If an employee believes that he or she has been the victim of discrimination, heléi&é\' sjh*ould
bring the matter immediately to the attention of the department head, Human Resources, ‘or the
City Manager. After receiving such a complaint, the City will undertake a full and complete
investigation of the charges. If it is determined that discrimination has occurred, the City will
take steps to eliminate that discrimination and will take disciplinary actionka'géinﬁt\any employee
whom it determines engaged in discriminatory behavior. The City prﬁibi% retaliation against
any employee who reports discrimination or harassment or who participates in-an investigation
of such reports. BV ¥

%, 3
£ o

i

1.7 AMERICANS WITH DISABILITIES (ADAAA) ANﬁwﬁﬂl‘QHlGAN PERSONS WITH
DISABILITIES CIVIL RIGHTS ACT (PWDCRA) % 2
Consistent with the Americans with Disabilities Act and Amendment Act (ADAAA) and the

e,

Michigan Persons with Disabilities Civil Rights Act AP Q%M) the City does not discriminate
against qualified individuals with regard to job application procedures, hiring, termination,
employee compensation, advancement, job training, or-other terms, conditions, and privileges of
employment. Moreover, the City will make every effort to make reasonable accommodations for

individuals with disabilities.

. \'gw £

Pursuant to MCLA 37.1210(18), the PWQCﬁA, a person with a disability or handicap who
requires reasonable accommgd;zation 4o perform the essential functions of his/her job, must
notify the City Manager of that need, in writing, within 182 days after the need is known.

. L t .
1.8 WORKPLACE HARASSMENT
it is the position of thé@pitym *harassment of applicants, employees, and others on the basis of
race, religion, cal@”f%;\%gaﬁonél origin, ancestry, handicap, medical condition, disability, marital
status, age, gend?ﬁ;@n@ genetic information is unacceptable and will not be tolerated. It is also
the position of the City that no one will be retaliated against for making a complaint of
harassment.., This policy applies to all employees, contractors, vendors, and others who

dhe Gty

nt has been defined generally as including “unwelcome sexual advances,

requests\for-sexual favors, and other verbal or physical conduct of a sexual nature, whenever

(1) submission to the conduct is either an explicit or implicit term or condition of employment; (2}

an employee's reaction fo the conduct is used as a basis for employment decisions affecting

that employee; or (3) the conduct has the purpose or effect of inferfering with the employee's
work performance or creating an intimidating, hostile, or offensive working environment.”

» No employee or applicant should be subjected to unsolicited or unwelcome sexual
overtures, nor should any employee or applicant be led to believe that an employment
opportunity or benefit will in any way depend upon "cooperation™ of a sexual nature.

e Sexual harassment is not limited to demands for sexual favors. It also may include such
actions as (1) sexually-oriented verbal "kidding,” ‘teasing,” or jokes; (2) repeated
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offensive sexual flirtations, advances, or propesitions; (3) continued or repeated verbal
abuse of a sexual nature; (4) graphic or degrading comments about an individual or his
or her appearance; (5) the display of sexually suggestive objects or pictures; (6) subtle
pressure for sexual activity; and (7) physical contact or blocking movement.

e Sexual harassment does not refer to occasional compliments of a socially acceptable
nature or consensual personal and social relationships {without a discriminatory
employment effect). It refers to behavior which is not welcome and which is personally
intimidating, hostile, or offensive. )

Other prohibited forms of harassment include jokes, verbal abuse and epithets, .degrading
comments, the display of objects and pictures and other offensive conduct relating:ito an
individual's race, religion, color, national origin, ancestry, handicap, medical condition, disability,
marital status, or age as defined and protected by applicable law. RS

Any employee who feels that he or she has been the subject of harassment (or who has reason
to believe that someone else has been the subject of harassmen has th -obligation to notify
the City Manager or any other department head immediately. Th plaintant is expected to
provide information that the City requests, including a detailed agcount of the incident(s)
complained of, witnesses (if any), dates, and other information%bnsid%red relevant by the City.
A prompt investigation of the matter will be made. All emplo gzes - whether complaintant,
witness or accused - are required to be truthful, accurate; and cooperative during the City
investigation(s). LN

L P
%,

Anyone who is found to have engaged in workigparade%hafgvégément will be subject to appropriate
discipline, which may include termination of employment. Nevertheless, no one should be
presumed to be in violation because an investigationis being conducted.

1.9 RELATIVES/NEPOTISM %%““‘ B

The City of Charlevoix is committed to a policy of employment and advancement based on
qualification and merit and does not digcriminate in favor of or in opposition to the employment
of relatives. < :

-

Definitions: L e
Relative/Family "Membér. Family member is defined as one of -the following:
relationships by <bleed or adoption — parent, child, grandparent, grandchild, brother,
sister, uncle, aunt, nephew, niece, first cousin; and relationships by marriage (as defined
by state law) — husband, wife, step-parent, step-child, brother-in-law, sister-in-law,
father—'n-law@mother-in-law, son-in-law, daughter-in-law, half-brother, half-sister, uncle,
a"h%}, r’ieg@héw, niece, spousefpartner of any of the above, and cohabitating
c‘;gupl es/significant others.

> Direct Supervisory Position. Direct line of authority through which employees can
* initiate or participate in decisions directly benefiting the relative. Such decisions include
(but are not limited to) hiring, retention, transfer, promotion, wages, training, and leave

requests.

Relatives of persons currently empioyed may be hired only if they will not be working directly for
or directly above a relative, or if they will not occupy a position in the same line of authority.
Due to the potential for perceived or actual conflicts of interest, the following restrictions apply fo
the hiring of relatives:
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s Individuals will not be hired or promoted into a position that would create a conflict.

o If employees begin a dating relationship or become relatives, partners or members of the
same household, and one party is in a supervisory position, the higher ranking person is
required to inform the department head and City Manager of the relationship.

« Employees who find themselves in a position of perceived or actual conflict of interest
will have 60 days to resolve the situation on their own, for example, by means of a
transfer within or employment outside the City. Thereafter, the employees’ supervisors
will work with the City Manager to determine the most appropriate action for the specific
situation. This may include transfer or, if necessary, termination of one of tr%g%mployees.

If action is taken by the City, such as a reduction-in-force, which resulissin an involuntary
circumstance in which two relatives, partners, or members of the same household report fo
each other, one of the employees must be reassigned within 60 days. During those 60 days, the
senior ranking employee may not have involvement or direct input in the employment decisions
of the other employee and must defer such decisions to the City Manﬂagﬁg@ for‘hislher designee.

Any exceptions to this policy must be approved by the City Manager and must be accompanied
by written justification. . A

SECTION 2: EMPLOYMENT OPOLICIES

£ %
21 EMPLOYMENT REFERENCE CHECKS AND .BACKGROUND INFORMATION
The City may conduct background checks (includiﬁgfgcriminal, credit, references, driving record
history, et al) of applicants and emplqiees forfin certain positions. An authorization signed by
the applicant is required as a prerequisﬁ%e‘?ovr% employment with the City. This requirement does
not change the at-will nature of employment with the City. Similarly, it should not be interpreted
as a job offer. '

22  EMPLOYMENT CLASSIFICATION

Employees are classified by twodifferent categories for payroll and benefit purposes (regular or
seasonal). These classifications do not guarantee employment for any specific period of time,
and therefore the \é%pl%y%g is still at-will.

Each City egployee will.be classified in one of the following categories:

W N

Regular fu,\!gl-\ti%é =~ An individual who has been hired to work at least 30 hours a week, 130
hours p&remonth, or 1560 hours per year in a position/appointment of indefinite duration. These
employees.are eligible for benefits.

. %

Regular, part-time - An individual who has been hired to work less than 1560 hours a year ina
position/appointment of indefinite duration. These employees are only eligible for some benefits
as set forth elsewhere in the Handbook.

Seasonal or Temporary - Seasonal or temporary employees are hired for a specific season, a
specific task or a specific time, usually less than six months but not to exceed 12 months. All
seasonal employees are non-union, at-will, and are not eligible for benefits.
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In addition to the above categories, each employee is designated as either EXEMPT or NON-
EXEMPT as required by Federal Law. Non-exempt employees are entitled to compensation at
time and a half for each hour worked over 40 in a work week. Exempt employees are paid on a
salary basis and are not entitied to overtime.

An employees’ EXEMPT/NON-EXEMPT status is determined by the employee's job duties
meeting certain tests set forth in the Fair Labor Standards Act and such classification may only
be changed by management with written notification. Questions regarding EXEMPT or NON-
EXEMPT status should be directed to the City Manager.

2.3 INTRODUCTORY PERIOD & PERFORMANCE EVALUATIONS o T
A specified period of time (normally three months), is set aside during whic “newly hired,
promoted, or transferred employee's performance is evaluated. However, this eriod does not
alter the at-will nature of employment. One’s employment may be terminated by the City or the
employee at any time for any reason or no reason, with or without notice '

A

All employees receive regular performance evaluations.

24 ATTENDANCE
The regular, daily attendance of each employee is essential to the successful operation of the
City. Regular and prompt attendance at work is rquiréﬁ"»gf‘all employees. However, it is
understood that unavoidable circumstances may require an employee to be absent or tardy on
occasion. If any employee will be absent/tardy, he/she.must notify histher supervisor within a
half hour of his/her scheduled starting time. % ™%

An absence may be excused for personal or famﬁ?'illness, jury duty, a death in the immediate
family, or several other reasons that requiré*an employee to miss a part of or all of a scheduled
workday. An employee must be able to sUbsqf%ntiate the reasons for an absence should the City
ask him/her to do so. Such absences will be recorded as excused if the employee asks his/her

s

supervisor for the necessary timie off in“advance and obtains prior approval.

An employee’s failure to req%es”t advance approval, or to report his/her absence in the manner
described above, will result in"the absence being recorded as unexcused. All instances of
absenceftardiness will be noted in employees’ attendance records and may heavily affect
hisfher evaluation, “ifxan employee's attendance record indicates frequent absences, he/she will
be required to document reasons for subsequent absences at the request of management, so
the absence ¢an be éxclised. Unexcused or excessive tardiness or absenteeism could result in

K K

disciplinaryaction up to and including termination.

"”‘Q\ : .- T, @

Unregférted&“j;%gnces (no call, no show) for three (3) consecutive days will be deemed an
imﬁediat”e,%bluntary resignation.

T
2.5 “%CODE OF ETHICS AND CONFLICT OF INTEREST
The City Council passed an “Establishing Code of Ethics and Conflict of Interest Policy”
(Resolution 2009-06-03). This policy applies to all employees. See Appendix A to view this
resolution.
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2.6 RULES OF CONDUCT

As representatives of the City, employees are expected to dress® and conduct themselves in a
professional manner while representing the City. They are required to report to work on time,
ready to work in a safe and efficient manner and to follow the rules required of the assigned

department, written or implied. Employees will immediately report any safety violation to hisfher
supervisor. (See Section & - Safety Policies.)

* |t is the City's expectation that employees dress appropriately while representing-the City,

especially if they are dealing with the public in person. Our employees must use their o@n good
judgment and err on the side of caution. :

ding but not
nected’ with one’s
0 .and including
and Local laws.

“@

Following is a list of unacceptable behaviors which may resylt in d?é@rplmary action up to and

including termination. Other inappropriate behaviors or actuons‘may ‘be subject to disciplinary
action up to and including termination as well.

1. Making false statements as to the reasons

properly reporting an absence.

Honesty and integrity are important personal qualities. Dishonesty in any form
limited to falsifying one’s employment application or any other records ¢
employment, will not be tolerated, and will be grounds for disciplin :
immediate termination. The City expects strict adherence to all Federal, St

bemg absent or reasons for not

2. Failure to call-in an absence in a tlm%ly manné$

3. Leaving work without the supervigor's: lission.

4. Abuse of sick/time off policies.

5. Failure to start work promptly after breaks and meal periods.

6. Unauthorized possessian of - @l& roperty or another employee's property.

7. The making or publishin %f any vicious, defamatory, malicious, or deliberately
false statements concernlng any employee, supervisor, the City or its work or
services. &

8. Theftor mlsappropnatlon of City property or another employee's property.

9. Deliberately damaglng misusing, destroying, abusing, or misplacing
propert !records‘belongmg to the City or another employee.

10. Disordériy;conduct; horseplay, threatening, or abusive behavior or interfering with

another ef pIQ;yee Or SUpEervisor.

11. Diséqyrteous conduct toward citizens or other employees.
12.>L}se of offensive or abusive language.

N Refusal to perform a job assignment or insubordination.
‘ %Q% 1§§Carelessness failure to mest work standards, or failure to follow instructions.

-~

\.

*17. Sleeping on City time.
“18. Conviction of a felony while a City employee.
19. Violation of the City's Substance Abuse Policy.
20. Smoking in unauthorized places.
21. Causing hazardous or unsafe working conditions.
22 Violation of a safety rule.
23. Violation of the City policy governing telephone, computer, and voicemail usage.
24. Failure to immediately report any work-related injury or illness.
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2.7 SUBSTANCE ABUSE

Employees are the City's most valuable resource and employee health and safety are
paramount. Hence, the City of Charlevoix is committed to maintaining a workplace free from
drugs and alcohol. Moreover, the public has a right to expect that City personnel are physically
and mentally prepared to perform their duties at all times. All employees must understand their
responsibility to preserve the public’s trust and confidence. Therefore, consent to and
compliance with this policy is a condition of employment.

Employees are prohibited from the use, possession, storage, manufacture, distributi
of iliegal drugs (including marijuana and inhalants), illegal drug paraphernalia and/or “alcohol
while on duty or when performing or in a state of readiness, such as lunch or rest b‘reak?i%and
whether on or off City premises. Employees shall not report fo or be at work after, consuming
alcohol and/or after taking illegal drugs. In addition, employees shall not ing@eg;:idnally misuse
any prescription or over-the-counter medication. Misuse includes using -angpthersindividual's
prescription medication or providing a prescription medication to an individual other than the one
for whom the prescription was written. Employees must notify their c!gpaf‘lmént heads of the
anticipated use of any medication that can affect the employee's%hysﬁicgl;*or mental ability to
perform required work. Ry

Employees shall be subjected to drug and alcohol testing if a easonable suspicion is presented,
if they are involved in a work-related accident, and/or if they*are charged with a drug-related
criminal offense. Employees normally shall be sent for‘testing only while reporting to, at work,
or on the employer's premises. Reasons for testing_i%all be documented in writing and
provided to the employee. % -

Employees must notify their department head within“five (5) days of any criminal drug statute
convictions. Future conviction, guilty plea;=qr-plea of nolo contendre (no contest) for a drug-
related criminal offense: a refusal by thig'employee to consent and to cooperate regarding drug
and alcohol testing, including without limitation, tampering or substitution of a specimen; testing
positive for an iliegal drug orjalcohol; and any other violation of this policy will result in
disciplinary action up to andggjn’clu‘di%r;g immediate termination from employment.

3 xg{ "
Consistent with the Drug%Free Workplace Act, the City of Charlevoix requires all employees to
s setf

abide by the conditions sg; qﬁ“frhere.
28  POLITICAL ACTIVITIES

All City employees shiail‘be entitled to exercise their rights as citizens subject fo applicable State
and Federé% aws. To the extenl political activity of certain kinds and types may interfere with
the perfon‘%ar\}ce\%g their duties, employees shall be expected to follow the guidelines below:

Whilé%‘%n City time or in the course of performing their job duties,

-» employees will refrain from all election-related activity, electioneering,
and/or campaigning.

o Employees will not work as poll workers or challengers in local City
elections.

« No City employee will be required or expected to contribute funds, time,

services, or assistance to any election campaign or issue or to support
any candidate or issue in any election.
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« No employee will serve as an elected official of the City, nor shall he/she
serve in any elected position that may produce a conflict of interest with
the City.

» Employees are prohibited from using their official capacity as an

employee with the City to influence, interfere with or affect the results of
an election.

In addition, a City employee is not eligible to be a member of the City Planning Commission
[Section 15(5) of the planning enabling act, MCL 125.3815(3)]. >

2.9 RESIDENCY . %

Within 90 days of their date of employment, all regular full-time employees are required to
reside within twenty (20) miles of the nearest boundary of the City of Chg[lgva‘i&{. “The City
Manager may allow an additional 90 days for a new empioyee to comply With residency
requirements.  If the employee's spouse is employed by a public "employer and a
conflicting/competing residency requirement results, this section §I:)all nb‘t%p@y to the City of
Charlevoix employee (prohibited by MCL 15.602). RN '

6 8
2.10 DISSEMINATION OF INFORMATION P %
When dealing with the public, employees must keep in mind thaMey should be courteous and
provide factual answers to questions. Questions pertaining-to areas outside the employee's
level of responsibility or expertise are to be referred o the §\mper department or depariment
head. T :
All news relating to policy will be released via ﬁ‘l City Manager's office. Hence, dissemination
of information to the public shall be approved by the City Manager and handied only by those
employees with direct knowledge of and 'r%%ép%sibility for the subject.
LRy

211 CONFIDENTIALITY o
Employees of the City may,  from time to time, come in contact with information- that is
confidential. Any and all infgimation gathered or heard by employees during their employment
will be construed as the propesty of the City and must be held confidential. Such information
may inciude, but is no;limit%d@ to, the identity of customers, business plans, financial information,
information conceming ‘c}ther"”e‘mployees, or other business-related information. Requests for
information that miay-b& confidential will be directed to the City Manager. Moreover, the
information remainé;%%e

" :

operty of the City after termination.

