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time Employees are eligible for some Employee benefits on a prorated basis as specified in
later sections.

e Seasonal or Temporary Employees
Seasonal or temporary Employees may be scheduled to work on a full or part-time basis, as
dictated by operational needs. Seasonal or temporary Employees are not considered full- or
part-time Employees, and are not eligible for Employee benefits.

o Auxiliary Police Officers
Auxiliary Police Officers are not considered full-time, part-time, or seasonal Employees of the
City and are not eligible for Employee benefits.

2.03 Equal Employment Opportunity

It is the policy of the City that all aspects of employment are to be based on equal opportunity for all.
Recruitment, hiring, and employment are based on the best qualified individuals without regard to race,
color, national origin, religion, sex, age, height, weight, marital status, disability, veteran status, or any
other classification protected by state or federal law.

2.04 Accommodation of Disabilities

State and federal law require employers, under certain circumstances, to provide reasonable
accommodations to Employees. Any Employee with a request for an accommodation should do so in
writing and submit it to the City Administrator's office with a copy to their Supervisor as soon as is
reasonably possible. All requests will be considered by the City.

2.05 Application for Position Opening

All applicants seeking employment with the City must complete a standard job application form,
available in the City's administrative offices and on the City's Web site. Additional information may be
required depending on the particular position.

in the case of a position opening, in most cases, the job will be posted internally and publicly
advertised.

Some positions will require job-related testing and a pre-commencement physical examination and all
positions will require a pre-employment drug screen. The cost of any pre-commencement physical
examination and drug screen will be at the expense of the City.

2.06 Physical Examination and Drug Screening

Once employment commences, depending upon the job classification and licensing requirements, the
City reserves the right to require a drug screen and/or a fitness for duty examination. Drug screens
and/or physical examinations may also be required for Employees seeking reinstatement to a position,
returning to work after a work-related accident, a Family Medical Leave Act (FMLA) leave of absence,
or any other extended leave; or when the City has a reasonable suspicion that its drug policy has been
violated. Employees may be subject to random drug testing mandated by state or federal regulations.

2.07 Driving Record

A valid driver's license is mandatory for all Employees who are expected to drive a vehicle as a function
of their job. Employees required to operate a City owned vehicle or their own vehicle for official City
business are expected to maintain a satisfactory driving record. The City may review driving records of
Employees required to drive City vehicles prior to hire and thereafter as deemed necessary.

Employees who have had their legal right to drive in any way limited, suspended, or revoked must
immediately notify their Supervisor. Depending on the circumstances, poor driving records or limitations
on one's legal right to drive may result in the revocation of permission to drive a City vehicle, job
reassignment, or termination. Failure to report license limitations, suspensions, or revocation will be
considered an intentional misrepresentation, and will result in appropriate disciplinary action.

2.08 Nepotism
in accordance with the City Charter (Section 5.12), relatives of any elected official or of his/her spouse,
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This section is not intended to serve as a supplemental policy to collective bargaining agreements.

2.11 Personnel Files

Official personnel files containing job performance records, general payroll, and related employment
information are maintained for all Employees in the Treasurer/Comptroller’s office. These files are
considered confidential with access allowed for very limited reasons to select persons in accordance
with federal and state laws.

In some cases, Supervisors may maintain certain personnel information in departmental files. No
medical information shall be housed in departmental files.

Medical records, including paper and electronic information, and documents associated with health
insurance are kept in a separate, strictly confidential file, accessible only to the Treasurer/Comptroller
or his/her designee on a strictly need-to-know basis, and in accordance with approved HIPAA
standards and other regulations.

The Treasurer/Comptroller is the contact for personnel files. The City is committed to complying with all
statutory privacy requirements regarding this type of information.

Employees and former Employees are entitled to review their file's contents upon reasonable notice.
The City Administrator, the Treasurer/Comptroller, or his/her designee will observe the review of
personnel files. Employees may not remove any material contained in their file but may comment in
writing about the contents of the file and request inclusion of such comment within the file.

No Employee, except those specifically authorized by the City Administrator, the Treasurer/Comptroller,
or the FOIA Coordinator, shall provide or disclose information contained within another Employee's
personnel records. All requests or inquiries related to personnel records, including Freedom of
Information Act (FOIA) requests, shall be forwarded to the City Administrator's office and er the City
Clerk’s office. A violation of this policy may/will result in disciplinary action, up to and including
discharge.

With regard to personnel file information and related employment information, the City will disclose that
information only upon receipt of a release or authorization form signed by the Employee or former
Employee or upon a Circuit Court order.

Employees shall notify their Supervisor or Department Head and the Treasurer/Comptroller of any
changes in the following:

Name, address and telephone number
Emergency contact information

Marital status for benefit participation
Number of dependents

Insurance beneficiaries

Military status

2.12 Voluntary and Involuntary Termination
The City encourages at least two weeks’ written advance notification of an Employee's resignation to
ensure a smooth transition. The City encourages Department Heads to give a 30-day written advance
notice. The City is an at-will employer, and Employees may resign their employment at any time, with or
without notice, and with or without reason. For any Employee who terminates, the Employee will be
paid for time actually worked and, in addition, will be paid for:

¢ Any earned vacation time;

¢ Fifty percent of earned sick time exceeding 15 days for less than ten (10) years of service;

e One hundred percent of earned sick time exceeding 15 days for more than ten (10) years of
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The City will investigate any alleged incident of unwelcome sexual advances, requests for sexual
favors, and other verbal or physical conduct of a sexual nature brought to its attention and will take
appropriate action. The City considers sexual harassment to be a serious offense that may result in the
termination of an offender's employment.

The purpose of this policy is to establish prevention against sexual harassment and unwanted conduct
in the City working environment.

3.03 Workplace Violence

The City is committed to reducing the potential for workplace violence. The City therefore prohibits any
acts or threats of violence by any party directed toward Employees, citizens, elected officials, or visitors
to the City's facilities. The City is committed to providing a safe and secure work environment and will
take prompt remedial action against any Employee who engages in threatening behavior or acts of
violence. The City has therefore instituted a Policy against Workplace Violence that is attached to this
Handbook as Appendix G B.

3.04 Drug-Free Workplace

The City of Grosse Pointe Woods is dedicated to maintaining a safe and drug-free workplace, and
complies with all state and federal laws. The unlawful manufacturing, distribution, dispensation,
possession, or use of a controlled substance is prohibited in the workplace and on the City's property.

Employees are not allowed to come to work under the influence of any controlled substances or alcohol
and may incur disciplinary action up to and including discharge for doing so.

Employees using properly prescribed medications must disclose to their Supervisor or Department
Head if the use of said medications could affect job performance. Any disclosure regarding the use of
prescribed medications will be kept confidential.

Persons who suspect that they may have an alcoholism or drug dependency problem, even in its early
stages, are encouraged to seek diagnosis and follow through with the treatment that may be prescribed
by a qualified professional in order to resolve the problem as early as possible.

Any person having these problems will receive the same careful consideration and offer of treatment
that is presently extended under existing benefit plans to those having other physical disabilities.
The same benefits and insurance coverages that are provided for all other diseases under the
established benefit plan will be available for individuals who accept medically approved treatment of
alcoholism or drug dependency according to the existing health plan.

3.05 Political Activity, Solicitations & Literature

In general, the workplace should remain free of pressures to participate in or contribute to other
Employees' personal interests, including political activities. If any Employee should encounter activities
they find offensive, they should report the matter to their Supervisor, Department Head, or Appointed
Official.

With regard to political activity, Employees are encouraged to exercise their right to freely participate in
local, state, and national political activities as a private citizen. However, to ensure the integrity and
impartiality of the City, City Employees shall not use their City titles or otherwise apply their position as
an Employee of the City to political activities. Employees involved with political activity shall neither
claim to represent the City nor claim their views or opinions reflect the views or opinions of the City.
Equipment, materials, and supplies belonging to the City, including the City's letterhead and City’s
emails, shall not be used in support of political activities.

Further, Employees are prohibited from engaging in political activities during work hours. This includes
attending meetings, making phone calls, distributing literature or campaign paraphernalia, producing



9 of 47

DRAFT 03/07/2019

ads, or preparing mailings.

Employees shall not wear or display political literature, posters, signs, buttons, or related items during
work hours or on a City uniform after work hours, nor shall they affix political literature, posters, signs,
buttons, or related items to City-owned property, including vehicles and buildings.

Solicitation and/or distribution of political literature are prohibited during working hours or in work areas.
Working hours include the actual working time (excluding designated breaks or meal periods) of both
the individual performing the solicitation and/or distribution and the Employee to whom it is directed.
No appointive City officer or Employee shall seek an elective office of the City unless he/she resigns
his/her position with the City on or before the last date for filing petitions.

Employees are not allowed to collect donations or sell merchandise to the public during working hours
unless authorized by the City Administrator.

3.06 Confidentiality

A limited number of Employees have access to personnel information and documentation which may
contain confidential, private, and sensitive information. Employees are expected to conduct themselves
with the utmost professionalism and exercise confidentiality and discretion with the information
entrusted to them.

Information, even "public information," is to be used for City business only and is to be disseminated
and released according to departmental protocol. In some instances, a Freedom of Information
Request (FOIA) is required. Clearance from a Supervisor or Department Head is required prior to
releasing information not specifically covered in a departmental procedure.

Employees may also have access to internal information, such as other Employees’ addresses, phone
numbers, etc. This information may not be used for personal reasons or be released to anyone without
proper authorization.

3.07 News Media Inquiries & Formal External Communications

To ensure consistency and accuracy in the release and handling of City information, all requests for
information made by members of the news media, non-standard requests for information from the
public or other organizations or entities, or other formal external communications on behalf of the City
shall be channeled through the appropriate Appointed Official.

3.08 Public Requests for Accommodation

The City is committed to complying with the Americans With Disabilities Act (ADA) and Michigan
Persons with Disabilities Civil Rights Act with regard to inclusion and access for individuals with
disabilities to City programs, services, and facilities. Providing comprehensive customer service to a
person with a disability may include providing reasonable accommodations to enable them to
participate in programs and activities or obtain services and information offered to the public.
Employees should be prepared to address these types of requests and provide services to individuals
with disabilities.

When an Employee cannot make an immediate accommodation, persons requiring an accommodation
should be referred to the City Administrator's office where they can formally make their request.

3.09 Gifts and Gratuities

As public Employees, it is imperative that services are rendered and business contracts awarded
without favoritism or the suggestion that gifts and/or gratuities are expected in return. To guard against
even the appearance of such favoritism, Employees of the City must neither solicit nor accept any
personal gift from any individual, business, firm, or organization having business, or endeavoring to
secure business with the City, or for any service rendered by the Employee while on duty. If a gift,
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gratuity, or tip arising out of an Employee's work with the City is mailed or personally delivered to an
Employee at his’her home or at work, he/she is expected to promptly report the incident to the
Supervisor or Department Head. The City Administrator or City Council may, at their discretion,
approve the acceptance of general group gifts. The acceptance of minor gifts such as homemade
candy, cookies, fruit, and vegetables is generally permissible if the gift has minor financial value.
Infrequent business breakfasts or lunches may also be accepted if the gratuity is reported to the
Employee's immediate Supervisor or Department Head.

3.10 Conflicts of Interest

If at any time an Employee believes there is a conflict of interest between the work they perform for the
City and an outside personal interest, they must immediately report the conflict to their Supervisor or
Department Head. Even the appearance of impropriety is unacceptable so all potential conflicts, no
matter how remote they may seem, should be reported.