2.12 SOCIAL®

\ gﬁURITY NUMBER PRIVACY
In accordance witl

ordan: h'the Social Security Number Privacy Act, the City will keep all social security
numbﬁgﬁ@ confidential and will not disclose social security numbers unlawfully. Personnel! and
payroll r%%‘s are kept in locked file cabinets, accessible only to the City Treasurer/payroll,
Hurhan Resources, and the City Manager. The City uses one's socia! security number only for
limited ; administrative purposes, as allowed by law. Currently, these include: to verify
employment, to investigate driving history, and to administer City benefit programs. In
accordance with record retention guidelines any documents containing social security numbers
will be shredded. Any person who violates this privacy policy is subject to discipline up to and
including termination.

Note: See Appendix B for City of Charlevoix Resolution No. 2006-03-01, Resolution Establishing Social Security
Number Privacy Policy.
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2.13 PRIVACY POLICY DISPOSAL/SHREDDING OF SENSITIVE DATA

The City has procedures in place for the disposal of sensitive data in compliance with the
Federal Trade Commission regulation of 2004. This regulation dictates the proper disposal of
consumer report information and records under the Fair and Accurate Credit Transaction Act of
2003 (FACTA, Pub.L. 108-159, 111 stat. 1952) and the Fair Credit Reporting Act (FCRA 15
USC 1681 et seq.). Accuracy, privacy, limits on information sharing, and new consumer rights
to disclosure are included in the FACTA (Pub. L. 108-159, 111 Stat. 1952). These added
sections are intended primarily to help consumers fight the growing crime of identity theft.

Sensitive data includes: .
1. Personal information including telephone numbers, addresses, and/or social

security numbers. S
2. Credit checks, background checks, or consumer reports.

% .
All employees that have access to or obtain sensitive data must keep\%ihe information
confidential. Should any document containing sensitive data need to be disposed of, such
document will be shredded. Employees in violation of this policy will be ‘subject to discipline up
to and including termination of employment. AN %
2.14 KEEPING US INFORMED LA
The empioyee’s current address, telephone number, emergenicy, contact, and information about
family status must be recorded in the office. Any changes®in this information must be reported
immediately in writing to Human Resources. This.is very-important to the employee and the
City in the event of an emergency and in coﬁhe’qéj\oq with such things as Social Security,
reporting tax withholding, insurance benefits, correspondence, changes in work schedules, etc.
Notify the City whenever changes occur in théfollowing areas:
Change of home address and/ortelephone number;
Marital status (marriage,divorce, or legal separation, etc.)
Birth or death in the immediate‘family;
Legal change of name; )
Changes in citizenship status, :
Changes affecting insurance programs, such as beneficiaries;
Health issues:gr disabilities that require a workplace accommodation; or
Wom-félat%gwﬂ\ jury or iliness.

e R R S e

2.15 SECONDA‘RWE APLOYMENT AND COMMUNITY INVOLVEMENT
A regular employee” may accept secondary employment on hisfher own time if it does not
interfere oriconfiict with the employee’s performance of hisfher primary City job.

% K”

,

This%p%' IS0 applies to City employees who wish to perform a second City job, such as a
segsonal’po! ition. The City may also refuse to approve the hiring of a current City employee for
a %%g@r‘id %ity position, seasonal or otherwise, for any reason, including but not limited to
avoid?'ng overtime liability. Exempt City employees are prohibited from taking a second job with
the City.

Similarly, employees are encouraged to engage in community and charitable activities, including
directorships in non-profit community organizations, as long as such involvement does not
conflict with City interests or create demands that interfere with the employee's primary City job
duties.
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2.16 JOB POSTINGS

All open positions will be posted at City Hall and on the City's website. Employees are
responsible for monitoring job opening notices and for completing and submitting an application
form during the posting period for a particular job. All job postings should contain the job title,
department, rate of pay, a brief description of the hiring specifications and duties, and the
closing date.

To be eligible to apply for a posted position, the employee must meet the minimum hiring
specifications for the position and be capable of performing the essential functions of the job,
with or without accommodation.

2.17 RESIGNATIONS AND TERMINATIONS
Although the employee or the City may terminate the employment relationship ‘at any time, the
City requests that the employee provide a minimum of a two week notice of his/her intent to
resign. Failure to provide this notice will be noted in the personnei file may affect the
employee’s eligibility for re-employment with the City. o :

\,““2%‘"\\
Upon retirement, resignation, or termination, employees are, expected ‘to return the City's
equipment (e.g. keys, pagers, files, papers) in good working “condition within 24 hours of

departure. If equipment is not returned, a payroll deductioi’”may be arranged to recover the

replacement cost(s) of said equipment. R

N
If possible, the City Manager or his/her designee will ép@%c:uct an exit interview with a departing
> 'g{‘

employee. «

%

~ .
An empioyee whose employment ended in good stan’ﬁing may be considered for re-hire.

2.18 PERSONAL PROPERTY ,eo ks

Employees should exercise care over any;‘personal property or effects (purses, money, etc.)
they bring onto the City premisés. The City is not responsible if such items become damaged,
lost, or stolen. -

A
219 RIGHT OF INSPECTION AND SEARCH
The City reserves the right to search City vehicles and lockers if a reasonable suspicion exists,
based on specific objective facts and reasonable inferences drawn from those facts, that stolen
property, unauthorized prescription drugs (prescription drugs not prescribed for the person who
has them), illegal drugs}
particular place

¥controlled substances, or alcohol will be found on the person or in the
to b\eyy searched.

2.20, ®USEOF CITY VEHICLES

City-dm@e&%iieﬁicles used by City employees will be available for official use during working
hours ‘only.* The exceptions 10 this rule are at the discretion of the City Manager and the
department head to determine an employee’s access to City vehicles outside working hours.
Authorization of extended use will be made in writing. All City employees will pick up and return
the City vehicle to the same designated parking area at the beginning and end of each work
period (i.e., start of shift to lunch hour; end of lunch hour to end of shift; start to end of any work
periods; or in response to emergency service calls).

There will be no smoking or pets allowed in City vehicles. City vehicles interiors will be kept
neat and free of garbage. Interiors will be wiped down and exteriors washed as needed.
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2.21 VEHICLE SAFETY

When driving City vehicles or when driving any vehicle for the purpose of conducting City
business, traffic laws and safety rules must be complied with, as well as the rules stated in the
Substance Abuse policy. Also, all employees driving such vehicles must have a valid driver's
license and have the valid driver's license on their person at all times.

Under no condition are employees allowed to give non-employees permission to drive City
vehicles. The picking up of hitchhikers or transporting unautherized persons/packages is strictly
prohibited. Seatbelts must be worn at all times.

If an employee is involved in any accident while operating a City vehicle, he/she. is to notify
hisfher supervisor immediately. In addition, it is the empioyee’s responsibility to nefify the City
Manager or department head of any change of status (restriction, suspension, et¢y) on his/her
driver's license prior to driving any City vehicle or when driving any vehicle for the purpose of
conducting City business. : \n.,\ 3, %

Cell phone usage while driving greatly compromises reaction s .and is a dangerous
distraction. Talking on a cell phone while driving is legal, hq%e%ver nguis illegal. The City
highly recommends that employees avoid using their cell phone“while driving and instead pull
over to a safe area or use a hand-free device. &3

2.21 (a) IDLING GUIDELINES FOR CITY VEHICLES " T e
On June 20, 2011, City Council passed the follow@gf

)
EX, .

I. PURPOSE T g

These idling guidelines are intended to. reduce City operation expenses, lower emissions
produced by City vehicles and impr /&, air quality for residents and visitors. The City of
Charlevoix strives to improve the quafity<of life for its residents by protecting the natural
environment. T

A

ww

Ii. RESEARCH .

Weil-documented research proven that:
1. Excessive warmsupstare harmful fo the engine and the environment.
2. Excessiveridiing hurts engines and the environment.
3. Blocktheatersiare good for engines and the environment.

INl. GUIDELINES
No City of Charlevoix vehicle or piece of equipment should be left running when the driver is not
presentafter proper start procedures. A City vehicle will not be permitted to idle unnecessarily,
ur\1le it i being operated according to the manufacturer's specifications or unless specifically
examp;gd-béféw. Diesel and gas engines are subject to different exemptions. There shall be no
id\\!&mg“g}ear air intakes, e.g. ambulance docks, or near groups of people, e.g. parades.
S

EXEMPTIONS
A. "~ For Fire, Police and Public Works Vehicles

1. Fire, Police and Public Works vehicles may be allowed to idle at the scene of an
emergency response where lights and other accessories are needed in order to respond to the
situation. This includes vehicles that need to run in order to charge batteries and run lights, etc.
for their primary function.

2. Fire, Poiice and Public Works vehicles may be allowed to idle during non-emergency
response situations, such as traffic detail, only when idling is necessary to perform the job at
hand.
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3. Emergency vehicles, such as ambulance, police and fire, which may have contents
sensitive to extreme heat and cold may be allowed to idle as necessary to maintain adequate
internal temperatures.

4. Vehicles with passenger compartments that need to be maintained at a reasonable
temperature may be permitted to idle during extremely hot or cold weather conditions.

B. For All Vehicles

1. Any vehicle that needs to be running during service or repair is permited fo idle, but
only for as long as absolutely necessary. .

2. Any vehicle that needs to defrost its windshield in order to drive safely is permitted to
idle, only for as long as it takes to defrost and maintain a clear windshield. e %
o Additional Diesel Engine Specific Exemptions o A

1. Regardless of weather conditions, a diesel engine may be permitted to “wairm.up for no
more than five (5) minutes. BNy

2. It is encouraged that block heaters (with timers) be installed*a
powered vehicles, in which case the above exemption for diesel engings il
when the vehicle is away from its garage. % %,

3. Exemption C.1, above, does not apply if a vehicle is alseady warmed up and an
operator stops the vehicle for a short time (i.e. quick coffee break) or if the diesel vehicle is stored
inside and the inside temperature is substantially higher thag@ou e. -

 uSed in diesel-
Lnot apply, except

There will be an educaticnal period of fifteen (15) calen\gar,&‘){g‘ during which supervisors should
educate their employees regarding these guidelines. ‘@@f‘ta[ this period, it will be the responsibility
of supervisors to enforce these guidelines. \Qﬁpamggnt heads will be asked to monitor
compliance and report to the Gity Manager within siXy{6) months of these guidelines taking effect.
Department heads will also be encouragedito make Suggestions for improvements or changes,
especially in cases where the guidelines cause hardships, and are unworkable or lead to unsafe
conditions. e
@
o b
2.22 USE OF OTHER CITY PROPERTY*
Personal use of other City property (e.g., copy machine, cell phone) is permitted only with
approval by the City ManagerOt his/her designee. Permission to use the City's property must
be approved prior to use. Failure lo obtain permission to use City property for personal use
while on the job may res%@g\] d\iscipiﬁne, up to and including immediate termination.

SR e,

v B
223 PERSONAL TELEPH
Employees may<make *local callsftexts (or receive personal calls/texts) only in case of
emergency or on work breaks. Lengthy or frequent calis may result in the loss of this privilege.

Violation of this policy%ﬁl result in discipline up to and including immediate termination.
e

2,24 *ﬁ‘oﬁl\ﬂ 'ERS, EMAIL, AND VOICEMAIL

The City's’ c":‘fpputers, computer files, the email system, software, and telephone systems are
inte | for City business only. All information on City computers and email and voicemail
systems 5 the sole and exclusive property of the City.

Because of the nature of this data, the Ciiy reserves the right to access all information on the
City computers and email and voicemail systems, even when personal passwords have been
assigned. Employees do not have a personal privacy right to any matter created, received, or
sent from the City's telephone, Internet or emait systems. Therefore, employees should not put
personal data or other information on these computers. Empioyees should not use a password,
access a file, or retrieve any stored communication without authorization from the City. Email
may not be used to solicit or to advocate non-city or purely personal interests, religious or

HONE CALLS & TEXTS
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political causes. Inappropriate, offensive, off-color, sexual, or racial communication is a
violation of City policies and strictly prohibited.

Employees are prohibited from downloading, copying, or acquiring any software without prior
written consent from their department head. Email attachments must be scanned for viruses
prior to viewing.

Where applicable, the City also reserves the right to access email and voicemail systems, even
when personal passwords have been assigned. Again, employees should not use the email or
voicemail system for personal messages. Placing inappropriate, offensive, off-color, sexual, or
racial messages on the system is a violation of the City’s no harassment policy and can result in
termination. '

An employee must receive permission from hisfher manager to have hls!h
access his/her City’s email account.

Employees should notify their department head upon learning »gviola\?is%s of this policy.
Employees who violate this policy will be subject to disciplinary agtion;“up to and including
termination of employment. To ensure compliance with this pollcy, mputer and email usage
may be monitored.

2.25 CELL PHONE AND PAGER USE, LAPTOPS, AND éAS CARDS

Personal cell phones may be used during business. hours when business needs require
immediate access to a co-worker. The City may |ssue§§ business cell phone for work-related
communications. Use of City cell phones for persona[ use other than in emergency situations is
prohibited. In order to avoid incurring a tax Ilablllty for the personal use of this equipment, the
employee should use such phones for busin\zgg purposes only.

Note, however, that unless approved by fi\'ué“City Manager, the use of personal cell phones
rather than City-provided phones for City business is not reimbursable.

Employees who are provide% ith City equipment are expected to protect equipment from loss,
damage, or theft. The employee,may be held responsible for any unauthorized charges and for
replacement/repair ct@r%%: incurred from the loss, damage, theft, or negligent use of the
equipment. R
. “&*‘

226 SOCIA MEDIA{NETWORKING
This policy cov S € ployee activity on all social networking sites including, but not limited to,
LinkedIn; aceboo Twitter, YouTube, blogs, and any other online social networking or any
othe[%onn of online publishlng or discussion.

&
1a|-netw0rk1ng activities by City employees are subject to all existing policies that govern the
use of the City’s rules of conduct, communication, and computer systems, as well as those
policies that protect the confidentiality of City information, and those which prohibit unlawful
discrimination or harassment.

If an employee participates in social networking online, he/she must make it clear in his/her on-
line activity that the views and opinions expressed are his/her own, have not been reviewed by
the City, and do not represent the views and opinions of the City. Consequently, employees
should not use the name, logos, or copyright protected material of the City.
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The following additional prohibitions apply:

e Employees are prohibited from listing the City email address unless the social
networking site is used purely for Citv business or professional purposes.

e Employees are prohibited from disclosing information about City business or details of
particular projects.

o Employees are prohibited from posting anything obscene, vulgar, defamatory,
threatening, discriminatory, harassing, abusive, hateful or embarrassing about a fellow
employee. Employees must remain respectful of the City and its services.

o Failure to obey this policy will lead to discipline.

social media site is subject to compllance monltorlng and may be accessed by the
time without prior notice.

2.27 SMOKING POLICY
in compliance with the Public Health Clean Indoor Air Regulation, t he ‘%lty Is a smoke-free
working environment. The Clean Indoor Air Regulation states: “Smokin g'is “prohibited in all
enclosed areas within this worksite without exception. Thls%mcludes common work areas,
auditoriums, classrooms, conference and meeting rooms, pnvatewffn:es elevators, hallways,
medical facilities, cafeterias, employee lounges, stairs, restrooms,. employer owned or leased
vehicles if occupied by more than one employee, and all ofher enclosed facilities.”
Q\ %

The regulation further states: “Smoking shali be" brohibited near entrances, windows and
ventilation systems of all worksites and publlc places where smoking is prohibited by this
regulation. Any individual who owns, manages operates or otherwise controls the use of any
premises subject to jurisdiction under this ,,r%gulatlon shall establish a no smoking area which
extends a reasonable distance from ‘any- en"trances windows and ventilation systems to any
enclosed areas where smoking is prgﬁl ted” such reasonable distance shall be a distance
sufficient to insure that persons%gentean orieaving the building or facility shall not be subjected
to breathing tobacco smoke. and to insure that tobacco smoke does not enter the building or
facility through entrances, wmdows entilation systems or any other means. All smoking trash
recepiacles sha!l be placed. outslcle the no smoking area in order fo discourage smoking in
these areas.” R .

This policy appliesgp 2l émpioyees, volunteers, citizens, vendors, or contraciors.

Persons obsjﬁlg& a wolatlon of this policy should bring it to the attention of the City Manager.
Complamgs willbeinvestigated and action taken to resolve the issue as soon as possible.

%ff'ciun o have violated this policy will be subject to disciplinary action. Any fines
‘to'the City will be the fiscal responsibifity of the person or persons in viclation of this

2.28 WORKPLACE VIOLENCE
The City is committed to providing a safe, secure work environment for its employees and to

helping prevent violence, threats, or infimidating actions by or against any employee or visitor
on or off the premises while engaged in business.

The City may, in its sole discretion,
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e Conduct pre-employment criminal background investigations before extending an offer
of employment {or make an offer of employment contingent upon the results of a criminal
background check).

« Implement security measures to restrict unauthorized entry to the premises, allow
security surveillance of the premises, and otherwise foster an orderly and safe working
environment.

» Promote through education and practices the value of a nonviolent environment and
lifestyle.

« Discipline employees, up to and including termination of employment, who threaten or
commit acts of violence, abuse, or intimidation. Threats and acts of violerice lnclude but
are not limited to, acts communicated orally, graphically, electronically, nonverbglly%or in
written form, with or without acts of force.

offenses against the City or its employees. iy %\

« Encourage all employees to promptly notify managemegt of 8 %rk-related threats or
acts of aggression, abuse, or intimidation by employées or, non-employees. Such
reports will be treated in a confidential manner, fo the ext%%\ feasible. The City will not
permit or condone any retaliation against any emp oyee who makes a report in good
faith pursuant to this policy. e

e Provide counseling, medical, security, or other\%nnces as needed to employees who
are victims or witnesses of work-related molence B

st

Y PROCEDURES

SECTION 3: ﬂou%mnw

31 WORK SCHEDULES
Work Day - The standard work day con5|sts of eight (8) hours, although actua! starting and
ending times are dependent upon the needs of the various City departments.