An actual or potential conflict of interest occurs when an Employee is in a position to influence a
decision that may result in a personal gain for that Employee, or for a relative, because of the City's
business dealings. For the purposes of this policy, a relative is any person who is related by blood,
marriage, or other legal arrangement or whose relationship with the Employee is similar to that of
persons who are related by blood or marriage.

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However,
if an Employee has any influence on transactions involving purchases, contracts, or leases, it is
imperative that he/she discloses any actual or potential conflict of interest to the department’s
Appointed Official as soon as possible so that safeguards can be established to protect all parties.

The materials, products, designs, plans, ideas, methods, procedures, and data of the City are the
property of the City and should never be given to an outside firm or individual except through normal
channels and with appropriate authorization. Any improper transfer of material or disclosure of
information, even though it is not apparent that an Employee has personally gained by such action,
constitutes unacceptable conduct. Freedom of Information Act (FOIA) procedures shall be followed.

3.11 Outside Employment

The City expects its full-time Employees to treat their positions with the City as their primary job and
give them exclusive focus while on City work time. Employees are prohibited from engaging in other
work activities during work hours or utilizing City equipment, resources, or information to further private

pursuits.

In all cases, outside activities or employment shall not detract from an Employee’s availability for work,
efficiency at work, or create even the appearance of impropriety.

If an Employee does obtain employment outside of the City, the Employee is required to notify his
immediate Supervisor or Department Head of said employment. If the City determines that an
Employee's outside work interferes with performance or the ability to meet the requirements of the City,
the Employee may be asked to terminate the outside employment if he/she wishes to remain employed
with the City.

Outside employment will present a conflict of interest if it has an actual or potential adverse impact on
the City.

3.12 Attendance
All Employees are expected to attend each day of scheduled work unless they receive pre-authorized
leave. Inthe event an unexpected absence occurs, Employees must notify their Supervisor with as

much notice as possible.

Unnecessary, habitual, or frequent tardiness or absence will result in appropriate disciplinary action up
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to and including discharge.

In all cases, a Personnel Absence Authorization form is required to be forwarded to Payroll.

3.13 Personal Appearance

The appearance and demeanor of City Employees is important to demonstrating the professionalism of
the City and commitment to public service. Employees are expected to report for work each day with an
appropriate appearance for his or her position. Attire should be consistent with job responsibilities and
should not jeopardize the safety of the Employee or distract others.

3.14 Personal Hygiene

Cleanliness is necessary for any position in the City. Personal hygiene shall be tended to not only for

the individual's comfort but also for the protection and safety of fellow Employees. Body odors, strong
perfume, or smoke may be particularly offensive to the public and co-workers. Employees should take
pride in their personal appearance and ensure cleanliness and neatness of hair, shoes, clothing, and

uniforms.

3.15 Use of the City's Resources

Vehicles, materials, facilities, and equipment owned by the City shall be used for public purposes only.
Further, City Employees shall only perform work related to City business while on work time. Specific
examples include the following:

e Mail - Employees may not use the City's postage, letterhead, or envelopes for personal mail.

e Phone - All phone lines are to be kept available for the City's business. Employees may make
and receive occasional local personal calls from phones while on break; however, these calls
must be occasional and of reasonable duration. Employees are required to reimburse the City
for any costs incurred as a result of phone use. Personal long distance calls at the City's
expense are not permitted unless authorized by the Department Head.

e Vehicles — City-owned vehicles are to be used for official City business only, unless otherwise
approved by the City Council or Appointed Official. Only the Employee to whom the City vehicle
is released shall operate the vehicle.

« Equipment, Facilities and Supplies - Equipment, facilities, and supplies are the property of the
City and are to be used for public service only and according to the established policy. This
includes computers, e-mail, the Internet, fax machines, and other technological items owned by
the City. Employees are not permitted to install personal software on computers without
approval by the City Administrator. A designated officer of the City has the authority to check
any computer file, including e-mail, at any time. Refer to the detailed policy below and in
Appendix B--C.

e Personnel — City personnel are only to perform work related to City business and/or projects
while on work time.

3.16 Information Systems Policies

Many Employees have access to a computer with an internet connection and e-mail system. These
resources are provided to enhance customer service, general operational efficiency, and individual
productivity and are to be used primarily for City business.

Internet activity and electronic mail, documents, and other information created or distributed through the
City's information system(s) is the property of the City and may be accessed, monitored, and reviewed.
There is no guarantee of security or confidentiality with regard to any of the above, nor should there be
any expectation of privacy.

Except as otherwise required by an Employee’s specific job duties and with the explicit permission of
their Supervisor or Department Head, the City prohibits Employees from viewing, saving, distributing,
transmitting, downloading, or accessing remarks, images, content, or other items that are defamatory,
offensive, disruptive, pornographic, sexually explicit, racially or ethnically biased, or harassing or
offensive in any way, either graphic or in text, illegal or pirated, or any other illegal or improper use.
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The use of City computer equipment is a privilege that may be suspended or revoked at any time. Upon
termination of employment, a user's access to the system, account information, and passwords will be
terminated.

See the City's detailed Information Technology Policy in the attached Appendix B. C. Employees are
responsible for being familiar with and adhering to all policies and procedures contained therein.

3.17 Care of Equipment

The City of Grosse Pointe Woods possesses and maintains a wide array of costly equipment and
vehicles. Employees are expected to follow prescribed procedures for equipment and vehicle usage,
refrain from equipment abuse, and guard against equipment loss.

Should an Employee encounter equipment malfunction or be involved in an accident, the incident
should be immediately reported to the appropriate Supervisor or Department Head. Intentional
equipment abuse, careless use of equipment, or habitual loss of equipment may result in disciplinary
action, up to, and including discharge.

3.18 Smoking
The City acknowledges the health and safety benefits of a smoke-free workplace. Therefore, smoking

is prohibited in all City buildings and City vehicles.

Employees wishing to smoke on City-owned property must do so during their break periods, and in
designated smoking areas. All Employees are expected to properly extinguish and discard any litter
resulting from smoking.

3.19 Safety

Safety rules may be citywide standards or may apply to a specific department or activity. Each
Employee must be familiar with applicable safety rules in their area and follow prescribed safety
procedures.

Every Employee is responsible for reporting unsafe conditions to a Supervisor or Department Head. No
Employee should perform any work tasks or take any action that endangers the Employee, another
Employee, or the public. If an Employee has any safety concern, he/she should report it to a Supervisor
or Department Head prior to engaging in the activity.

3.20 OSHA/MIOSHA and Right-To-Know

The City is committed to workplace safety for all Employees and complies with all federal and state
occupational safety standards and regulations, including all Employee "Right to Know" requirements in
accordance with 29 CFR 1910.1200 and Michigan Public Act 154. The City posts notices to keep its
Employees informed of their protections under these federal and state safety regulations. Such
postings include Material Safety Data Sheets (MSDS) for all applicable hazardous materials. The City
also maintains a Written Hazard Communication Program which can be accessed by any Employee at
any time.

All Employees are expected to be familiar with departmental safety procedures and requirements.
Employees should periodically reference departmental bulletin boards for such information. Employees
with questions about safety requirements or procedures should always direct such questions to their
departmental supervisor. The City has detailed a Written Hazard Communication Program that is
attached to this Handbook as Appendix &. F

3.21 On the Job Injury and Property Damage
In cases of emergency, call 911 and/or notify your immediate Supervisor or Department Head.

Employees are expected to immediately report any injury or accident to themselves or others (no
matter how small) or damage to City property to their Supervisor or Department Head and to complete
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a written injury or accident report.

Related forms are available in the Treasurer/Comptroller's office and within department locations.

Treatment for job-related injuries is available through the City's designated medical facility. Information
and maps are available in the Treasurer/Comptroller’s office and within department locations. For a
work-related injury, the Employee will be required to use the City's designated facility and/or medical
care providers.

3.22 Return to Work, Light Duty, and Fitness for Duty

Employees should return to work as soon as possible following any extended absence due to illness or
injury. Employees absent for more than three work days due to illness or injury shall be required to
provide verification of their fitness for duty, meaning their fitness to perform all essential job functions
with or without accommodation, in writing from a qualified healthcare provider prior to resuming work.
Under certain circumstances, the City may require a second opinion.

The City may allow Employees to return to work with restrictions in which the Employee can undertake
tasks specified by the City, which are within the Employee's ability to perform, as certified by a qualified
healthcare provider.

At times, a healthcare professional's opinion is needed to determine an Employee's continued fithess
for duty. In these situations, Employees may be required to submit to a medical examination or "fithess
for duty" evaluation as a condition of their continued employment.

3.23 Building Security

The City will make every effort to provide for the security of its customers, visitors, Employees, and
property, which may be monitored by surveillance cameras. All doors and windows should be secured
at the close of business hours and Employees are encouraged to secure their own work area when
working alone after hours. Employees should observe "Employee Only" areas and report any
suspicious activities to a Supervisor or Department Head or to the appropriate authorities.

Any Employee who believes they are exposed to an immediate threat should call 911. Employees
should know departmental level emergency procedures and follow them.

Keys to buildings, facilities, and equipment may be issued to some Employees. Employees are never to
lend City keys to anyone, including fellow Employees without prior approval. Security information, keys,
codes, etc., are to be closely guarded and never lent or disclosed without prior approval. Employees
should immediately report lost or stolen keys or other security access items to their Supervisor or
Department Head. All Employees leaving the employment of the City shall turn in all assigned keys
and security access codes and items prior to receiving their final paycheck.

3.24 identification Cards

City Employees are issued identification cards upon hire, and should carry these cards during work
hours. These cards help to promote a high standard of customer service by allowing City Employees to
readily identify themselves to the public.

Employees are expected to take reasonable care that their identification cards are safe, secure, and in
appropriate condition. If a card should be lost or damaged, notify your Supervisor or Department Head.
Identification cards must be turned in to their Supervisor or Department Head at the conclusion of
employment with the City.

3.25 Personal Articles in the Workplace and Search

For the safety and security of its Employees and visitors, access to City premises is conditioned upon
its right to inspect or search workplace lockers, desks, computers, cabinets, and other storage areas
which are the property of the City and may be opened and searched without notice or permission at any
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according to established schedules, and depart at the end of the day according to policies and
schedules.

Employees may take a rest period, not to exceed fifteen (15) minutes, near the midpoint of each four
(4) consecutive hours worked and a one-half (1/2) hour or one (1) hour lunch period near the middle of
the work shift. Check with your Supervisor or Department Head for more specific departmental
practices.

Rest periods may not be saved and aggregated, combined with lunch periods, or used at the beginning
or end of a day except when pre-approved by the Supervisor or Department Head. Employees are
expected to limit all lunch breaks and rest periods to the specified time limits. Timing and location of
breaks are subject to operational needs and, in certain instances, an Employee may be required to
delay or forego a lunch break or rest period.

Collective bargaining agreements may contain specific language regarding breaks. Refer to those
documents for details.

4.05 Overtime

The Federal Fair Labor Standards Act (FLSA) provides guidelines for determining which positions
within the workforce are eligible for overtime (non-exempt) and which are not paid for overtime work
(exempt.) If you are unsure of your status, contact the Treasurer/Comptroller.