Work Week - The standard wé’%‘r{ week is forty (40) hours, consisting of five (5) work days of
eight (8) hours per d \

Police and Fire Pé'r;.on, \olice and Fire Departments schedules will vary.

Flex Time,- In some@”lnstances when mutually agreed upon by the employee and the
d‘%;he standard work day and work week schedule can be modified to provide
i schedule which can include increasing the number of hours within a work day
and de r%%smg the number of days in a work week.

Telecommutmg In some instances, when mutually agreed upon by the employee and the
department head, a regular employee may perform all or a portion of his/her job duties from a
location other than his/her regular work site.

3.1 (a) CITY EMPLOYEES RESPONDING TO EMERGENCIES
City employees who are also Paid-On-Call employees of the Charlevoix Fire Department shall
be allowed to respond to emergencies while at work under the following conditions:
1. The employee is engaged in a task that will not endanger a fellow employee or the
public if the employee does not stay at their post.
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2. The employee will only respond to true emergencies where lives are thought fo be in
danger, or there is a reasonable likelihood of significant property damage (no duty crew
runs).

3. The incident commander shall allow that employee to return to their reguiar job as
quickly as practical,

Note: Since EMS crews (unless there is a general call for all EMS personne!, which only
happens in the case of a mass casualty incident) are scheduled in advance, this process does
not include EMS runs. %,

.,
When called to respond fo an emergency while at work, the employee will clock out"“"b?%helr
regular department, and clock in at the fire department. Upon retuming to their regulei jOb shift,
the employee will clock back in.

3.2 TIME RECORDING 4
Accurate records of time worked are essential to both the employee and the City. The City has
provided a means for accurately recording time worked, lunch periods, overtime, absences, etc.
Accordingly, work performed by hourly employees must be recorded in accordance with specific
departmental practice. Employees must “record in” when their shift‘work day starts and “record
out” at the end of their working time. All employees are required to record in and out using their
own time card/sheet. Under no circumstances is an employee to record another employee’s
time or permit another employee to record his/her time. If an employee forgets to record in or
out, he/she must see his/her supervisor in order to record the correct time.

3.3 COMPENSATION/PAY -
The City strives to ensure that all employees,are paid fairly and that infernal and external equity

are maintained within the limits of its revenue stream. Hence, the City participates in and
reviews the results of periodic salary surveys. S

B
Pay will be at the rate prowded'on the{Employee Change of Status Report” form.

All employees are subject to deductlons from pay for State and Federal income tax and Social
Security/Medicare. In_ addltlon%all regular full-time employees are subject to deductions from
pay for retirement. No ther deductions will be made unless authorized by the employee or
required by a governme alunit.

The work week for hourly employees begins Sunday at 12:01 a.m. and ends the following
Saturday at rrﬁxnigh& The pay period shall be composed of two work weeks and the work year
is 26 pay peno‘%s Employees will be paid on Friday of every other week for work performed the
preceﬁ?ﬁg %ay penod If the regular pay day falls on a holiday or weekend, pay will be received
on the prior worklng day. Arrangements for obtaining paychecks prior to a regularly scheduled
pay date must be approved by the Treasurer.

Whenever an hourly employee is called back in an emergency to work after regular working
hours and after the employee has left his/her last work site, the minimum payment shall be two
{(2) hours of work at the rate of time and a half.

Employees should review their pay stubs regularly and report any discrepancies or errors to the
City within 14 days of receipt of an erroneous paycheck, so that the City can investigate and
issue a corrected check in a timely fashion.
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34 OVERTIME

Non-exempt employees will be paid for all hours actually worked in excess of forty {(40) hours in
one week at the rate of one and one-half (1%4) times their regular hourly rate. Only hours
actually worked are used in the computation of weekly overtime. The City has designated
holidays as hours worked for the purposes of calculating overtime for regular employees. Non-
worked paid time such as sick, personal, comp, and/or vacation hours do not count toward the
overtime computation.

Exempt employees are paid on a salary basis and are not entitled to overtime. Refer also to
Section 3.5 (a) Compensatory Time for Exempt Employees.

e

%
Overtime will only be approved when it is not possible fo adjust work schedules t&%prowde
essential staffing. All overtime must be approved in advance by the employe%;s super\nsor

An employee who works overtime without prior approval from his/her super\nsb%wlll be subject
to discipling, up to and including termination.

Training and Travel - Time spent in approved training activities, meeﬁngs, :and conferences is
considered compensable for the purposes of calculating non-exempt overtime; however, time

spent in travel is considered compensable time worked otlly in so far as it meets certain
conditions. o

Home-to-work travel — Generally home-to-work travel is not considered compensable
time, regardiess of how long the commute or whether the employee travels to a different
worksite for the job.

Overnight travel — Travel away from ‘home is work fime when it crosses the employee's
work day because it merely replaces other duties. Overnight travel outside the
employee’s normal work schedule is ‘not compensable {in terms of calculating overtime
pay) unless it is actweﬂép oductive. That is, the time an employee spends working while
traveling is considered active work and compensable.  Similarly, time spent driving
oneself (versus fraveling as; a passive passenger on a public conveyance) is also
considered time worked. Again, meals and sleep time are not considered compensable
hours worked-in the C%Iculatlon
3.5 COMPENS&\TORYJTIME
The determination to use compensatory time is left to the discretion of each department head. If
the decision is made to allow the use of compensatory time, it must be administered in the same
manner for each non-union non-exempt employee in that department.

N S
All no‘n%unlon*fnon exempt employees will be allowed to earn compensatory time, in lieu of
overtlme pay, at the rate of one and one-half (17%) hours for each hour worked in excess of
40 holrs in a workweek, and must be approved in advance by the department head.

The use of compensatory time will be scheduled within each department between the
department head and the employee involved. An employee must be permitted to use
accumulated compensatory time unless it would unduly disrupt the department’s operations.

An employee may accumulate 2 maximum of forty (40) hours of earned compensatory time
and carry forward a maximum of sixteen (16) hours into the next calendar year. Any unused
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hours above the maximum will be paid to the employee in the first pay of that next calendar
year.

Upon termination or retirement, the employee will be paid for each hour of accumulated
compensatory time at their final regular rate of pay. This payment will be made as a part of
the final paycheck.

3.5 (a) COMPENSATORY TIME FOR EXEMPT EMPLOYEES
In special situations, an exempt employee may earn compensatory time W|th the prior
approval of his/her supervisor. %
All exempt employees who work on a holiday will receive compensatory: r%e fé%ghours
worked. F

Excepticns include Premium Pay situations and special employment %gr
employee comp time is earned at the rate of one hour for each ﬁ&%ﬁl% wgrked'.

. iy
Exempt employees may accumulaie a maximum of . forty (40) hours of earned
compensatory time and may carry forward a maximum of 5|xteen (16) hours into the next
calendar year and will not receive payment for unused, compensatory time under any
circumstances. *% o

ments. Exempt

3.6 PREMIUM PAY/ON CALL/PER DIEM PAY §OR EXEMPT EMPLOYEES

Exempt employees may be eligible for additional compensation for performing work in
addition to their normal job duties. In certain circumstances, such work may qualify the
employee for premium pay defined as fifancial compensation in addition to the employee’s
annual salary. Such compensation mustt be approved in advanced by the City Manager.

When a depariment is Iacklng sufficient staffing for proper operations, an exempt employee,

with the appropriate qualifi stions, may be required to fill in for a pre-determined amount of
time. In such cases the emp oyee will be paid time and a half (1%%) at their base rate of pay
for any hours beyond the normal workweek. :

k24

when it is necessary for%n exempi employee to part|0|pate in the on-call rotatlon he/she
will be paid at a flat rate of $25.00 per day. if called out, payment will be at time and a half

{1%%) his/her base rate of pay, at a minimum of two (2) hours.
E i

re may be situations that require an exempt employee to devote time and/or effort
ox&and beyond the nomal course of business. In those situations where such special
circumnstances exist, an exempt employee may be eligible to receive compensation at a per
diem rate. The City Manager will determine eligibility and rate of compensation in advance
on a case-by-case basis.

All forms of premium pay will be paid as part of the pay period in which the time or effort
were incurred.
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SECTION 4: EMPLOYEE BENEFITS

4.1 PAID TIME OFF

4.1 (a) HOLIDAYS
The City recognizes nine holidays each year. Regular full-time and part-time employees are
granted their regular pay for the following days: New Year's, Good Friday, Memorial, Fourth of

July, Labor Day, Thanksgiving, the day after Thanksgiving, the day before Christmas, and
Christmas.

R

Y

All exempt employees who work on a recognized holiday will receive compensatoryﬂ%e for
hours worked. By w1
i &, g
Whenever a holiday falls on a Saturday, the preceding day will be recognlzed as a holiday.
Whenever a holiday falls on a Sunday, the following day will be recognized as aﬁ‘lollday
\%;”“15“

4.1 (b) PERSONAL DAYS )
Regular full-time employees are credited three (3) personal leave days each calendar year (on
January 1). Personal days are prorated for new or returning (from leave of absence) employees
on the basis of hire or return date. These days must be taken in the calendar year in which they
are credited or are forfeited. Personal days must be scheduled with and approved by the

department nead or the City Manager. Exempt employees must use Personal Days at a
minimum in one-half (1/2) day increments.

Hire Date or Date Refurned to Work Number of Persénal Days

January through April @3
May through August : .2
September through December & .. 1

No payment for unused personéﬁ@ days is made upon an employee’s departure.
P \%\'

4.1 (c) VACATIO o
Regular full-time employees:are eligible for paid vacation. Vacation is earned in one year
and credited the followlng Je nuary 1 for use in that calendar year. New employees earn
pro-rata vacation, da S/héurs, which are credited January 1 following their hire date.
Regular full-time emg@ees earn additional vacation based on calendar years of service:

) %ﬂlendar Year of Earn (days/hours) Credited in year
’ mployment
% 1 10 /80 or portion hereof | Jan 1 of next (2™) calendar year
- 2 10/80 3
3 11/ 88 4
4 12796 5
5 13/104 6
6 14 /112 7
7 1514120 8
8 16 /128 9
9 17 1 136 10
10 18/ 144 11
11 19/ 152 12
12 or more 201160 13 efc.
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A vacation day is equal to eight (8) hours; however, non-exempt employees may take vacation
in one-half (1/2) hour increments. Exempt employees must use vacation at a minimum in one-
half (1/2) day increments. All vacation will be taken at the convenience of the department and
must have prior approval of the department head; department head vacation is subject to prior
approval of the City Manager. A maximum of ten (10) days of vacation may be carried forward
from one calendar year to the next. Unused days in excess of ten (10) are forfeited.

Special or extenuating circumstances will be addressed on an individual basis and with the

approval of the City Manager. o

Unused and accrued vacation hours are paid upon an employee’s departure. w%
4.1 (d) SICK LEAVE AND SICKNESS & ACCIDENT BENEFITS S

Sick leave is provided to regular full-time employees for actual illness or, |njuryw. ‘it should not be

used as “personal leave”. Sick leave may be taken to care for an ill parent s guse, or child.

In order to qualify for sick leave or sickness and accident benefits, K mployee must report fo
his/her supervisor as soon as possible prior {o the beginning of a work day or scheduled shift. If
the circumstances surrounding the absence make the tlmelji reportlng extremely difficult, then
the employee must notify his/her supervisor as soon as p055|b[e

On January 1 of each year, eligible employees_are credited with seven (7) days/fifty-six (56)
hours of paid sick leave. Non-exempt employees may use paid sick leave in half-hour
increments. Exempt employees must use sick leave at a minimum in one-half (1/2) day
increments. If the number of unused paid sick ieave hours avaitable from the previous year
exceed 112 hours, then the employee will'be paid for half those hours at the employee’s regular
rate of pay. Unused sick leave hours may: be accumulated from year-to-year up to a maximum
of 21 days (168 hours) — 14 days/112 hours plus 7days/56 hours.

?<\

To qualify for sickness and accident beneflts a regular full-time non-union employee must be
unable to work for more than seven (7) consecutive work days because of accident or illness.
The employee will receive regular pay for up to 26 weeks in a rolling 12-month period. For
Hiness, the benefit begins on the eighth day (seven day qualification period). For an accident or
hospitalization, the benefit begins on the first day (zero-day qualification period). An accident is
an unexpected happening causing loss or injury which is not due to any deliberate misconduct
on the part of the person injured and requires immediate medical attention.

Under no..circu mstg%cee will an employee collect this benefit, sick leave pay and workers'
compensatlomfor the same period of time. Employees shall use their sick leave to cover the
quallflcatlon period.

if the Clty has reason to believe an employee is misusing paid sick leave or sickness and
accident benefits, a statement must be signed by the physician who attended the employee
confirming the necessity of absence. The City also reserves the right to require periodic
medical reports during leaves under this provision.

When an employee resigns or is discharged, all benefits under this section are null and void and
the employee will not be reimbursed for any accumulated sick leave.

No payment for unused sick days is made upon an employee’s departure.
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NOTE: The 1983 Frozen Bank - Subject to the restrictions specified above for regular sick ieave,
employees hired before January 1, 1983, have sick leave credits from preceding years in a frozen
bank for their use if their annual allotment or accumulation of seven (7) days does not cover an
extended illness and their sickness and accident benefit can not be used until the eighth (8th) working
day of an illness. Frozen bank hours from 1983 or earlier will be paid to an employee at the hourly
rate the employee was earning on January 1, 1983 or the date they became department heads. Upon
retirement, an employee with frozen bank hours from 1983 will be paid for half of the hours remaining
in the bank at the wage rate the employee was eamning on January 1, 1983. Except as provided in

this paragraph or as documented in an employee's personnel file, no payment for unused sick leave
will be allowed.

4.1 (e) CONFERENCES AND TRAINING :
Leave with pay will be granted while employees (exempt and/or non- exempt) attend
conferences or training sessions which have been approved in advance by the City Manager or
department head. However, only non-exempt travel time is compensable it it meets the
requirements specified by the Fair Labor Standards Act (FLSA). éSee ngrtlme) Employees
who drive their own vehicle are reimbursed at the standard mileage fate
€,

4.1 (f) LEAVES OF ABSENCE R

FUNERAL LEAVE e
Three (3) work days with pay will be aliowed in the event of%a death in the immediate family of a
regular ful-time employee. Immediate family shall include: spouse, child, step-child, grandchild,
parent, step-parent, sister, sister-in-law, brother, brother-in-law, mother-in-law, father—in-[aw,
grandparents and grandparents-in-law of the en‘ipg%oye??%@’

L <
JURY DUTY LEAVE o ,"*%;
The regular full-time, part-time, and seasonal employee will be “kept whole" while performing
jury duty. Consequently, employees on ]ury duty will be required to surrender/endorse over any
checks received from the Cwﬁ‘ﬂ(s) for services rendered. When not assigned to cases,
employees must report to work TO% the remainder of the day. The City's obligation to pay an
employee for jury duty is lln&ted%io a maximum of 20 work days in any calendar year.

%,

MILITARY LEAVE
The City follows State &Federal law with respect to military service. Federal and State
statutes mandate that the‘Clty grant unpaid leave to employees who voluntarily choose to serve
in the Armed-Forces and National Guard. Military leave must be allowed for active duty,
training, or to mee lhtary -related obligations, such as reporting for periodic physical fithess
examlnations Employees who are members of the reserve components of the Armed Forces
will be%ranted leave of absence without pay for summer components and/or other periods of
activation .and reactivation upon presentation of substantiating documentation. It is
recom‘?nenaed that leaves of absence for this purpose be taken as a vacation whenever
possnble

The City is required under the Federal Uniformed Services Employment and Reemployment
Rights Act (USERRA) to reinstate those returning from services to their former job following
discharge or release from active duty, reserve duty, or training.

Upon returning from military service, the employee’s rate of pay will be adjusted to recognize
any changes that would have occurred had the employee continued working for the City.
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1. Ifthe pay range increased, the rate of pay will be set at the point in the range that the
employee would have reached if he/she had not left for military service.

2. If the employee returns to a more responsible job, the rate of pay will be based on
the present rate for the position and will be at least the same as the lowest paid
qualified person in a comparable position.

The USERRA requires the City to offer continuous medical coverage for up to eighteen (18)
months to employees who were previously covered by the City's health plan and who are
absent due to military service. Moreover, if the military service does not exceed thirty-one (31)
days, the employee cannot be required to pay more than had he/she remalned actively
employed. ¥ b

The time spent on military leave will be treated as continuous employment for the, purpose of
accruing credited service for vacation, personal days, retirement plans, et, aI “TFhe City must
also allow returning employees the chance to make up missed employee “Gontributions to
defined contribution pension plans and must make corresponding Clty c&%nbutrons

4.1 (g) REQUESTS FOR TIME OFF e '
A “Request for Absence Report” form must be completed by the empioyee when requesting
time off (with or without pay).

4.1 (h) LEAVE OF ABSENCES — WITHOUT PAY
Regular full-time employees may be granted leaves of»eb sence without pay as determined by
the City Manager. All requests for leave shall Be in writing with the terms of the leave set forth
in writing when approved. During leaves of Ies%%han 90 days, employee benefits continue but
the employee must continue to pay histher portion ‘of the premium. For leaves in excess of 90
calendar days, the employee will be required to pay the full premium. (See also COBRA and
FMLA.) Other authorized deductions (i.e. FSA contributions, co-pays, etc.} still apply during the
leave period and will be billed to the employee as necessary.

4.2 BENEFIT PLANS -

4.2 (a) RETIREME!
Defined Benefit Plan <.
For all regular full-timg non-ynion employees, the City contributes to the Municipal Employees
Retirement System.(MERS) C-1 Plan (1.5 factor). Employees hired after April 1, 2014 will be
required to contribute - any cost to the City above 10% for the C-1 Plan. Vesting is ten (10) years
of service. ®Employees hired prior to April 1, 2012 have a bridged benefit that has a B-4 Plan
(2.5 factor) ] frozen Final Average Compensation (FAC) until April 1, 2012 and continue
W|th the C- 1 after that date. Both plans have a five (5) year FAC.

Defrned Contrlbutlon Plan
For all regular full-time non-union employees, the City also contributes 8.6% of base wages to
the ICMA 457 Deferred Compensation Plan. The employee may also contribute to the plan.

All employees and elected officials are eligible to participate through payroll deduction (without a
City match) in the ICMA Deferred Compensation Plan.

4.2 (b) MEDICAL/DENTAL/VISION INSURANCE
The City offers the option for regular full-time employees to participate in one of at least two
health plans which include medical, dental, and vision coverage. Plan descriptions and options
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may vary from year-to-year. Selection is made at time of hire, or thereafter, during the annual
open enrollment. The City and employees share premium costs, which are subject to change.
The insurance policies themselves govern the terms and conditions of benefits. Contact Human
Resources for complete plan details.

Regular part-time employees are eligible to participate in the City’s health plan but must pay full
premium costs and are not eligible to receive the City's premium contribution.

4.2 (c) SECTION 125 PLAN AND FLEXIBLE SPENDING ACCOUNT
If offered, all reqular employees have access to a pre-tax Section 125 Plan and the optlon to
establish a Flexible Spending Account (FSA) for the employee and dependent. y

4.2 (d) MEDICAL OPT-OUT REIMBURSEMENT ’%% o
The City will pay annual cash reimbursement as follows for the employee who«&e ects not to
participate in double or family coverage. To be eligible the employee” ust provide wriiten
certification that they waive his/her right to enroll in a City health care plan. and proof of the
employee’s non-City provided health care insurance coverage. Payment of the reimbursement
will be made in twelve equal payments in the first paycheck ‘of each month. (These
reimbursement amounts are not wages for purposes such as retirement, overtime, etc., and are
taxable income unless they are directly deposited into the City-prbvlded Section 125 Plan.)

S ‘%

4.3 HEALTH SAVINGS ACCOUNT {(HSA) )
The HSA is an employee-owned, IRS-defined, savings account for use on eligible medical
expenses. it is used in conjunction with a ngh Dedugtible Health Plan (HDHP). This policy
applies to all regular full-time employees covered by the City’s HSA/HDHP health insurance
plan option.

s
w\

Current employees who select the HSNH.HP optlon may be offered a City HSA contribution of
$4000.00 for double or family (D & F) coveré%e and $2000.00 for single (S) coverage in a lump
sum in their first year of qualified coverage. The payment would be effective the date of
qualified plan coverage. @

T

In subsequent, consecutive: years, the City may contribute, in a lump sum effective the date of
qualified plan coverage, to the prevlously established City HSA as follows:
e Year 2 of HDHP: c%erage $3000.00 (D & F}, $1500.00 (S)
» Year 3 and subsequent years of HDHP coverage - $2000.00 (D & F); $1200.00 (S}
An em%oyee -may eamn additional City contributions up to a $500 maximum for
achlevem nts through an annual HSA Incentive Program, if offered.

nt'years of HDHP coverage shall be based on budgetary considerations, but
Q %[;gt exceed $2500.00 annually per employee account.

Should an employee experience a change in dependent coverage during the benefit year,
consi%egatlon for further HSA contribution is made on a case-by-case basis.

New employees selecting HSA/HDHP coverage will receive a pro-rated HSA contribution based
on the year of participation. The City HSA contribution will be made on the first pay of the
month after completion of the probationary period.

The City will direct deposit HSA contributions to a City-approved participating bank of the

employee’s choice. Employees may contribute additional pre-tax monies into their HSA through
payroll deduction, up to the legal limits imposed by the IRS. Changes to the payroll deduction
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amount may be made during open enroliment and/or no more than two other times during the
plan year.

All rules pertaining to the use of HSA accounts and funds are governed by current IRS
regulations and are the responsibility of the employee. Nothing in this policy creates an
obligation on the part of the City which is inconsistent or prohibited by current State or Federal
rules, regulations or laws regarding such plans.

4.4 LIFE INSURANCE )
The City shall provide group life insurance benefits to regular full-time employees in the amount

of their yearly salary up to a maximum of $50,000 with an accidental death and dismemberment
rider.

4.5 OTHER INSURANCE Voo

The City may offer regular employees (either regular fuli-time or part-time or b%‘th) the ability to
purchase other forms of insurance, such as AFLAC, at the employe€'s‘own’expense. Such
offerings are approved by the City Manager and subject to change.” -, ’

4.6 MEMBERSHIPS A

The City will pay dues for membership in trade or professional organizations and service clubs
as approved in advance by the City Manager or departmé}ht;giead. Aftendance at related
meetings during regular work hours must be approg%dnin advance by the City Manager or
department head. gom

4.7 EDUCATION/TUITION ASSISTANCE i

The City is interested in supporting the gro and development of its employees. As a means
to this end, the City may provide educationftuition assistance to regular full-time employees who
have a minimum of one year (12 months) of continuous service. Assistance includes tuition
costs associated with formal education beyond the ongoing certification and training required or
mandated to remain up—to-dateg%{ advance in an employee’s current position.

Application must be mage to the“departmeni head for job-related or otherwise appropriate
coursework from an accf’é?fdi»tﬁed institution of higher education utilizing the approved request
form. Advance approval.fm@ the department head is required. Scheduling of classes may also
require prior approval.of the depariment head if the class may interfere with a work schedule.

Requests willfzbg co%'%i\c\i;é%red for approval based on
« Relevance to the employee’s current position

» Whethepor not the employee is on an associate, baccalaureate or advanced (master,
« doclorate) degree track. Such tracks will receive preference.
S ‘%‘@ Vf%&i " -
e AV ilable funding
‘o' Applications will be processed based on each department's budgeted amount for
employee educationftuition.

All cosis for registration, application, fees, books, supplies, deposits, and the like, shall be paid
by the employee. The City will reimburse 50% of tuition costs only, provided that
» A grade of "C” or better is received in an undergraduate or professional-level course.
» A grade of "B" or better is received in a graduate level course.
« The college bill, receipt of payment, and academic grade are submitted to the supervisor
for final approval within 30 days of completion of a class.
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e The course or tuition is not eligible for reimbursement under the G.1. Bill, scholarships,
grants, or by any other organization.

The City will not reimburse for classes graded “incomplete” or “withdrawn” under any
circumstances.

No more than four (4) credit hours per semester or term, and a total of no more than two (2)
courses or eight (8) credit hours each fiscal year for each employee will be approved (subject to
the departmental educational allotment). Under unusual circumstances or conditions,
exceptions to this policy or procedures may be considered by the City Manager prowdlng the
requisite department budget has funds available to cover the associated costs.

There will be no requirement for the employee to repay the City for coursework except as
provided below: AN R
+ |If the City provides financial support for an individual emplo for an associate,
bachelor, or advanced degree, the employee agrees to remain a C&?@mployee for two
(2), four {4) and five (5) years respectively upon completion of the degree
+ Should the employee leave active employment, or conduct hlm!ﬁerself in a manner that
results in termination with the City within two (2), four (4) and five (5) years of completion
of the program, as described above, hefshe agrees to reimburse the City for all actual
costs expended by the City for the program on a pro-ratedlpercentage of time remaining
on the original commitment. (For example, if an -employee completes a bachelor's
degree and then leaves after two years, the employee is responsible for repaying the
City 50% of the funds expended by the Clty for the education.)

4.8 SOCIAL SECURITY AND MEDICARE el

Each employee contributes a percentage™of earnings to Social Security/Medicare through
payroll deduction. The City contrlbutes ssimilar amounts to the employee’s Social
Security/Medicare accounts with the U.S.. Government. Benefits include retirement income,
survivor benefits, and medical benefits. Questions concerning Social Security accounts or
benefits should be directed to, the Social Security Administration, U.S. Government
(www.socialsecurity.gov )., *

4.9 UNEMPLOYﬁT AND WORKER COMPENSATION
The City partlc:pates |n Mlchlgans unempioyment program as required by law. Questions
regarding the unemployment program should be directed to the Unemployment Insurance

Agency (www"mlcmqan ‘gov/uia). Questions regarding worker compensation should be directed
to the Clty Mana%rm

410 FAMIIfY AND MEDICAL LEAVE ACT (FMLA)
Eligible employees may take up to 12 weeks of unpaid, job-protected leave in any 12 month
penod khown as “family and medical leave.” The 12 month period is determined based on a

rolling*12-month period measured backward from the date an employee uses his/her FMLA
leave.

Eligibility To be eligible for family and medical leave, employees must:
1. Have been employed for at least 12 months in the last seven years (which do not
need to be consecutive) by the City; and,
2. Have worked at least 1,250 hours for the City during the twelve months

immediately preceding the beginning of requested leave; and
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3. Be employed at a worksite where 50 or more employees are [ocated within 75
miles of the worksite.

Reasons for Taking Leave Family and medical leave may be taken for any one, or for a
combination of the following reasons:

1. The birth and newborn care of an employee’s child after birth, or placement of a
child with the employee for adoption or foster care;

2. To care for an employee’s spouse, child or parent {(but not in-law) who has a
serious health condition; or A

3. For the employee's own serious health condition that makes the employee
unable to perform one or more of the essential functions of the employee $-job;
and/or SN

4. Because of any qualifying exigency arising out of the fact that an employee’s

spouse, son, daughter or parent is a covered military member ¢ on’ “covered active
duty (any deployment of an Armed Service member to a fore[gn country) or in the
National Guard or Reserves who has been notified of an |mpendlng call or order
to covered active duty status (deployment to a foreign, cou try) p Y

5. To care for the employee’s spouse, son, daughter pare ‘or next of kin who is a
covered service member. o %

A Serious Health Condition means an iliness, injury,” irrgpairment or physical or mental
condition which involves either inpatient care at a medicalfacility or continuing treatment by a
licensed health care provider for a condition that either prevents the employee from performing
the functions of the employee’s job, or prevents the qualrf ied family member from participating in
school or other daily activities. Subject to-certain’ conditions, the continuing treatment
regquirement may be met by a period of mcapaolty “of more than three consecutive calendar days
for an incapacity that requires at Ieaet two .visits t0 a health care provider or one visit and a
regimen of continuing treatment, or mcapaclty due to pregnancy, or incapacity due to a chronic
condition. The first freatment must be W|thm 7 days of the first day of incapacity, and the two
treatments must occur within 30 days of the first day of incapacity unless there are extenuating
circumstances. Treatment by a health care provider means an in person visit.

A Qualifying Exigency : clude short notice deployment, attending certain military events,
arranging for alternative chlldcare addressing certain financial and legal amangements,

aftending certain counsellng sessions, rest and recuperation, attending post-deployment
reintegration bneﬂngs and additional activities.

injured Servic Member Leave/Additional Military Family Leave Entltlement

This leave is_ in ad? tion to the basic FMLA leave entitlement discussed herein. An eligible
employé exgg%s the spouse, son, daughter, parent or next of kin of a covered service member
is. entitle ,’(o take up to 26 weeks of leave during a single 12 month peried to care for the service
member with a serious injury or illness. Leave to care for a service member shall only be
available during a single 12 month period and when combined with other FMLA-qualifying leave,
may not exceed 26 weeks during the single 12 month period. The single 12 month period
begins on the first day an eligible employee {akes leave to care for the injured service member.

A covered service member means a member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical ireatment, recuperation, or therapy, is
otherwise in outpatient status, or is on the temporary retired list, for a serious injury or iliness;
and veterans who are undergoing medical treatment for a serious injury or illness sustained in
the line of duty and who were members of the armed forces within five years preceding the
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need for such treatment. A member of the Armed Forces would have a serious injury or illness
if hefshe has incurred an injury or iliness in the line of duty while on active duty in the Armed
Forces provided that the injury or illness may render the service member medically unfit to
perform duties of the member’s office, grade, rank or rating.

Duration of Leave Eligible employees may receive up to 12 workweeks of unpaid leave during
any “rolling” 12 month period, measured backward from the date of any family or medical leave.
Family and medical leave involving the birth or placement of a child for adoption or foster care
must be concluded within 12 months of the birth or placement. Each time an individual takes
such a leave, the individual's remaining entitlement would be any balance of the .12 weeks
which has not been used during the immediately preceding 12 months. When both sﬁo;ﬁ’ke‘é are
employed by the City, they are entitled to a total of twelve weeks of leave (rather.than {2aveeks
each) for the birth or placement of a child. o

In addition, as outlined above, an employee may be entitled to an addgional 14 weeks to care
for an injured service member. o

Eligible employees may take family and medical leave intermitteptly —which-means taking leave
in blocks of time, or by reducing one’s normal weekly or daily work schedule — whenever it is
medically necessary to care for a seriously ill family member, because the employee is sefiously
il and unable to work, for qualified exigency leave or for military caregiver leave. Intermittent
leave is not permitted for the birth of a child or plz-alceme%rg\‘r‘;:31c a child for adoption or foster care.

g,

No Work While on Leave — working for an§fher emp‘i’d?er or taking another job while on
family/medical leave or any other authorized$Jeave of absence is grounds for immediate
termination, to the extent permitted by law. . <

A
Pay and Benefits - time off during the FMLA Leave will be unpaid. The individual’s coverage
under the City’s group health plan will be maintained during the leave. Vacation and personal
time for non-exempt employees will nofaccrue during the FMLA Leave.

Health Benefits zx%ggible employees and (if applicable) their families remain eligible to
participate as employees under the group health plan during one’s family and medical leave.
This coverage will beﬁfﬁ?bvidemfzthe employee or the emplcyee's family was covered under the
plan before the Iga%e“%‘ir’gé taken and on the same terms as if the employee had continued to
work. Under this leave-the employee can continue to maintain medical insurance coverage at
regular employge rat"éswt‘iy paying the employee’s share of health plan premiums while on leave.

If the employe€ichooses not to retumn to work for reasons other than a continued serious health
condition of the employee or the employee’s family for a circumstance beyond the employee’s
control,. the City will require the employee to reimburse the City the amount it paid for the
em“ployé’ejg health insurance premium during the leave period.

% .

Job Restoration Upon returning from a family and medical leave, eligible employees
will normally be restored to their original job, or to an equivalent job with equivalent pay,
benefits, and other employment terms and conditions, the same as if they had not taken the

leave of absence. The purpose is for employees to be in as good a position as they would have
been if they had not needed to take this leave.

In addition, use of family and medical leave cannot result in the loss of any employment benefit

that employees earned or were entitled to before using family and medical leave.
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The exception to this is situations where job restoration of key employees will cause substantial
and grievous economic injury. [n such situations, the City will notify employees if they qualify as
“key employees” if it intends to deny reinstatement, and of their rights in such instances.

Notice of Eligibility For and Designation of FMLA Leave

Employees requesting FMLA leave are entitled to receive wriiten notice from the City telling
them whether they are eligible for FMLA leave and, if not eligible, the reasons why they are not
eligible. When eligible for FMLA leave, employees are entitled to receive written notice of their
rights and responsibilities in connection with such leave; the City designation of leave a%s\\gMLA
qualifying or non-qualifying, and if not FMLA qualifying, the reasons why; and the amount of
leave, if known, that will be counted against the employee’s leave entitlement,, The City will
provide the employee with the Depariment of Labor (DOL) Notice of Eligibility andF
WH381 (http://www.dol.gov) and provide a written response to the employee’s request for FMLA
leave using the DOL Designation Notice Form WH-382 (http://www.dol. qov) ' ”’%

The City may refroactively designate leave as FMLA leave with agpropnate wrltten notice to
employees provided the Cltys failure to designate leave as FMLA—qugilfylng at an earlier date
did not cause harm or injury to the employee. In ali cases where leaves qualify for FMLA

protection, the City and employee can mutually agree that Ieave be retroactively designated as
FMLA.

Employee Obligations A

Provide Notice — Empioyees who take FMLA Ieave must prowde 30 days advance notice of the
need to take FMLA leave when the need is foreseeab[e When 30 days notice is not possible,
or the approximate timing of the need for leave is not foreseeable, employees must provide the
City with notice of the need for leave as soon as practicable under the facts and circumstances
of the particular case. Employees who-fail fo give 30 day notice for foreseeable leave without a
reasonable excuse for the delay, or otherwise fail to satisfy FMLA notice obligations, may have
FMLA leave delayed or demed 47

Notice Content — Employeesvmust inform the FMLA Coordinator of the need for FMLA-
qualifying leave and the antlmp‘éted timing and duration of the leave, if known. Employees may
do this either by requésting FMLA leave specifically, or explaining the reasons for leave so as fo
allow the City to dgtenhine that the leave is FMLA-qualifying.

Calling in sick withéut‘providing the reasons for the needed leave will not be considered
sufficient notice for FMLA leave under this policy. Employees must respond to the City's
questi ns determlne if absences are potentially FMLA-qualifying.

If %pl ees’“fail to explain the reasons for FMLA leave, the leave may be denied. When
emplo@ee§ “seek leave due to FMLA-qualifying reasons for which the City has previously
provided FMLA-protected leave, they must specifically reference the qualifying reason for the
leave or the need for FMLA leave.