Non-exempt positions will be compensated for overtime work at the rate of time and one-half (1.5) for
all time worked over eight hours in a day or all time over forty (40) hours in a week. Time worked on
Saturdays is compensated at time and one-half and time worked on Sundays or a recognized holiday is
compensated at double time if the employee has worked forty (40) hours in that work week.

If overtime is necessary, the Employee must have prior authorization from the Department Head or City
Administrator. Employees responding to emergency conditions do not need prior authorization but are
expected to obtain it as soon as possible. Compensatory time off in lieu of overtime pay may be
permitted with prior permission of the Appointed Official.

UNPAID/PAID LEAVE TIME
4.06 Furlough Days

Employees may be subject to unpaid furlough days at the discretion of the City Council. Please see
your supervisor or the Treasurer/Comptroller’s office for more details.

4.07 Holidays
The following holidays are recognized as paid holidays for regular full-time Employees immediately
upon hire:

New Year's Day [Veteran's Day

President's Day | Thanksgiving Day

Good Friday Day after Thanksgiving

Memorial Day Christmas Eve Day

Independence Day|Christmas Day

Labor Day New Year's Eve

When a holiday falls on a Saturday, the preceding Friday will be taken as the holiday. When a holiday
falls on a Sunday, the following Monday will be taken as the holiday.

4.08 Vacation
Vacation days with pay accrue to all regular full-time Employees according to the following schedule:
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Length of Service Vacation Days
1 year 10 days
4 years 15 days
9 years 20 days
14 years 25 days
19 years 27 days
24 years 30 days

During the first year of service, an Employee may take time earned on a prorated basis with permission
of the Supervisor or Department Head. Vacation banks are replenished on June 1 each year and on a
prorated basis as needed. Vacation leave must be taken in full or half day increments. A vacation leave
day equals seven and a half (7.5) or eight (8) hours of pay, depending upon job classification, at the
Employee's straight time rate of pay.

Employees are expected to utilize vacation leave time during the year in which it is earned unless an
extension of the time for use is requested in writing by the Employee, recommended by the Department
Head, and approved by the City Administrator.

Employees may accumulate their vacation time not to exceed thirty-five (35) working days. Prior
approval to extend one's vacation accrual or to request payment must be given in writing by both the
City Administrator and the Department Head.

While Employee preferences will be considered to every extent possible, vacations are to be scheduled
with the understanding that the efficient and proper operation of the City has priority.

Cash payment in lieu of vacation may be made upon request of the Employee to the City subject to
approval by the City Administrator and Treasurer/Comptroller. This cash payment is limited to one
request each fiscal year (July 15 through June 30"). Payment cannot be made for vacation days in
excess of twenty-five percent (25%) of an employee’s accumulated balance as of June 1% and said
accumulated balance cannot exceed a maximum of thirty-five (35) days.

If a holiday is observed while an Employee is on approved vacation leave, the holiday will not be
counted against the Employee's vacation leave.

Upon termination, Employees will be paid for any unused, accrued vacation time.

4.09 Sick Leave/Personal Leave Days

Paid sick leave is reserved for regular full-time Employees to use in the event of iliness or to attend to
medical, dental, or related health appointments. Employees earn sick leave with pay at the rate of one
working day for each full month of continuous service immediately upon hire. Sick leave may
accumulate to a maximum of 75 days. Sick leave may be used in increments as small as one hour (one
quarter hour if FMLA leave of absence).

Employees should notify their Department Head or immediate Supervisor at least one hour prior to the
beginning of their regular work if they are unable to report to work due to iliness.

In some cases, the City may require substantiation of personal iliness prior to returning to work. Under
certain circumstances, a medical release to return to work prepared by a licensed medical doctor is
required where absence due to iliness is three (3) or more consecutive working days.

Holidays falling within a period of sick leave will not be counted against sick leave.

Personal leave days must be taken in half or full day increments. While Employee preferences will be
considered to every extent possible, personal days are to be used with the understanding that the
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412 Workers' Compensation Leave of Absence

An Employee who has incurred a work-related injury or disability that incapacitates him or her from
performing the duties of his or her position will be placed on a workers' compensation leave of absence.
The Employee will be paid compensation pursuant to the Michigan Workers' Disability Compensation
Act (WDCA). Employees on a workers' compensation leave of absence will continue to receive City-
provided health benefits.

While on a workers' compensation leave of absence, the Employee will not accrue sick leave, personal
leave days, or vacation unless the collective bargaining agreement specifically provides otherwise.
Employees on a workers' compensation leave of absence who are receiving benefits pursuant to the
WDCA may make up the difference between the pay received through the WDCA and their regular pay
by exhausting sick leave, personal leave days, or vacation. Once the Employee's sick leave, personal
leave days, and vacation are exhausted, the Employee will not be entitled to any additional pay or
"differential pay" from the City.

A workers' disability compensation leave may be terminated by the City when payment under the
WDCA ceases, the Employee retires, the Employee terminates their employment with the City, upon
certification by the City's selected physician that the Employee is physically able to retumn to his/her
regular duties, or after one calendar year. The City will provide written notification to the Employee if the
workers' compensation disability leave is discontinued. If the workers' compensation disability leave is
discontinued and the Employee does not return to employment, the City will consider the Employee
terminated.

A worker's compensation leave of absence and FMLA leave of absence shall run concurrently. Please
see section 4.13 below and Appendix E D for more information.

4.13 Family Medical Leave Act L eaves of Absence (FMLA)

The Family and Medical Leave Act (“FMLA") provides up to 12 weeks (or up to 26 weeks of military
caregiver leave to care for a covered service member with a serious injury or illness) during a 12-month
period to eligible Employees. The leave may be unpaid or a combination of paid and unpaid leave,
depending on the circumstances of the leave and as specified in the City's policy. In the event of any
conflict between the City’s policy and the applicable law, Employees will be afforded all rights required
by law. This policy will be administered in accordance with the City and Employees rights and
obligations under the Family and Medical Leave Act and its regulations.