When Requesting Intermittent or Reduced Schedule Leave — When requesting intermittent
or reduced schedule leave for planned medical treatment for the employee or a family member,
including during a period of recovery from a serious health condition or to care for a covered
service member, employees must consult with the City and make a reasonable effort to
schedule treatment s0 as not to unduly disrupt the City operations, subject to approval from the
health care provider. Employees must consuit with the City prior to the scheduling of treatment
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to work out a treatment schedule that best suits the needs of both the City and the employees,
subject to the approval of an employee’s health care provider. If employees providing notice of
the need to take FMLA leave on an intermittent basis for planned medical treatment neglect to
fuffill this obligation, the City may require employees to attempt to make such arrangements,
subject to the approval of the employee’s health care provider.

The City may temporarily transfer employees during the period that the intermittent or reduced
leave schedules are required to alternative positions with equivalent pay and benefits for which
the employees are qualified and which better accommodate recurring periods of leave™®

£
When employees seek intermittent leave or a reduced leave schedule for reasons u‘ﬁréli:% to
the planning of medical treatment, employees must advise the City of the rea's‘on%why 'such
leave is medically necessary, upon request. In such instance the City and employee shall
attempt to work out a leave schedule that meets the employee’s needs wnthot?f‘ sunduly disrupting
the City operations, subject to the approval of the employee’s health carg prowder

Submit Medical Certifications

Depending on the type of FMLA leave sought, employees may, be required to submit medical
certifications supporting their need for FMLA leave. The certifieations may include an initial
certification, a re-certification and a return to work/itness for duty ce%ﬁlf cation.

-&'v
””\9

It is the employee's responsibility to provide the City with tlmely complete and sufficient medical
certifications. Whenever the City requests employees to pgowde FMLA medical certifications,
the employee must provide it within 15 calendar, days after the request unless it is not
practicable to do so despite an employee's dlligent%ood faith efforts. The City shall inform
employees if submitted certifications are mcomplete or insufficient and provide employees at
least seven calendar days to cure defi C|enc:|eS; The City will deny FMLA leave to employees
who fail to timely cure deficiencies “or othenmse fail to timely submit requested medical
certifications. _ Y
& .

With the employee’s permissiééni%t e City (through individuals other than the employee’s direct
supervisor) may contact employee's health care provider to authenticate or clarify completed
and sufficient medical certifications. If employees choose not to provide the City with
authorization allowing it to e[anfy or authenticate certifications with heaith care providers, the
City may deny FML:Axleave if eertifications are unclear. In its sole discretion, the City may waive
its right to receive TlmeI? complete and/or sufficient FMLA medical certifications.

o

Initial Medm_a?Certﬁmaﬂons — Employees requesting leave because of their own, or a covered

relative's™ set s%h’ealth condition, or to care for a covered service member, must supply
medl%al certif Qgtlon supporting the need for such leave from their health care provider or, if
applicable, the ealth care provider of the covered family or service member. The certification
must state the date when the serious health condition commenced; probable duration of the
employee or family members condition or the estimated period of time during which the
employee will be needed to care for the family member; and all appropriate medical facts upon
which the opinion is based. Medical certification for employee’s serious health condition will be
provided using the DOL Certification of Health Care Provider for Employee’s Serious Health
Condition Form WH-380-F (http:/iwww.dol.gov/). Medical certification for the family member’s
serious health condition will be provided using the DOL Certification of Health Care Provider for
Family Member's Serious Health Condition Form WH-380-F (hitp://www.dol.gov/).
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if the employee has provided 30 day notice of the need for leave, certification should be
submitied before the leave begins. A new initial medical certification will be required on an
annual basis for serious medical conditions lasting beyond a single leave year.

Certification must be provided within 15 calendar days of the request, unless not feasible under
the circumstances. Failure to provide timely certification will result in denial of leave until the
certification is provided.

The City may require a second medical opinion by an independent physician of its choice (and,
in some cases a third opinion by a mutually agreeable physician) at the City’s expense as a
condition of the granting of FMLA Leave based on a serious health condition.

% %@
Ieave the

giving‘rise to the
need for leave. The City will notify employees if recertification is (e%llrgd; and will give
employees at least 15 calendar days to provide medical recertification. S

Medical Recertification — Depending on the circumstances and duration of F
City may require employees to provide recertification of medical conditio

Keeping in contact with the City while on a FMLA Leave is important %In&ividuals are required to
contact the Human Resources at least every 14 days regarding the expected length of the leave
and when he/she intends to return to work. The City may reqmre re-certification by the
individual's health care provider every 30 days to support contlnuatlon of a leave based on a
serious health condition. “ oS
e \é"\

Certifications for Military Family Leave (Exiﬂency) — When employees seek leave due to
qualifying exigencies arising out of the active duty or call to active duty status of a covered
military member, the City may require employees to*provide: 1) a copy of the covered military
member’s active duty orders or other documentation issued by the military indicating the
covered military member is on active “duty or cali to active duty status and the dates of the
covered military member’s active duty service; and 2) a certification from the employee setting
forth information conceming the nature of the qualifying exigency for which leave is requested.
Employees shall provide a copy of new active duty orders or other documentation issued by the
military for leaves arising out ofa different active duty or call to active duty status of the same or
a different covered mHﬂarymemb@er

When leave is takenzto&care for a covered service member with a serious injury or illness, the
City may require employees to obtain certifications completed by an authorized health care
provider of the covered service member. This certification will be provided using the DOL
Certificatiof{for- Serious Injury or lllness of Covered Service Member Form WH-385
(hitp:/Aww. ollqow)” In addition, and in accordance with the FMLA regulations, the City may
reques Q@at the certification submitted by employees set forth additional information provided by
the e %oye yestand/or the covered service member confi irming entittement to such leave.

Retlirn to%NorkiFitness for Duty Medical Certifications

Certification to return to work - Before returning to work, an individual who has been on
FMLA Leave because of the individual's serious health condition must provide a certification
from the individual’s licensed health care provider that the individual is able to resume work and

perform the essential functions of the job, with or without reasonable accommodation.
Reinstatement will be denied until the required certification is provided.

Returning to work - Upon completion of FMLA Leave, an employee will be restored to the
position held when the leave began, or to an equivalent position with the same or substantially
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equivalent position with the same or substantially similar benefits, pay and working conditions,
Reinstatement to the same position with the same benefits may not be available in such a case

where the employee’s position or benefits change or have been eliminated during the
employee’s FMLA Leave.

If an exempt employee is among the highest paid ten percent of the City’s employees and within
75 miles of his/her worksite, such an individual may be denied reinstatement if it would impose a
substantial economic injury to the City. The City will notify the employee if he/she is a “highly
compensated” employee, if the City intends to deny reinstatement, and of one’s rights in such
instances.

0 %
Failure to return to work - An employee who fails to return to work after the explrat[o of FMLA
Leave will be considered a voluntary resignation. The City may recover from the employee the
cost of any payments made to maintain the individual’s health care coverage during the leave,
unless the failure to retumn to work was due to reasons beyond the employee § control.

EA

General Rules of Leave S

Employees may elect to use or the City may require employee to use a%sg accrued paid time
while taking unpaid FMLA Leave. The substitution of paid time for ‘unpaid FMLA leave time
does not extend the length of FMLA Leave and the paid tlme wull run concumrently with an
employee's FMLA entitlement.

A3

oy
Upon written request where allowed by law, the City.will allow employees to use accrued paid

time to supplement any paid benefits the empioyee i%s%recelvmg while on leave.

L e

disability leave plan (e.g. sick and accident) or
X %chrrenﬂy with any FMLA Leave entitlement.

Leaves of absence taken in connection with’:
worker's compensation injuryfiliness shall run

Vacation and personal time for non-exempt employees will not accrue during the FMLA Leave.

Employees will be subject to. iﬁnﬁediate termination of employment for:
1. Failure to return to work as scheduled followmg the end of a medical or family leave;
2. Failure to return'to work within the maximum time allowed for a leave;
3. Providing fale or. - misleading information or omitting certam information in connection
with a family’ gr ‘medical leave;
4. Workmg for any other business or entity unless prior approval is given by the City
Manager inwriting;
5. Failure to_provide any periodic updates required by the City; or,
6. qulatlon ‘of any of the City’s rules and regulations relating to a family or medical
leave (or any other policy).
o % @
Intent to Return to Work From FMLA Leave
On abasis that does not discriminate against against employee on FMLA leave, the City may require an

employée on FMLA leave to report periodically on the employee’s status and intent to return to
work.

411 COBRA

There is a Federal law called COBRA (Consclidated Omnibus Reconciliation Act} which
requires the City to offer employees and/or their dependents the opportunity to continue their
own health care and dental care benefits when certain events occur that would terminate
participation under the plan. The City does not pay any COBRA costs.
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Initial notice of continuation coverage rights under COBRA

For employees covered by one of the City’s health care plans ({the Plan), this notice contains
important information about the employee’s right to COBRA continuation coverage, which is a
temporary extension of coverage under the Plan. The right to COBRA continuation coverage
was created by the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA).
COBRA continuation coverage can become available to employees and to other members of
their family who are covered under the Plan when the employee would otherwise lose their
group health coverage. The purpose of this notice is to generally explain COBRA continuation
coverage, when it may become available to the employee and their family, and -what the
employee needs to do to protect the right to receive it. This notice gives only a sUm%gw of
COBRA continuation coverage rights. For more information about rights and obligatioﬁ\s}under
the Plan and under Federal law, review the Summary Plan Description which & ‘r”i’?g?e@obtained
from the Plan Administrator. The Plan Administrator contact is the City Manager, 210 State
Street, Charlevoix, Michigan, 49720, (231) 547-3270. The Plan Administra{fgor is:responsible for

administering COBRA continuation coverage. e %

COBRA continuation coverage is a continuation of Plan coverage ”ﬁﬁ%en coverage would
otherwise end because of a life event known as a “qualifying &%evé*“n%’ Specific qualifying events
are listed later in this notice. COBRA continuation coverage mustibe offered to each person
who is a “qualified beneficiary.” A qualified beneficiary is .sopieone who will lose coverage
under the Plan because of a qualifying event. Depending on the type of qualifying event,
employees, spouses of employees, and dependent E%ildren of employees may be qualified
beneficiaries. Under the Plan, qualified beneficiaries who elect COBRA continuation coverage
must pay for COBRA continuation coverage. '

& N s §€§

An employee will become a qualified beneﬁbiary if the employee will lose his/her coverage
under the Plan because either one of the\wfol\l\p\_ig]ng qualifying events happens:

1. Hours of employment are reduced, ‘or

2. Employment ends for any reason other than gross misconduct.

The spouse of an emplq@lge';&yill become a qualified beneficiary if hefshe will lose coverage
under the Plan because any oj'fh\e following qualifying events happens:

1. Spouse dies; . ¥ ~

2. Spouse’S$thours of employment are reduced;

3. Spouse’s employment ends for any reason other than his/her gross misconduct;

4. Spouse becomes enrolled in Medicare (Part A, Part B, or both); or

5. ‘Divorced or%fegally separated.

g, i

%c
dren will become qualified beneficiaries if they will lose coverage under the Plan

Depedenf chilg
becausg any of the following qualifying events happens:

The parenf-employee dies;
«2. The parent-employee’s hours of employment are reduced;
3. The parent-employee's employment ends for any reason other than his/her gross
misconduct;
The pareni-employee becomes enrolled in Medicare (Part A, Part B, or both);
The parents become divorced or legally separated; or
The child stops being eligible for coverage under the plan as a “*dependent child.”

oo

The Plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan
Administrator has been notified that a qualifying event has occurred. When the qualifying event
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is the end of employment or reduction of hours of employment, death of the employee, or
enroliment of the employee in Medicare (Part A, Part B, or both}, the City must notify the Plan
Administrator of the qualifying event within 30 days following the date coverage ends.

For the other qualifying events (divorce or legal separation of the employee and spouse or a
dependent child’s losing eligibility for coverage as a dependent child), the City must notify the
Plan Administrator. The Plan requires the employee to notify the Plan Administrator within 60
days after the qualifying event occurs. Notice must be sent to: City Manager, 210 State Street,
Charlevoix, Michigan, 49720, (231) 547-3270. S

Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA
continuation coverage will be offered to each of the qualified beneficiaries. For,8ach qualified
beneficiary who elects COBRA continuation coverage, COBRA continuation cove%ge will begin
on the date that Plan coverage would otherwise have been lost. %,

¥
COBRA continuation coverage is a temporary continuation of coverage.«When the qualifying
event is the death of the employee, enroliment of the employee in I%edmare (Part A, Part B, or
both), divorce or legal separation, or a dependent child losing eligi llltf%s a dependent child,
COBRA continuation coverage lasts for up to 36 months.

§ e
When the qualifying event is the end of employment or Ieductlon of the employee’s hours of
employment, COBRA continuation coverage lasts for up tG'; 8'months. There are two ways in
which this 18 month period of COBRA continuation goverage c¢an be extended.

1. If the employee or anyone in his/her family covered under the Plan is determined by the
Social Security Administration to be disabled*at any time during the first 60 days of
COBRA continuation coverage and {fie employee notifies the Plan Administrator in a
fimely fashion, the employee¢and hv%lher entire family can receive an additional 11
months of COBRA contlnuatlorﬁcoverage for a total maximum of 29 months. The
employee must make sure that the Plan Administrator is notified of the Social Security
Administration’s determination within 60 days of the date of determination and before the
end of the 18 month period of COBRA continuation coverage. This notice should be
sent to: City Manager 210 State Street, Charlevoix, Michigan, 49720, (231) 547-3270.

2. If the employees farnllygexpenences another qualifying event while receiving COBRA
continuation age; the spouse and dependent children in the employee’s family can
get addltl%al nths of COBRA continuation coverage, up to a maximum of 36 months.
This extension is available to the spouse and dependent children if the former employee
dies, enrolls in Medicare (Part A, Part B, or both), or gets divorced or legally separated.
The‘f»ezst@ﬁéhgiogg is also available to a dependent child when that child stops being eligible

_under,the.Plan as a dependent child. In all of these cases, the employee must make
urethat the Plan Administrator is notified of the second qualifying event within 60 days
e%econd qualifying event. This notice should be sent to: City Manager, 210 State
Stre‘Et, Charlevoix, Michigan, 49720, (231) 547-3270.

The employee must keep the Plan Administrator informed of any address changes for the
employee and his/her qualified beneficiaries.

Questions about COBRA continuation coverage should be directed to the City Manager, 210
State Street, Charlevoix, Michigan, 49720, (231) 547-3270 or an employee may contact the
nearest Office of the U.S. Department of Labor Employee Benefits Security Administration
{EBSA), the addresses of which can be found at www.dol.gov.
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It is imperative that an employee notify the City immediately of any of the above changes that
the City wouid not already know about, such as divorce or dependent child eligibility. Additional
information will be provided at that time with instructions regarding application, payment, and
deadlines.

SECTION 5. SAFETY POLICIES

5.1 EQUIPMENT ®
Employees should operate machinery only when they have been instructed in its safeause. This
includes all City vehicles, powered grounds keeping equipment, and power tools. Employees
are expected to report all equipment damage, defects and/or problems to their $u Jervisor as
soon as possible so that appropriate repairs are made. & “”

5.2 PROTECTIVE DEVICES

Protective devices such as safety glasses, hard hats, and other safety*eqmpment are provided
as required to regular employees and must be worn as reqUIred %

Proper goggles will be provided and must be worm when grlndlng, chlpplng welding, solvent
cleaning, or domg any work where flying particles may cause mJury to the eyes. Safety glasses
are REQUIRED in the shop (MUST be OSHA approved) If thefemployee wears prescription
glasses, hefshe MUST have OSHA approved prescrlp’non lenses and sude Shle|dS or wear
safety glasses over his/her prescription glasses Lo

Disposable hearing protection is provided updn request and non-disposable types may be
available by special request. B

& AN
Leather shoes which have low heels, riubber heels and soles, or any other common shoe that
enclose the feet are required in the show“\pk However, tennis shoes are not aliowed for sheet
metal shop personnel. Steel-toed work shoes are encouraged for all sheet metal shop
personnel or persons workmg around any type of power equipment.
oo, A :

Seasonal emp!oyees shall be required to wear protective (steeltoed) footwear in any City
department that requires thé” sdme of regular employees and/or if the seasonal employee is
engaged in lawn- ong weed whipping, or any other activities which may cause injury to feet.
The seasonal emp oyee is responsible for providing their own protective footwear and will be
forbidden from perforrmng any task that requires same until appropriately protected. All other
required sa%fgt eqqlpment for the seasonal employee will be provided by the City.

5.2 (a) "PROTECTIVE DEVICE REIMBURSEMENT
The Clty will reimburse a fulltime regular employee for the cost incurred for the “safety lens
optlon (?nust provide a doctor receipt specifying the additional cost of the safety lens) if the
employee is required to wear safety glasses and the department head has determined “generic”
non-prescription glasses are not appropriate.

The City will pay an annual flat amount to full-time regular employees required to wear safety
shoes.
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5.3 REPORTING ACCIDENTS, INJURIES, AND SAFETY VIOLATIONS

All accidents involving City employees or City vehicles must be reported to the employee's
department head and then to the Treasurer, and an incident report completed on each accident.
It is especially important to complete an incident report if there is damage to property or any
possible indication of liability on the part of the City, its employees, or its agents.

In case of any injury, NO MATTER HOW SLIGHT, the injury must be reported to one’s
supervisor of a manager immediately. An employee should not treat one's own or a co-workers
injuries or remove foreign particles from the eye, unless under emergency circumstances.
Failure to report injuries promptly may exclude the employee from benefits to which he/she may
otherwise be entitled. )

The City's number one priority is to create the safest working environment\for% xggmployees
The City is committed to fully investigate any and all claims of safety violations® The City
expects all employees to immediately report any safety violation to his/her supervisors. Failure
to do so endangers not only the employee but co-workers. %Q

"‘i’%\,

54 HAZARDOUS MATERIALS
All pertinent information concerning chemicals used by the Clty is mci%ded in a Material Safety
Data Sheet (MSDS) located in a notebook in City Hall and at appropriate City buildings. The
City's written Hazard Communication Program is also included in the MSDS notebook.

5.5 SAFETY RULES
It is the policy of the City to provide and maintain safe worklng condifions, to follow operating

practices that will safeguard all employees, and fo créate safe working conditions and efficient
operations. i

A
The City expects all employees to be ééfefy conscious and to assist in finding conditions at work
sites and offices that might cause an accmlent If the employee notices or suspects unsafe
conditions, he/she should notlfy ‘one’s supervisor or a manager immediately.

(1) Horseplay (including throwing of objects or water), and practical joking can result in
serious injuries ‘orcdeath and are strictty prohibited and punishable. Yelling,
whistliing, loud radioplaying or any other kind of confusion that could cause a delay
in calling for assustance is not allowed.

(2) Equipment isto be used only for its intended purpose.

(3) Poor housekeeplng can be the cause of accidents, wasted material, and wasted
time. Malnfaln clear aisles, stack material neatly and solidly, return tools and
‘equipme t to their proper storage places, and keep floors clean and clear of debris.
QtalnNa s and exits must be clear at all times.

Report any irregularity in equipment immediately to one's supervisor or a manager.

6 NOT operate until inspected and/or repaired.

(5) ﬁ(eep tools and equipment in clean, good condition and ensure that they are properly
positioned to avoid slipping.

{6) Do NOT use chairs or stools to stand on. Use approved ladders; ensure that they
are properly positioned to prevent slipping.

(7) When repairing any power equipment the employee must be authorized to work on
such equipment and follow proper lockout and blocking procedures.
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City of Charlevoix
Employee Handbook
APPENDIX A

Molion by Councilmember Cole, secend by Councilmember Stevens, 1o approve Resolution 2009-06-03 as follows:
CITY OF CHARLEVOILX
RESOLUTION NO. 2009-06-03
ESTABLISHING CODE OF ETHICS AND CONFLICT OF INTEREST POLICY

Recitals

WHEREAS, Ihe Cily Council recognizes Lhal it is lhe ulmosl imporlance to fosler public confidence in the decisions made by the
City Council, s -

WHEREAS, public confidence in the decisions of city govemment is enhanced when public officials avoid both actual conflicts of
interesl and the appearance of conflicls of inlerest; B
2 S S
WHEREAS, the establishment of a Code of Ethics and Conflict of Interest Policy for the City Council W|II prowde assislance so that
silualions can be avoided which could negalively impact public confi dence in the Clt',u' and,n those persons who aclon
behall of the Cily in the performance of lheir dufies or jobs; and g, ¢

WHEREAS, Ihe Cily Council desires to adopt a Code of Ethics and Confllcl of Interesl Policy for the City by lhe adoption of this
resoluion.

5

Resolutig%

NOW, THEREFORE, BE IT RESOLVED Lhal lhe Charievw; City 00@”91 eslablishes the following Code of Ethics and Conflict of
Interest Policy for the persons who act on t;ghalf of the City as specified in this resolution:

DEFINITIONS
u e N

*Council Members” shall mean members of lhe Charlevoix Cily Council.

“City Employees” shall mean the CJty Manager the Clty Clerk, all department heads and all other full-time or part-time employees of
Lhe Cily. .

& &
*City Representatives” shall ‘Tnean‘fCouncil Members, City Employees, persons serving on any boards or commissions of the City
and any other person who is efficially. authorized lo act on behalf of the City.

“Immediate Famlly
residing in the same h

ember” shall mean a spouse, child, spouse of a child, or a parent of the employee as well as a person who is

*Official Dulies™ shall mean work performed as a Cily Employee in the course of that person's employment for the City as well as
any duty“or acl performed by an elected or appointed City official, a Council Member, or a member of any Cily board or commission
when suchzduty or act is performed in the course of Lhal person's service fo the City.

% N CITY OF CHARLEVQIX CODE OF ETHICS AND CONFLICT OF INTEREST POLICY

.
Y

1. When performing Official Dulies, City Representatives shall lreal members of lhe public with respect and faimess.

2. City Representatives shall discharge Lheir Official Duties in accordance with prescribed conslilutienal, slalulary, and
regulatory procedures and shall apply the laws and policies of the City in an evenhanded manner without parliality,
favoritism, or dishonesty, and not for personal gain or benefil.

3. Cily Represenlalives shall rol divulge any unauthorized personal or confidential information acquired in Lhe course of

Iheir Cfficial Duties in advance of lhe Bme prescribed lor ils authorized release to the public. Confidential legal advice or
opinions, such as written opinions from the Cily atlomey, are prolecled by altomey-clienl privilege. The Cily is the clienl
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{and nol individual Council Members or City Officials). Accordingly, a majority of the City Council should decide when
confidential legal information is released.

4.  City Represeniatives who acquire confidential informalion in the course of their duties thal is nol available al the time to
lhe general public shall not use such informalion fo further their private inleresls or the private interests of another
person.

5. City Represenlalives shall nol represenl Iheir personal opinions as that of the City or the committee, commission, or
board on which they serve, unless expressly authorized lo do so.

6. Cily Representatives shall not, direclly or indirectly, make use of or pemmit others lo make use of Crty property,
equipment, vehicles, or supplies of any kind for personal gain or benelit.

B
7. City Representatives shall nol, directly or indirectly, sclicit or accept any gift or a loan of money, goods, senric,e%or other
thing of value which tends to influence or creates the appearance that it influences the manneg. in which lhey perform
their Official Dulies or is intended or has the appearance of being inlended as a reward for the performanoe of any

Official Dut: 3
. iy e

8.  City Representatives shall nol engage in or accept employment or render services Lhat are mco% at
the discharge of their Official Duties or hal tends lo impair Lheir |ndependence of |u3gmen
Dulies. e

ible or in conflict with
discharging lheir Official

9. Except as peymitted under the Cenlracts of Public Servants wilh Public Entities Act, MCL 15.321, et seq. {also mentioned
in paragraph 10 below), City Representatives shall not, directly or igrecﬂy, salicit or be a parly 10 a coniracl between
themselves and Lhe Cily and shall nol solicit a conlract befween antentity in which lhey have a financial or personal
interest and the Cily. A

A

10. Al persons involved in a proposed contract with the City s&ﬁalL cbrnply with the Conlracls of Public Servants with Public
Entities Act, MCL 15.321, ef seq. In addition to thé reqmremenls ¢f lhe slalule cled above, the following requirements
must be met:

a.  No Council Member shall vote on a Cily-retated project when lhe Council Member has a reasonable likelihood of
obtaining a financial benefit because of e project. This includes by way of example and not limilation, situalions in
which a Council Member will be ‘a hlddé%n lhe project or has a reasonable likelihood of being a subcontraclor on
lhe projecl.

b. When a City Emplc)ree ora member of the City Employee’s immediate family will be a party lo a proposed contract
wilh the Cily or'have & personal interest in a proposed contract with the Clty the department head who is seeking
approval of Ihe contract shall disclose these facts Lo the Cily Manager in writing {which includes email). The

" disclosure’ shall |d%nlrfy al pam&e to the conlracl and lhe nalure of lhe financial interest of the employee or the
employee’s lrnmed|ate Family Member, If the proposed contract may be approved by lhe City Manager pursuani fo
lhe Crty Code and the Cily Manager finds Ihat lhe proposed conlracl is in lhe best inlerests of the City, then the City

“Marniager may approve the contract and, as early as practical after its approval, shall inform the City Council in

“t'u(u the same information thal was provided lo Ihe City Manager as required above. In addition, the City
Manage shall explain to the City Council why the proposed conlract is in lhe best inlerests of the City. If the
proposad contracl is to be approved by Ihe City Council, Ihe City Manager (or the department head as directed by

w s, e City Manager) shall provide lhe same informalion lhal was provided lo the City Manager as required above. In
4, addilion, the City Council shall be informed why lhe proposed contract is in the best inlerests of the City.

subsidies, fixing of rates, issuance of permils or cedificales or olher regulation or supervision relating to any business
enfity in which they have, directly or indirectly, a financial or personal inlerest,

. When making discrelionary, adminislralive decisions City Representalives shall refrain from making statements or taking
any aciions oulside the formal decision-making process that would suggest they have prejudged the matler before them
or woukd in any way preclude them from affording the applicant and the public a fair hearing.

B. As permitted by law, a violation of these standards ol conduct may be grounds for the discharge of or other disciplinary aclion
against a City Employee, or for removal from a Council-appointed or a Mayoral-appointed position.

C.  This resolulion supersedes any prior resolulion or policy of five City regarding this subject matter.
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RESOLVED, this 15% day of June, 2009,

Resolution adopted by the following yea and nay votes:

Yeas: Gennelt, Kusina, Picha, Stevens, Campbell, Cole
Nays: None
Absent: None

CERTIFICATION

I, the undersigned, the Clerk of lhe Cily of Charlevobx, Charlevoix County, Michigan, do hereby cerlify thal the foregoing is a true and oompleie copy of a
resolufion adopled by the Gity Council of the City of Charlevoix, County of Charlevoix, State of Michigan, &t a regular meeling held on June 15, 2009:the original
of which is on file in my office and available Io the public. Public nofice of said meeting was given pursuant to and in full compliance with the Open Meeﬁngs Act,
heing Act 267 of the Michigan Public Acts of 1876, g “

Dated:

&
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City of Charlevoix
Employee Handbook
APPENDIX B

Motion by Councilmember Bob Timms, seconded by Councilmember Sherm Chamberain to approve 2006-03-01 as follows:

CITY OF CHARLEVOIX
RESOLUTION No. 2006-03-01
RESOLUTION ESTABLISHING )
SOCIAL SECURITY NUMBER FRIVACY PCLICY ’:%%
Al a regular meeiing of the Chartevoix City Council held in the Charevoix Cily Hall located al 210 Slate Streel, Michigan on March 6,
2008.

PRESENT: Council members Gabe Campbell, Sherm Chamberain, Shirley Gibson, Bill Haggard, Bob Tlmgls and%@ne Beer
ABSENT:  None

Recitals 3

WHEREAS, the Michigan Social Security Number Privacy Acl, Public Act 454 of 2004, MCL 445.81 etseq (the ") requires a person
who obtains one or more social security numbers in the ordinary course of business {!r]cludlng a local unil of govemment} to
creale a privacy policy conceming social securily numbers hal complies wilh e reqtii’r‘enm%@gﬁf Ihéé?\ci' and

WHEREAS, the Charlevoix City Coundil desires to comply wilh Ihe Acl and hereby creales e following Social Security Number Privacy

Pdlicy.

Resolution SN

NOW, THEREFORE, BE IT RESOLYED lhal the Charlevoix Cily Council herebyesiabhsh% fhe following Social Security Number Privacy
Policy for the City: N ﬁ%\y

1. Purpose:

The City of Charlevoix (lhe “Cily") is required by lhe Michigan Socral ecurily Number Privacy Acl, Public Acl 454 of 2004, MCL
44581 ef seq., (the “Act’) lo create a privacy policy concerning al security numbers fhat il possesses or oblains. ThIS
Privacy Policy, lherefore, sets forlh he City's policies and procedures regarding how social security numbers are obtained, stored,
Iransferred, used, disclosed and disposed. .

2. Policy:
It is the policy of the City to protechhe conﬁdenhallly of social security numbers oblained in the ordinary course of city business
{rom empioyees, vendors, conlractors ‘customers or olhers. No city official or employee shall knowingly oblain, slore, transfer, use,

disclose, or dispose ol a soclal securily number thal the Cily obtains or possesses, except in accordance with he Act and this
Privacy Policy.

e

3. Procedure: ¥
A.  Obtaining Soc|aI“Secunty Numbers. Social securily numbers should be collected only where required by Federal and state
law or as olherwl rmitted by Federal and slale law for legitimale reasons consislent wilh the Acl and this Privacy Policy.
Mhen the Cily obiéins a social security number, ihe individual fram whom the social securily is obtained shall be enlitted to
j gl'ge”‘purpose, intended use, whether the number is required 1o be provided by law, and the consequences of not providing

. “"%‘%ﬂ Legitimale reasons for collecting a social security number include, bul are not limiled to:
x T e Applicants may be required lo provide a social securily number for purposes of a pre-employment background check.

«  Copies ol sociadl security cards may be obtained for purpases of verifying employee eligibility for employment in
accordance with the immigration Reform and Control Act.

»  Social security numbers may be ablained from employees for tax reporling purposes (i.e., IRS Forrm W-4), for new hire
reporting or for purpases of enrollmenl in any Cily employee benefit plans.

«  Sodal security numbers may be obtained from creditors or vendors for lax reporting purposes {i.e., IRS Form 1089).

October 31, 2012
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= Social security numbers may be oblained to verify an individual's identity related to accounts, transactions and services
with Lhe Cily.

«  Social security numbers may be obtained to invesligate an individual's claim, credit, criminal, or driving history.
»  Social security numbers may be obfained fo defect, prevent, or deter idenlity Lheft or anolher crime.

= Social security numbers may be oblzined lo lawfully invesligate, collect, or enforce a child or spousal suppert obligafion
or tax liability.

B. Public Display. All or more than four sequential digits of a social securily number shall nol be publically displayed and shall
not be placed on identificalion cards, badges, lime cards, employee rosters, bulletin boards, permits, licenses o other
materials or documents designed lor public display. Documents, materials or compuler screens thal display agrmore than
four sequential digits of a social securily number shall be kept out of public view at all times.

@Y “ . %%

C. Account Numbers. Except as permitied by the Acl, all or more than four sequential digils of a social secl.lnly number shall

not be used as a primary account number for an individual.

D. Computer Transmission. All or more (han four sequential digits of a social security number shaII nol be used or ransmitied
on the Intemet or on a compuler system or netwosk and shall nol be used fo gain access to a oomputer systemn or network,
unless the connection is secure or the transmission is encrypled. .

E. Mailed Documents. City documenis containing all or more Lhan four sequential digils of a social security number shall not be
infentionally mailed to a petson, unless one of Lhe following exceptions apply. In addition, any document or informalion mailed
or olherwise senl o an individual shall nat have all or more Ihan four sequgntial digits of a social security number visible on or,
without manipulalion, [rom outside of the envelope or packaging.

{  Slale or Federal law, rule, regulation, or court order or nule aulhonzes permits, or requires thal & social security number
appear on {he document. < Y

%, :
(i} The document s sent as parl of an application or e'n‘rqgl\lc\!}gﬁt process initialed by the individual.

(i) The document is sent to eslablish, &bnﬁngl lhe status of, service, amend, or lerminate an account, contract, policy, or
employee or health insurance benefit or t0':co imn {he accuracy of a social security number of an individual who has an
account, conlract, policy, or employee or Qealth insurance benefil.

() The docurnenl or i
Informalion Act.

ation is 2 pubhc record and is mailed by the City in compliance with the Michigan Freedom of

{v) The docurnenl nr mformatlnn isa copy of a vital record as provided by law and is mailed to a person enfilled lo recsive
that record, %& @

{(vi) The dbwme lon or information is malled by or at the requesl of an individual whose social security number appears in
the documenf'or information or his or her parent of legal guardian.

{vu] Sta‘!},& or Federal law aulhorizes, permils or ofherwise requires the mailing of the document containing all or more than
o & “four seguenhal digils of the social securily number.
I ‘{N
sedom of Information Act. Where all or more than four sequenlial digits of a social security number are contained within a
%, docliment subject to disclosure under the Freedom of Information Act, the social security number shall be redacted or
.. atherwise rendered unreadable before the document of copy of a documenl is disclosed.

Storage. All documents conlaining social security numbers shall be stored in a physically secure manner. Social security
numbers shall nol be stored an compulers or other electronic devices 1hal are not secured againsl unauthorized access.

H. Retention and Access to Social Security Numbers,
()  Allrecords conlaining social security numbers (whether pariial or complete) will be maintained in secured files.

(il Al paper records containing social security numbers must be slamped *Confidential,” *Controlled Document,” or some:
similar idenlifying mark.

October 31, 2012
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(iiiy Only personnel who have a legitimale business reason will have access to records containing social security numbers,
The deparimenl heads having access to records containing social security numbers shali determine which other
persannel within Lheir depariments have a legilimale reason in the City's ordinary course of husiness lo have access to
such social security numbers.

(a) Employees whose jobs enlail reguiar access to records conlaining social security numbers shafl be trained in lhe
requirements of (he Acl and his Privacy Policy.

(b} Where a record containing a social security number is to be disseminated to persons outside of the Cily of
Charlevoix, to persons within the City of Charlevoix wha are nol autherized or (rained in lhe Act and Ihis Privacy
Paolicy, or where the social security number is not relevant to the purpose for which the record is being ‘shared, the
social securily number shall be redacled or otherwise rendered unreadable. '

{iv) Employees using records conlaining social security numbers will take appropriate steps o secure such records when nol
in immediale use. Such steps may include:

(@) Placing such records in a locked desk or file drawer when not in use.

rds o i%venl unatthorized

) %;‘_ x%p Sad

Lo

(b} Using password protection or screen-savers on computers and oompulenzed
access 1o or viewing of such recoids by others.

{v) Inactive records containing social security numbers will be retained in Stordance with the’ ‘fequirements of stale and
Federal laws and Ihen destroyed in a manner that continues to ensure this oonl"denhahty For purposes of this Privacy
Policy, "inactive records” are lhose where there is no longer a curment employee supplier or customer relationship.