See the City's detailed FMLA Policy in the attached Appendix E D. Employees are responsible for
being familiar with and adhering to all policies and procedures contained therein.

4.14 Military L eave

In compliance with the Uniformed Services Employment and Reemployment Rights Act of 1994,
Employees who are members of a federally recognized reserve component of the armed forces will be
granted military leave in accordance with state and federal laws.

Employees who are called up for active duty will be treated as if on a leave of absence. City policies
that apply to other Employees who are on non-military leaves of absence also apply to the Employee
on active duty. If certain basic conditions of the federal and state laws are met, the returning veteran or
reservist will be reinstated to the prior position (or a position with the same seniority, status and pay),
with the same wage and benefit increases he or she would have earned if employment had not been

interrupted by military service.

Employees should promptly submit related orders and paperwork to their inmediate Supervisor to
ensure timely and proper processing.

HEALTH AND OTHER INSURANCE BENEFITS

4.15 Health, Dental, and Optical Insurance Package
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APPENDIX B

CITY OF GROSSE POINTE WOODS

Policy against Workplace Violence

The City of Grosse Pointe Woods is committed to providing, insofar as it reasonably can do so within available
resources, a safe environment for working and conducting business. The City will not tolerate acts of violence
committed by or against City Employees or members of the public while on City of Grosse Pointe Woods
property or while performing City of Grosse Pointe Woods business at other locations.

The word violence in this policy shall mean an act or behavior that:

e s physically assaultive;
would be perceived by a reasonable person as obsessively directed (e.g., intensely focused on a
grudge, grievance, or romantic interest in another person that would reasonably be likely to result in
harm or threats of harm to persons or property);

o consists of a communicated or reasonably perceived threat to harm another individual or in any way
endanger the safety of an individual;
would be interpreted by a reasonable person as carrying potential for physical harm to the individual;

e is a behavior, or action, that a reasonable person would perceive as menacing;
involves carrying or displaying weapons, destroying property, or throwing objects in a manner
reasonably perceived to be threatening; and/or

* consists of a communicated or reasonably perceived threat to destroy property.

Violent actions on City property or facilities or while on City business will not be tolerated or ignored. Any
unlawful violent actions committed by Employees or members of the public while on City property or while
using City facilities will be prosecuted as appropriate. The City intends to use reasonable legal, managerial,
administrative, and disciplinary procedures to secure the workplace from violence and to reasonably protect
Employees and members of the public.

Policy Goals and Objectives
The objective of this policy is to achieve the following:

1. Reduce the potential for violence in and around the workplace;,

2. Encourage and foster a work environment that is characterized by respect and healthy conflict
resolution; and

3. Mitigate the negative consequences for Employees who experience or encounter violence in their work
lives.

Possession and Use of Dangerous Weapons by Employees

Prohibition

In the interest of maintaining a workplace that is safe and free of violence, except as hereinafter
provided, possession or use of dangerous weapons is prohibited on City property, in City vehicles, or in
any personal vehicle that is used for City business.

Dangerous Weapons Defined

A dangerous weapon is any instrument capable of producing bodily harm, in a manner, under
circumstances, and at a time and place that manifests intent to harm or intimidate another person or
that warrants alarm for the safety of another person.
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Exceptions to Dangerous Weapons Prohibitions

Employees of the City of Grosse Pointe Woods may possess a firearm on City property if engaged as:
¢ law enforcement personnel;
o official security personnel engaged in official duties named as security personnel by the City;
e aperson involved in military activities sponsored by the federal or state government while engaged in
official duties.

Responsibilities

Employees

All Employees are responsible for:

o refraining from acts of violence and for seeking assistance to resolve personal issues that may
lead to acts of violence in the workplace; and

. reporting to managers and supervisors any dangerous or threatening situations that occur in the
workplace.

Employees are encouraged to report to their Department Head or Supervisor situations that occur
outside of the workplace that may affect workplace safety (e.g., instances where personal protection
orders have been issued).

Supervisors/Department Heads

Supervisors and Department Heads are responsible for assessing situations, making judgments on the

appropriate response, and then responding to reports of or knowledge of violence and for initiating the

investigation process. }

o Any report of violence will be evaluated immediately and confidentially and appropriate action
will be taken, when possible, to protect the Employee from further violence. Appropriate
disciplinary action will be taken when it is determined that City of Grosse Pointe Woods
Employees have committed acts of violence.

. When issues of Employee safety are of concern, the Department Head or Supervisor should
evaluate the workplace and make appropriate recommendations regarding a reasonable
response.

Achieving Goals and Evaluating Progress

To achieve the goals and objectives of this policy, the City intends to do the following:

o Establish procedures and methods for implementing policies and for addressing violence in the
workplace;

. Provide training to managers, supervisors, and other Employees;

o Evaluate the physical environment for safety and consider modifications; and

o Evaluate progress in achieving the goals and objectives of this policy.

Procedures for Dealing With Acts of Violence in the Workplace

Guidelines

When a violent act occurs:

o If the act or altercation constitutes an emergency, CALL 911. Contact your Department Head or
Supervisor after calling for emergency aid. In instances that are not emergency situations,
contact your immediate Supervisor or Department Head.

. If possible, separate the parties involved in the violent altercation. If the parties cannot be
separated or it would be too dangerous to the Employee or supervisor to attempt to separate
the parties, CALL 911.

. Contact the appropriate Department Head.

o The Department Head will contact the City Administrator, who will take responsibility for
coordinating response to the incident.
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APPENDIX C

CITY OF GROSSE POINTE WOODS

Information Technology Policy

Local Area Network (LAN)
User Access

¢ Only authorized individuals are permitted to use computer resources owned, rented, or leased by the City of
Grosse Pointe Woods.