. Disposal. Documents conlaining social security nurnbers shall be retaigpd in accordance wilh ihe requirements of state and
Federal laws. At such lime as documents conlaining social security numbers are disposed of, such disposal shall be
accomplished in a manner hal protects lhe confidentiality of lhe social security numbers, such as shredding.

J.  Unauthorized Use or Disclosure of Social Security hjﬁumbers The Cily shali take reasonable measures to enforce this
Privacy Policy and lo correct and preveni the reoccurrence of any Known violations. Any employee, who knowingly obtaing,
uses or discloses social security numbers for unlawful purposes or contrary to the requirements of this Privacy Policy shall be
subject lo discipline up to and including discharge. Addlllonally, cerlain violalions of the Act carry criminal and/or civii
sanctions. The Cily will cooperale with %@@pﬁale law énforcement o adminisiralive agencies in {he apprehension and
prosecufion of any person who knowmgly oblains, uses or discloses social security numbers through Lhe City for unlawfut
purposes. } .

x‘/?}""

4. Exceptions to Privacy Policy:

e‘m (

A Authorized Use of %lal Sef'unty Numbers. This Privacy Policy shall nol apply 10 the use of &l or mare than four
sequential digils of a soqal security number that is authorized or required by stafe or Federal law, by court order or rule, or
pursuant to leg%’l “discovery or process.

oW o

B. Agencies Authorized to Use Social Security Numbers. This Privacy Policy shall not apply io the use of all or more than
four sequential dlglls of a sodial security number by officers of the Charlevoix Cily Police and the City Atlomey as parl ol a

inal mvesllgatlon

T
yrized Disclosure of Social Security Numbers. This Privacy Policy shall not apply to the disclosure of all or more than
ww%ggu equential digits of a social security number to a tille IV-D agency, law enforcement agency, courl, or prosecutor as part of
acriminal investigation or prosecution.

E%OLVED this B day of March, 2006.

Resolulion adopled by (he following yea and nay voles:

Yeas: Campbell, Chamberfain, Gibson, Haggard, Timms, and Beer
Nays: None
Absent: None

RESCLUTION DECLARED ADOPTED.

CITY OF CHARLEVOIX

October 31, 2012 -
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CERTIFICATION

By:

MNorman Carlson, Jr., Mayor

i, the undersigned, the Glerk ol Lhe City of Charlevoix, Charlevoix County, Michigan, do hereby certiiy that the foregoing Is a frue and complete copy of a
resolution adapted by the City Gouncil of the City of Charleveix, County of Charlevoix, Stale of Michigan, al its regular meeling held on March 6%, 2006, the
original of which is on file in my office ang available to the public. Public nofice of said meeting was given pursuant to and in full compliance with the Open
Meelings Act, being Act 267 of the Michigan Public Acts of 1976,

Dated: Q7/03/0G

Oclaober 31, 2012

Carol A. Ochs, Clerk
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RECEIPT AND ACKNOWLEDGMENT PAGE
1. | hereby acknowledge receipt of the City of Charlevoix’s Employee Handbook.

2. | understand that it contains important information regarding my employment relationship
with the City, including current policies and benefits of the City, rights and responsibilities that |
have and those that my employer has, and that the policies contained in the Handbook apply to
me and my employment with the City of Charlevoix.

%,
3. | certify that | have read it in its entirety and understand the policies within it,{%ﬂ%that
they apply to my employment with the City. o
4, 1 understand that if | have questions about the Handbook or the pO|ICleS W|th|n it is my
responsibility to ask Human Resources or the City Manager about them. . .

S By
5. | agree to accept the policies, agreements, and rules as stated . m the Employee
Handbook.
%w%%

6. | understand that employment with the City is "at will", (unless [.am a member of a union

with a contract with the City) which means that either fhe' City or | may terminate the
employment relationship at any time, with or without cause; with.or without notice.

7. | understand that the management of the City reserves the right to change the policies,
procedures, and benefits described in this Employee andbook at any time with or without
notification. T e

8. | understand that this handbo{gk is é%&t%intended nor does it serve as an express or
implied contract of employment or a conf[\%\efct for benefits.

9. | understand that theéépellues‘descnbed in this Employee Handhook supersede all
previous policies, practices;” and. oral statements of anyone associated with the City, its’
predecessors, and its’ authq%zed%agents and that this Employee Handbook includes the
exclusive policies of the City.«.

T
B
o

10. | understand and’agree that this Employee Handbook is and remains the property of the
City, and that | will return it upon termination of my employment or upon the issuance of a new
Employee Handbook % ¥

1. |. understand that violation of any of the City's policies may result in immediate
termina oﬁ“at management's discretion.
& o
: . n&% -
A *#+ continued next page ***
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12. Unless otherwise expressly agreed in a written document signed by the City Manager
and the employee, which specifically makes reference to this Handbook, an employee shall be
an employee “at will” whose employment and compensation can be terminated with or without
cause, and with or without notice, at any time at the option of either the Employer or the
Employee. No employee or representative of the City, other than the City Manager has any
authority to enter into any agreement for employment for any specified period of time or to make
any agreement contrary to this provision. [f the City Manager changes my employment
relationship from an "employment-at-will' agreement, it may only be done in a writing signed by

him/her. o,
Date: Employee Signature: b
T g,
LB
Print Name:
The City of Charlevoix

210 State Street . :
Charlevoix, MI 49720 7 "%,%

Sy i
§ T
e

EMPLOYEE HANDBOOK
November 2012 .
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CHARLEVOIX CITY COUNCIL

AGENDA ITEM
AGENDA ITEM TITLE: Approval of Job Descriptions
DATE: November 19, 2012
PRESENTED BY: Rob Straebel, City Manager
ATTACHMENTS: Six Job Descriptions for Various City Positions*

BACKGROUND INFORMATION:

Job descriptions for all employees are approved by City Council. A review is done either on a periodic
basis or at the time the position becomes vacant. This review helps ensure the descriptions accurately
reflect the job duties, skills, knowledge, abilities, and requirements.

The Superintendent, WTP/WWTP job description currently has a bachelor's degree under requirements
with additional verbiage. The language that provides for “the equivalent of” in experience and
education has been clarified. This language is consistent in several other department head job
descriptions and provides for continued consistency as we continue our reviews.

The DDA Executive Director job description was recently updated and approved by the DDA Board.

The Executive Assistant job description has been reclassified as an Exempt position under the Fair Labor
Standards Act (FLSA). it was previously classified as non-exempt, thereby eligible for earning overtime.
The reclassification centered on the discretion and independent judgment regarding matters of
significance when performing her primary duty and is no longer eligible to earn overtime. The Human
Resource Assistant and the Department Administrative Assistant {Police) job descriptions are updates.
All three job descriptions have been refined to ensure greater accuracy in job responsibility.

The Utility Billing Clerk job description was originally approved by City Council in June 2009. In
September 2012, the Council approved a revised job description which included assessor support job
functions and titled the position Utility Billing Assessor Clerk., The assessor support functions and
resulting workload have yet to be completely defined. Therefore, we are seeking Council’s re-approval
of the Utility Billing Clerk 2009 job description until such time we can clearly determine job duties.

RECOMMENDATION: To adopt the six job descriptions as written.

* Superintendent Water Treatment Plant/Waste Water Treatment Plant, DDA Executive Director,
Executive Assistant, Human Resource Assistant, Department Administrative Assistant (Police), Utility
Billing Clerk
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CITY OF CHARLEVOIX

Title: Superintendent FLSA: Exempt
STATUS: Full-time, non-union
Department: WTP/WWTP

Reports To: City Manager

Date: November 14, 2012

Position Purpose and Objectives

Directs the safe and effective operation of the Water Treatment Plant (WTP), the
Wastewater Treatment Plant (WWTP), and the sewage pump stations (collectively, “the
facilities”). In addition, the Superintendent is responsible for portions of the water
distribution system and wastewater collection system.

Scope and Environment

The Superintendent must maintain a close working relationship with the City Manager
and City Council, Michigan Department of Environmental Quality (MDEQ), Street
Superintendent, the ratepayers, water distribution superintendent, and others affected
directly or indirectly by the operation of the facilities: He/she must present a positive
image of the City at all times. The Superintendent may be scheduled “on-call’ for
consecutive 24-hour periods and is required to maintain prompt response-time and
regular staffing of the facilities.

Essential Job Functions

s Develop and maintain written procedures such as process control strategies that
ensure proper operation of the WTP and WWTP. These procedures include
step-by-step direction of the sequence to be followed and documentation
required. For example, the process control strategies identify the purpose of the
unit process, the factors that affect the performance of the process, and the
vaiues (or range of values) that the operators will target. The strategies will also
discuss the interrelationships between the various unit processes.

e Develop plans and procedures to respond to mechanical malfunctions, water
quality, and the like. Decides remedial action in emergency situations.

» Develop, implement, and maintain a Quality Assurance / Quality Control (QA/QC)
program that meets all requirements of the MDEQ and which guarantees the
legal defensibility of the analytical results. Monitor operations for adherence to
established water purity standards.

« Analyze and evaluate operational data; initiates and directs operational changes
and practices.

« Prepare monthly reports sent to regulatory agencies, such as the State of
Michigan, to fulfill requirements of the permits under which the WTP and WWTP
operate. Write letters to the MDEQ that explain any violations or deviations from
approved practices.
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Implement a comprehensive maintenance management program that ensures
equipment operability and process flexibility. Maintain a system of recurring,
preventive maintenance work orders and documentation of all repairs that occur.

Prepare detailed budget recommendations (for review and approval by the City
Manager) that accurately reflect the anticipated costs for the proper operation of
the facilities. Prepare summary reports that allow a comparison of budgeted
costs versus actual costs. Prepare bids and requisitions for plant equipment,
materials, supplies, and services.

Organize and direct activities of personnel in the operation and maintenance of
water filtration plants, including scheduling shift crews and work requirements.

Revise and maintain a health and safety program that includes frequent training,
regular inspections, and timely documentation remediation of unsafe conditions
and unsafe acts.

Interview job candidates and recommend candidate(s) for employment. Evaluate
work of subordinates, issue commendations, and take disciplinary actions when
warranted, conferring with management as well as with union designee as
necessary.

At the City Manager's request, attend City Council meetings to explain details of
plant operations, violations of permit requirements, negative variances in
budgets, etc.

Maintain currency in field.

Knowledge, Skills, and Abilities

Possession of a bachelor’s degree (biology, chemistry, sanitary/civil/chemical
engineering, or related field preferred) and ten or more years of plant operations
experience in a similar-size facility (or equivalent in education and experience),
plus five or more years in a supervisory/lead capacity.

The Superintendent must hold a current Class B (or higher) Sewage Treatment
Works certificate.

Ability to obtain a Class F-2 {or higher) Water Treatment Works certificate.

A Class S-4 (or higher) a plus.

Ability o maintain licenses.

Ability to obtain a thorough knowledge of processes and equipment involved in
fresh water pumping and treatment, including basic chemical, bacteriological,
and biological processes.

Ability to obtain a comprehensive knowledge of maintenance needs of water
plant equipment and machinery.

Ability to obtain a comprehensive knowledge of state and federal water quality
requirements and standards.

Ability to obtain a Comprehensive knowledge of methods and techniques used in
the laboratory analysis of drinking water as well as knowledge of
current/emerging water treatment technologies.
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s Ability to maintain records, analyze data, understand and communicate complex
information orally as well as in written form (technical reports).
Ability to supervise union employees.
Strong interpersonal skills and the ability to maintain effective working
relationships with stakeholders.

e Possession of a Michigan driver’s license.

NOTE: This job description is subject to change with a change in the MDEQ plants
classification for the City of Charlevoix.

The information contained in this position description is intended to describe the general content and requirements for
successful perfformance of the job. It is not an exhaustive list of duties, responsibilities or requirements. Additional duties
and requirements may be assigned at the sole discretion of the City. Hence, the job description dees not constitute an
employment agreement between the employer and employee and is subject to change by the employers as the needs of
the employer and requirements of the job change. The position is an at-will position.

City Council Approval: December 5, 2011
Revised — City Council Approval:
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CITY OF CHARLEVOIX

Title: Executive Director, Downtown Development FLSA: Exempt
STATUS:  Full-time, non-union

Department: Downtown Development Authority (DDA)

Reports To: Downtown Development Authority Board
City Manager {daily supervision)

Supervises: Occasional coniract employee supervision may be required

Date: October 22, 2012

Position Purpose

Initiates and coordinates the downtown revitalization program for the City of Charlevoix.
Represents the Charlevoix Downtown Development Authority (DDA) to public and private
interest groups, assisting the DDA in developing, preserving, and promoting a consistent and
positive image of the City of Charlevoix.

Scope
The DDA, which is composed of the Mayor and eight mayoral appoiniees was organized on
April 19, 1982 and given the following responsibilities:

» to correct and prevent deterioration in the downtown development district

« to encourage historic preservation

« to create and implement development plans, and

» to promote economic growth.
Hence, the Executive Director operates in a highly visible and political environment in which
integrity, initiative, and strong communication and facilitation skills are essential.

Essential Job Functions
Work with the DDA Board to establish goals, priorities, and an annual operating budget that
support the DDA's mission.

Promote downtown Charlevoix as an ideal location in which to own and operate a year-round
business. Facilitate the retention of current downtown businesses. Conduct targeted
recruitment of existing region businesses and out-of-region businesses. Advance downtown
Charlevoix as an activity/ shopping destination via earned and social media, paid
advertisements and other efforts.

Collaborate with the Charlevoix Area Chamber of Commerce, Charlevoix Convention & Visitors
Bureau and other appropriate public and private entities to implement complementary multi-
pronged marketing campaigns and develop activities, promotions, and events frequenting and
showcasing the downtown area, e.g., the downtown tree lighting program.

Participate in negotiations for the acquisition, disposition, or lease of real estate for downtown
development projects.

Work with other department heads to initiate and manage select physical and infrastructure
improvement projects in downtown Charlevoix. Assist the DDA Board in selecting consultants
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through the development of requests for qualifications (RFQ) and requests for proposals (RFP)
in conjunction with City staff. Monitor projects' schedule, budget, and performance for the
Board.

Monitor local, state, and federal legislation and regulations relating to downtown development
and report findings, trends, etc. Work with appropriate local, state, and federal public agencies
and non-profit foundations to seek funding, write grants, etc. Assist in implementation of
award(s).

Maintain a comprehensive inventory of available buildings and sites in the downtown areas for
economic development purposes and respond to requests for information.

Act as ombudsman/mediator in downtown business owner disputes with city departments.

Carry out administrative actions to support the DDA, including but not limited to purchasing and
accounting duties and the preparation of agendas, reports, minutes, budget recommendations,
notices, and correspondence. Maintain DDA Office files and records.

Minimum Qualifications

» Bachelor's degree in public administration, public relations, government affairs,
business, or related field.

» Five years progressively responsible experience in business development and/or
marketing function (within a resort community environment preferred), including
experience with grant writing and the procurement process. Demonstrated initiative and
success in economic/community development.

e Knowledge of strategic planning, project management, public relations, citizen
participation focus groups, and progressive/creative management techniques.
Knowledge of land use planning, zoning, and development.

Customer service/citizen satisfaction orientation.

Strong written and oral communication skills, including interpersonal/public relations;
facilitation, collaboration, and negotiation skills. Must be able to work effectively with
business owners, contractors and vendors, local and state officials including Airport, City
and City Council staffs; FAA and MDOT representatives; and the general public.

Ability to network within the community and to maintain strong, credible contacts.
Professional demeanor and the ability to project a positive public image of the City of
Charlevoix.

Computer proficiency including MS Office (Word, Excel, PowerPoint, and Outlook).
Ability to meet deadlines.
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CITY OF CHARLEVOIX

Title: Executive Assistant FLSA: Exempt
STATUS: Full-time, non-union
Department: City Manager

Reports To: City Manager

Date: November 12, 2012

Purpose

Provides administrative and secretarial support to the City Manager and, as needed, to
the City Planner and other designated full and part time City executives, appointed
Council and Board members, and elected officials (Mayor/Clerk); coordinates City
services for event sponsor(s), and acts as one-stop point-of-contact for the public and
City employees on governmental matters. Incumbent promotes “people-friendly” image
of City.

Scope

Highly visible, stressful position of trust and public relations in resort-city, requiring
considerable knowledge of City operations as well as patience and tact when dealing
with visiting and resident publics and city, county, and state employees. Because the
City does not use voicemail, daily routine is subject to frequent interruptions. Incumbent
is on-call to respond to/coordinate resolution of event and other community service
issues. Frequently works proactively without supervision and exercising independent
judgment. Police Department Administrative Assistant acts as backup when incumbent
is not available for meeting packet preparation for City commissions and councils, as
well as other tasks as identified and agreed to between the City Manager and Police
Chief.

Duties

* Maintain calendar and make travel arrangements for city manager, city council,
mayor and other designated executives as necessary. Coordinate meetings with
attendees. Distribute meeting agendas and packages of materials.

s Screen mail for city manager, et al. Read and answer correspondence and/or
direct correspondence to appropriate departments, following up as necessary.

» Provide secretarial and clerical support to the city manager and designated City
executives, such as address mailings, records retention/vault storage, and
support to the Planning and Zoning Department and cross-checking census
figures and ward boundaries for the City Clerk.

« Coordinate office services, including office supplies, equipment repair, custodial
support, records control, et al for City Manager Office. Regularly interact with
postal, utility, and telecom representatives, et al.

e Coordinate collection and preparation of time- and content-sensitive special
studies and surveys (MSU benchmarking), solicitations (RFPs) and operating
reports, including the annual budget. Assist clerk office re: taking minutes of
meetings and/or coliect minutes via audio tape. Index and file minutes and other
City documents for efficient retrieval. Retrieve files as required.
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Maintain current information (manuals) about city operations and fees, often
involving continuous research and interaction with department and committee
heads: Departments—Police, Treasurer, Street, Fire & Ambulance, Electric and
Water, Wastewater Treatment Plant, Marina, Golf Course, Planning and Zoning,
Recreation Airport, and DDA; Commissions--City Council, Historic District
Commission, Downtown Development Authority, Planning Commission, Zoning
Board of Appeals, Shade Tree Commission, Housing Commission, and
Compensation Commission

Coordinate approximate!t)]r 24 scheduled and other various ad hoc events:
Venetian Festival, July 4" and Memorial Day parades, Snowmobile Fest, Easter
Egg Hunt, March of Dimes, Weddings, et al. Review events with sponsors to
identify service needs, including banners, traffic and police support, parking,
utilities, toilets, et al; meet with City department heads to ensure services can/will
be provided, and monitor event for fulfillment. Act as event point-of-contact for
internal and external problems, etc.

Coordinate the use of City conference and meeting rooms by external groups.
Act as one-stop point-of-contact for telephone inquiries and complaints. Drawing
upon knowledge of the City and of associated governments, respond to and
troubleshoot a wide variety of inquiries and complaints, often directing initiators to
appropriate internal departments or external jurisdictions. Follow up as
necessary to ensure quality of City servicefresponse received. Requests may
vary from “Freedom of Information” FOIA (as requested through FOIA officer),
resident request for a street number, to complaints about parking or broken street
lights.

Interpret administrative and operating peolicies and procedures as well as
applicable regulations for employees and public.

Monitor operating practices throughout city to recommend or create new or
revised systems and procedures. Recommend changes to improve workflow,
simplify procedures and/or reduce costs.

Maintain schedule of expiring contracts and documents.

Acting City Manager in absence of City Manager and Treasurer.

Minimum Qualifications

High school or GED plus some college. Associate’s degree or administrative
certification preferred

Comprehensive knowledge of administrative and clerical systems and
procedures as evidenced by a minimum of five years progressively responsible
related administrative and secretarial experience.

Previous experience working in a municipal and/or public service environment.
Excellent written and oral communication skills.

Customer service orientation and strong interpersonal skills. Experience dealing
with difficult people or experience in a public relations capacity preferred.

Strong organizational skills, including time-management.

Strong problem-solving skills.

The information contained in this position description is intended to describe the general content and requirements for
successful performance of the job. It is not an exhaustive list of duties, responsibilities or requirements. Additional duties
and requirements may be assigned at the sole discretion of the City. Hence, the job description does not constitute an
employment agreement between the employer and employee and is subject to change by the employers as the needs of
the employer and requirements of the job change. The position is an at-will position.

CC approved:
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CITY OF CHARLEVOIX

Title: Human Resources Assistant FLSA: Non-exempt
STATUS: Part-time, non-union
Department: City Manager

Reports To: City Manager

Date: November 12, 2012

Purpose

Responsible for developing, implementing, administrating, and maintaining the City’s
human resource programs and systems. Provides internal service and expertise to
ensure compliant and effective human resources: employment, benefits administration,
compensaticn, employee relations, and union negotiations.

Scope

A position of trust working with the City Manager, department heads, governmental and
external agencies and organizations to support union and non-union workforce of 182+
employees. Approximately 40% of workforce is seascnal. Considerable contact with the
public. Frequently works proactively without supervision and exercising independent
judgment. Majority of work is performed in an office environment but work is often
performed under stressful conditions. Function is heavily computerized.

Essential Job Functions

e Work closely with management to identify human resources needs: develop
related strategies, set departmental goals including workforce staffing, planning
and analysis.

e Develop and implement legally-compliani employment processes. Develop
diverse applicant sources. Post and/or advertise vacancies. Participate in
interviews as appropriate. Assist management in all aspects of hiring including
documentation of process, new hire processing, etc.

e Maintain job descriptions and compensation systems. Conduct competitive
analyses. Make recommendations to City Manager.

s Provide assistance to management regarding employee relations, coaching,
resolving conflict, following City/union grievance process, interpreting employee
handbook and union contracts, and administering performance evaluations.

o Work closely with Treasurer regarding payroll, unemployment claims, and
budgeting. Represent City in unemployment hearings.

» Serve as a member of the collective bargaining team, working closely with the
team to research various proposals, gather benchmarks and cost proposals.
Participate in mediation and arbitration proceedings as needed.

Maintain all necessary employee, benefit, and HR program records.

Research and identify trends and issues related to public employment issues.
Implements all HR regulatory and legal requirements (e.g. FMLA, FLSA, Title
VI/LEP); provides information and training as needed.

+ Recommend changes to the city policies, employee handbook(s), and union
contracts.
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Participate as a member of various ad hoc committees (e.g. Wellness
Committee, Health Care Insurance Committee).

Perform statistical and other recurring ad hoc reporting for management.
Respond to FOIA (as requested through FOIA officer), unemployment,
employment verifications, and other external requests for data.

Provide benefit coordination and works with vendors to answer
employee/employer issues and to provide effective communication of employee
benefits. Work with Treasurer and City Manager to assess and effect cost
minimization.

Minimum Qualifications

Degree or equivalent in human resources administration, public or business
administration, or a related field.
Five or more years of related experience, including working familiarity of following
functions:
o Employment
Employee relations including union/labor relations
Classification, compensation, and reward programs
Training and professional development
Worker's compensation
Benefits
Employment law (federal and state)
Personnel policies and procedures
o Personnel administration (information and documentation)
Skill in addressing sensitive situations with discretion and confidentiality.
Ability to communicate effectively, establish effective working relationships and to
communicate with tact and professionalism. Strong problem-solving, persuasion,
and negotiation skills.
Research and statistical analysis ability.
Strong organizational skills, including time-management skills
Excellent computer skills, including MS Office Suite (Outlook, Word, Excel)
Basic knowledge of city, state, and federal governmental operations.
Ability to multi-task.

O o0 0CCC OO0

Certifications

PHR certification or the ability to achieve certification strongly preferred.
Michigan driver license

The infarmation contained in this position description is intended to describe the general content and requirements for
successful performance of the job. It is not an exhaustive list of duties, responsibilities or requirements. Additional duties
and requirements may be assigned at the sale discretion of the City. Hence, the job description does not constitute an
employment agreement between the employer and employee and is subject to change by the employers as the needs of
the employer and requiremenrts of the job change. The position is an at-will position.

CC approved:
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CITY OF CHARLEVOIX

Title: Department Administrative Assistant FLSA: Non-exempt
STATUS: Full-time, non-union
Department: Police

Reports To: Police Chief
Date: July 12, 2012

Position Summary
This position is responsible for coordinating office activities for the City of Charlevoix Police
Department and for providing administrative, secretarial, and clerical support to the Police Chief.

Scope

Incumbent operates with considerable latitude for exercising good professional judgment. The
individual deals with confidential and sensitive infermation and is required to undergo
fingerprinting and a Federal background check. Required research and reporting has tight
deadlines and legal ramifications to self and others. Duties are performed in an office
environment; however, due to the nature of work, incumbent and others in the department may
be at risk of bodily harm from hostile visitors, necessitating restricted-entry office and bullet-
proof glass reception/walls. Concentration is sometimes interrupted by phone calls and by walk-
ins at recepiion window.

Essential Job Functions

o Act as the City’s ferminal agency coordinator (TAC) for the national Law Enforcement
Information Network (LEIN). Drawing upon specialized federal training and referring to
the National Criminal Information Network (NCIN} code book, enters specified data
(tickets, warrants, et al) into and extracts data (criminal histories, vehicular registration,
etc.) from the system. Legally accountable for the timeliness of data entered and
integrity of City data; for example, incumbent is required to validate the status of
warrants within 24-48 hours. Coordinate work with the State Police, LEIN Field Services
Section.

» Utilizing specialized State (system) training, report hire and termination data for law
enforcement employees to maintain (302) funding from the Michigan Commission on
Law Enforcement Standards (MCOLES).

» Utilizing WAVE and MS Office Suite, compose and/or transcribe handwritten and typed
source documents (officer reports of police intervention, requests to issue warrants,
meeting notes, departmental correspoendence, ete.), into final products that require a
high degree of accuracy. Copy and/or publish, and distribute documents as required.

o Perform research and analysis required for various recurring and/or adhoc reports. For
example, compile information monthly for NCIN and represent, graph, and analyze data
for internal reports (arrests, etc.) using MS Office (EXCEL).

= Assist the Chief in grant writing: gather information, monitor status, and establish internal
departmental procedures upon award.

¢ Receive and screen possibly hostile/adversarial visitors, phone calls, and/or mail.
Answer questions, drawing from knowledge of City and law enforcement policies and
procedures, directing inquiries to appropriate internal or external sources as necessary.
(While dispatch is performed by “911,” may receive and expedite calls for help.)

» Schedule meetings for and at the direction of the Chief of Police. Maintain departmental
event calendar, calling for appearance of the Chief or his designee.
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At the direction of the Police Chief, initiate the hiring process for seasonal employees.
Also perform clerical and administrative aspects of application and selection for seasonal
and other employees.

Act as a departmental liaison with external {County, State, and Federal) agencies and
internal (City Treasurer’s and Human Resources’, etc.} offices. For example, process
ticket report and monies monthly through Treasurer's Office and run criminal background
checks for HR as needed. Represent the City of Charlevoix to its public (visitors and
residents).

Maintain departmental files, including sensitive legal records, to ensure easy and quick
access. Perform records management for Police Department.

Maintain office supplies and departmental gear (non-ammunition), as authorized.
Provide backup assistance to the City Manager Office if the Executive Assistant is not
available for meeting packet preparation for City commissions and councils {e.g.
Planning Commission, City Council, Zoning Board of Appeals, Historical Commission,
etc.). May perform other City Manager office tasks as identified and agreed to between
the City Manager and Police Chief.

Minimum Qualifications (Knowledge, Skills, and Abilities)

High school diploma or equivalent required. College degree and/or completion of
relevant administrative, secretarial or law enforcement training program(s) preferred.
Minimum of three years progressively responsible clerical, secretarial, and administrative
experience or mix of education and experience required. Familiarity with law
enforcement preferred.

PC proficiency and fast, accurate keyboard skills. Experience using MS Office Suite
(WORD, EXCEL, OUTLOOK, PUBLISHER).

Honesty and the ability o pass a Federal background check, including fingerprinting and
drug screening.

Professional demeanor and strong oral and written communication skills. Ability to
deflect hostility and to deal with difficult people.

Mature judgment and the ability to think and act quickly.

Ability to use discretion and objectivity when dealing with sensitive/confidential material.
Able to multitask and to prioritize work.

Certification:

Must be able to be certified by LEIN and MCOLES
Able to obtain certification as notary desired.

The information contained in this position description is intended to describe Lhe general content and requirements for successful
performance of the job. If is not an exhaustive list of duties, responsibilities or requirements. Additional duties and requirements
may be assigned at the sole discretion of the City. Hence, the job description does not constitute an employment agreerent
between the employer and employee and is subject to change by the employers as the needs of the employer and requirements of
the job change. The position is an at-will position.

Pualice Department Admin.Asst. July 2012
CC approved:
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CITY OF CHARLEVOIX

Title: Utility Billing Clerk FLSA: Non-exempt
Department: Treasurer’s Office

Reports To: Treasurer

Date: April 2009

Position Summary

This position is responsible for maintaining the City’s utility (water, sewer, and electric)
billing program: opening and closing accounts and coordinating startups and shutoffs
with Electric and Water Departments; loading and uploading handheld meter reading
devices (estimating reads as required); preparing, reconciling, and editing reports; billing
account holders; collecting payments and maintaining payment records; and providing
customer service, including initiating work orders for service calls.

Scope

Operates independently under general to limited supervision of Treasurer. Duties are
performed in cubicle/office environment. Considerable attention to detail and careful
time management are required to maintain 4,577 accounts totaling $72 million in
revenue on a monthly billing cycle. Concentration often interrupted by phone calls and
back-up responsibilities (walk-ins at counter).

Essential Job Functions

-Open and close accounts, coordinating meter reads {to startup or shutoff service) with
Electric and Water Departments. Determine deposit or reconnect fees, coordinate direct
deposits, and residential deposit refunds.

-Load point-of-service (POS) handheld meter reading devices for 23 routes.
Unload/upload returned meters to compute billings, edit reports for discrepancies
including misreads, inaccessible meter readings, shutdowns, high usage, etc.
Estimate readings for inaccessible meters using prior history. Write work orders
requesting re-reads possible misreads; call customers regarding high usage questions,
etc.

-Initiate work orders for service calls -Prepare, reconcile, and edit reports; bill account
holders

-Collect payments and maintain payment records

-Provide customer service, including.

-Create and prepare required and requested reports and related correspondence
-Record bank deposits and disbursements to the general ledger

-Maintain general knowledge of Treasurer's and Clerk’s functions in order to provide

office services in the absence of other office employees

Minimum Qualifications
High school diploma or G.E.D. equivalent, completion of relevant training program(s)
preferred

5 years of clerical, administrative and bookkeepina experience
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Able to operate office machines, such as photocopiers and scanners, coin sorters,
facsimile machines, voice mail systems and personal computers

Considerable knowledge of governmental accounting systems and best praclices

Experience with payroll, payroll system software, electronic banking, positive pay and
Automatic Clearing House (ACH) transactions

Familiarity with State, county, school district and municipal relationships in the taxation
process

Knowledge of accepted office and bookkeeping practices and procedures
Proficiency in Microsoft Office, particulary Excel

Highly developed communication and interpersonal skills

Strong organizational skills

Ability to meet the standards required to be bonded

Ability to meet strict deadlines with accuracy

Ability to recognize errors or omissions in routine transactions

Ability to coordinate multiple and sometimes confiicting sources of information
Ability to learn and accurately use specialized software

Ability to solve problems with initiative, innovation and resourcefulness
Ability to maintain confidential information

Ability to work effectively without supervision

Ability to work effectively with local, State and Federal officials, fellow employees and the
general public

The information contained in this position description is intended to describe the general content and
requirements for successful performance of the job. It is not an exhaustive list of duties, responsibilities or
requirements. Additional duties and requirements may be assigned at the sole discretion of the City.

CC original approved: 6/1/09

City Council re-approval:
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CHARLEVOIX CITY COUNCIL
AGENDA ITEM
AGENDA ITEM TITLE: Organizational Items: {A) Meeting times/days; (B) Appointment of Deputy Mayor

DATE: November 19, 2012
PRESENTED BY: Carol Ochs
ATTACHMENTS: None,
BACKGROUND INFORMATION:

Charter:

Section 2.15 COUNCIL - MEETINGS - MINUTES AND NOTICES THEREOF

a. Anorganizational meeting of the Council shall be held at the first meeting of the Council after the
November General Election. The meeting shall be held for the purpose of organization at the usual
place for holding meetings of the legislative body of the City, at seven o’clock in the evening (7:00 p.m.},
or the first day thereafter that is not a legal holiday, except as provided in Article XIV. At the
organizational meeting, the Council may consider matters in addition to organizational matters.

(A) ITEM 1 — MEETING DAYS/TIME
h. The regular meetings of the Council shall be held at least twice each month. These meetings shall
be held at the City Hall unless otherwise provided for by ordinance.

The Charter allows the Council to set regular meeting days and times. Regular meeting must be held at
least twice each month. Although Rules of Procedure for City Council, Rule 1.c. sets the meetings as the
first and third Mondays of the month at 7:00 p.m., unless Monday is a legal holiday, at which point the
meeting moves to the following Tuesday at 7:00 p.m., the Charter allows the Council to set the day and
time. A resolution would need to be drafted to amend the Rules of Procedure. Any change would not
take place until January, 2013, but the decision needs to be made now in order for the Clerk to meet
required posting/advertising deadlines for the coming year. Council has traditionally maintained the
1%/3" Monday schedule.

RECOMMENDATION: No action required unless Council wishes to change meeting days/time.

If Council wishes to change meeting days/time:

Motion to direct staff to draft a resolution to amend Rules of Procedure for City Counci, Rule 1.c. to
change the meeting day/time to -—-.

(B) ITEM 2 — DEPUTY MAYOR

Section 2.9 DEPUTY MAYOR - ELECTION OF

The Council shall elect one {1) of its members to serve as Deputy Mayor at the organizational meeting of
the Council. The Deputy Mayor shall serve until the next organizational meeting of the Council or until a
successor takes office. If a vacancy occurs in the position of Deputy Mayor, then the Council shall fill the
vacancy at the first meeting after the vacancy occurs.

Councilmember Picha currently serves as Deputy Mayor. Council may choose to reappoint her or {0
appoint another councilmember to serve as Deputy Mayor for the upcoming year.

RECOMMENDATION: Mation to appoint/reappoint Councilmember ------- as Deputy Mavyor.
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CHARLEVOIX CITY COUNCIL
AGENDA ITEM

AGENDA ITEM TITLE: Appointments
DATE: November 19, 2012
PRESENTED BY: Carol Ochs
ATTACHMENTS: None
BACKGROUND INFORMATION:

The following appointments are expired:

DDA, Jeannine Wallace (4/12) 547-2342 Mayoral Appt —4 yr term

Historic District Commission Mayoral Recommendation/Council Approval -3 yr term
Hans Wiemer {6/10) — willing to continue
Jeannine Wallace (6/11) — willing to continue

The following appointments will expire 12/31/2012:

Shade Tree Commission, Ken Polakowski 547-6753 Mayoral Appt — 3 yr. term
Board of Review, Bob Timms 547-2918 Council Appt — 3 yr term
Compensation Commission, Conrad “Bud” Klooster 547-9884 Mayoral Appt -5 yr term

RECOMMENDATION:
Motions to appoint/reappoint various members to various boards as needed.
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