» Prior to accessing city computer resources, any new employee’s supervisor must complete a “New Domain User”
form and submit it to Information Technology Department.

¢ Upon termination, a “Terminate Domain User” form must be completed by the Supervisor and all access to city
resources must be disabled by the Iinformation Technology Department.

Security

+ Allfile storage devices including online “Cloud Storage”, flash drives, SD cards, CD, DVD, of floppy disks
introduced into our private network (LAN) must be approved by the Department Head and scanned for viruses
before being loaded on the City's computer system. If you're not sure how to scan a storage device, contact the
Information Technology Department for assistance.

¢ Any suspicious computer behavior or belief that you have encountered malware or a computer virus must be
reported immediately to the Information Technology Department.

s The Department of Public Safety and Municipal Court should refer to the Michigan State Police (LEIN) protocols.
Unless authorized by the Information Technology Department, the following is sfrictly prohibited:

1. Tampering with any network device, cabling, software interface, or hardware interface
H. The use of wireless routers or personal computers which are not authorized and operated by the City.
il The use of Network Administration Tools by employees other than Information Technology Staff.

Hardware and Software

* All hardware and software specifications must be approved by Information Technology Manager prior to purchase
of system. Failure to do so may resuit in the inability to operate or efficiently support the system.

¢ Only Information Technology personnel or persons contracted by the City may install software or hardware on any
City computer system. Information Technology may, at their discretion, authorize staff to perform specific software
or hardware installations. All other software or hardware installations are prohibited.

o The City of Grosse Pointe Woods forbids unlawful copying of any software. This includes loading personal or
unlicensed software on our computers or loading City-owned software on computers that are borrowed, rented, or
leased by the City.

» Troubleshooting or repairs for computers hardware or software that are not owned, rented, or leased by the City is
prohibited unless authorized by the City Administrator.

¢ Any software, databases, graphics, Web applications, or digital publications that are developed by City employees
are property of the City of Grosse Pointe Woods.

Internet Use

Access to the Internet is provided as a tool for official City-related research and communication.
Use of the City's computer resources or Internet service for any unlawful purpose is strictly prohibited. The City
actively monitors incoming and outgoing Internet traffic for this type of usage.

« |nappropriate or unlawful use of the Internet may result in the loss of access for the user and/or disciplinary action
up to and including discharge.

« All requests for Internet access to sites that are blocked by the City’s security system must be both requested and
approved by a Department Head prior to making the request to the Information Technology Department.

E-mail Use
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* E-mail file attachments are discouraged unless it is absolutely necessary; such is the case when sending or
receiving a file to or from an external recipient. The city has a LAN for file storage and retrieval so please use it to
share files within our network.

» E-mail usage is generally for official City communication purposes only, whether it is internal or external.

» All E-mail originating from or received by the City computer systems is the property of the City of Grosse Pointe
Woods and is not considered private information.

» Electronic mail may constitute a public record under certain circumstances and may be accessible or obtainable
by individuals, agencies, and others outside the City of Grosse Pointe Woods.

¢ |tis each individual employee’s responsibility to organize their E-mail records within their mailbox with the
provided set of Managed Folders of the Mail System. This allows automated E-mail retention rules to regularly
purge messages from your mailbox in accordance with record retention schedules.

Communication Devices

The City may provide a cellular phone to eligible employees to use for City business. Eligible employees include:
Department Heads, Public Safety personnel, DPW personnel, on-call employees, and other employees as designated by
their Department Head. The use of City cellular phones is limited to the number of monthly minutes allotted by the City's
current plan. The allotted minutes are intended for City-related use.

Personal use of City resources is generally prohibited unless authorized in writing by the City Administrator. This policy
creates an exception for limited cell phone use when such use does not result in additional charges to the City. In
instances where an employee is provided or assigned a City-issued cell phone, personal use of the cell phone is
permitted subject to the following limitations:

* Any such personal use that results in additional costs will be recovered by the City via an automatic payroll
deduction from the employee's paycheck.

» Such personal use is deemed by Federal Tax Law to create a taxable benefit subject to all appropriate income
taxes. Any employee provided or assigned a City cell phone shall be taxed on the equivalent of the minimum
monthly charge per phone.

» All Smart phones which are connected to the City E-mail system MUST be password protected. This is enforced
by Information Technology via software policies within the mail system.

The City forbids synchronization of email, contacts, and calendars to Smart phones that are not owned, rented, or leased
by the City unless authorized by their Department Head and the Information Technology department prior to connection.

With the City Administrator's consent, phones may be upgraded to personal digital assistants (PDAs) or any other phone
upgrade necessary for a specific duty. Recipients will pay the full cost difference of the upgrade.

The use of cell phones shall be monitored by Department Heads and audited by the Treasurer/Comptroller. Employees

are responsible for the phone and its use. Any misuse of a City phone or violation of this policy is subject to revocation of
phone privileges in addition to any other remedy listed in the Handbook.
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APPENDIX D

CITY OF GROSSE POINTE WOODS

Family and Medical Leave Act (“FMLA") Policy

GENERAL PROVISIONS

The Family and Medical Leave Act (“FMLA”), provides up to 12 weeks (or up to 26 weeks of military caregiver
leave to care for a covered service member with a serious injury or iliness) during a 12-month period to eligible
Employees. The leave may be paid, unpaid or a combination of paid and unpaid leave, depending on the
circumstances of the leave and as specified in this policy. In the event of any conflict between this policy and
the applicable law, Employees will be afforded all rights required by law. This policy will be administered in
accordance with the City and Employees rights and obligations under the Family and Medical Leave Act and
its regulations.

EMPLOYEE ELIGIBILITY
To qualify to take FMLA leave under this policy, the Employee must meet all of the following conditions:

(a) The Employee must have worked for the City for 12 months or 52 weeks. The 12 months or 52 weeks
need not have been consecutive. Separate periods of employment will be counted, provided that the break in
service does not exceed seven years. Separate periods of employment will be counted if the break in service
exceeds seven years due to National Guard or Reserve military service obligations or when there is a written
agreement, including a collective bargaining agreement, stating the employer's intention to rehire the
Employee after the service break. For eligibility purposes, an Employee will be considered to have been
employed for an entire week even if the Employee was on the payroll for only part of a week or if the Employee
is on leave during the week.

(b) The Employee must have worked at least 1,250 hours for the City during the 12-month period immediately
before the date when the leave is requested to commence. Time spent on paid or unpaid leave does not count
in calculating the 1,250 hours needed for eligibility.

(c) The Employee must work in a worksite where 50 or more Employees are employed by the City within 75
miles of that office or worksite. The distance is to be calculated by using available transportation by the most
direct route.

BASIC ENTITLEMENTS
An eligible Employee may take FMLA leave for one of the six reasons listed below:

1) The birth of a child and in order to care for that child.

(2) The placement of a child for adoption or foster care and to care for the newly placed child.
3) To care for a spouse, child or parent with a “serious health condition” (described below).
4) Because of the Employee’s own “serious health condition” (described below).

"Serious health condition” means an illness, injury, impairment, or physical or mental condition that
involves either:

* Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical-care facility,
including any period of incapacity (i.e., inability to work, attend school, or perform other regular
daily activities) or subsequent treatment in connection with such inpatient care; or

+ Continuing treatment by a health care provider, which includes:

(1) A period of incapacity lasting more than three consecutive, full calendar days, and
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APPENDIX E

CITY OF GROSSE POINTE WOODS

Social Security Number Privacy Policy

Policy
It is the City's policy to ensure to every extent practicable the confidentiality of Employees'
Social Security numbers in accordance with the requirements of the Michigan Social Security

Number Privacy Act.

Implementation and Enforcement
The effective date of this Policy was January 1, 2006. The City Administrator has responsibility

for the implementation and enforcement of this policy.

Permitted Uses of Social Security Numbers
There are numerous legitimate and permissible uses of Social Security numbers. The most

common include:

A. Use Authorized or Required by Law. The City may use Social Security numbers if
authorized or required by state or federal statute, rule, or regulation, or by court order or
rule.

B. Primary Account Number. The City may use an individual's Social Security number as
the primary account number for the purposes itemized in section (C.) below.

C. Administrative Use in the Ordinary Course of Business. The City may use Social
Security numbers:

* To verify the individual's identity or for similar administrative purposes related to
employment;
To investigate an individual's claim, credit, criminal or driving history;

o To detect, prevent, or deter identity theft or other crimes;
To lawfully pursue or enforce legal rights, such as an audit, collection, investigation, or
transfer of an Employee benefit, or a claim, debt, receivable, or account;

* To provide or administer Employee health insurance or membership benefits, claims,
or retirement programs or to administer the ownership of shares of stock or other
investments.

Restrictions on Use and Disclosure. The City will comply with the following restrictions on the
uses and disclosures of Social Security numbers as follows:

A. Public Displays
The City will not publicly or visibly display more than 4 sequential digits of a Social

Security number.

B. Computer Use
The City will not require Employees to use or transmit more than 4 sequential digits of
their Social Security numbers over the Internet or on a computer system or network
unless the connection is secure or the transmission is encrypted. Similarly, the City will
not require Employees to use or transmit more than 4 sequential digits of their Social
Security numbers to gain access to the Internet or a computer system unless the
connection is secure, the transmission is encrypted, or a password or other unique
personal identification or authentication device is also required.
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V. HAZARDOUS NON-ROUTINE TASKS

A
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On occasion, Employees are required to do work in hazardous areas (e.g., confined spaces).
Prior to starting work in such areas, each Employee will be trained about the hazards involved in

these areas.

This information will include:

® Specific chemical hazards;
. Protection/safety measures the Employee must take to avoid harm;
° Measures the City has taken to lessen the hazards including ventilation, respirators, the

presence of another Employee, and emergency procedures.

. Itis the policy of the City that no Employee will begin work in a confined space or any non-

routine task without first receiving proper training.
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APPENDIX G
CITY OF GROSSE POINTE WOODS

Travel & Related Business Expense Policy

SECTION |

Introduction

This is a statement of policy on travel and business-related expenses for the City. This policy is intended to
establish equitable standards and to achieve consistent and fair treatment of all elected officials, appointed
officials, and/or Employees who incur such expenses. Reimbursement is not intended to provide supplemental
income and travelers are expected to use the City’s tax dollars with discretion. Effective control of travel and
business expenses is a vitally important part of this City and is therefore a primary responsibility of anyone who
incurs such expenses.

Purpose
The purpose of this travel and related business expense policy is to define the guidelines for legitimate and

allowable expenses to comply with City and Internal Revenue Service requirements. It is also the purpose of
this policy to accomplish the following:

o To furnish guidelines for those who incur, authorize, and/or approve expenses.
¢ To provide instructions for and establish uniformity in the reporting and substantiation of expenses
incurred.

Definitions
The following position levels are subject to the guidelines of this policy:

o Elected officials: Mayor, City Council Members, and Municipal Judge;

¢ Appointed officials: City Administrator, City Assessor, City Attorney, City Clerk, and
Treasurer/Comptroller

¢ Department heads/supervisors (administrative officers)
Departmental staff/personnel: Including Employees under the direct supervision of an appointed official
or a Department Head.

SECTION Il

Policy Guidelines

1. Any proposed travel expenses for elected or appointed officials of the City on overnight travel shall
receive prior approval by the City Council. Department Heads and other Employees shall receive prior
approval by the City Administrator. The Finance Committee shall review verification of all such travel
expenses and authorize the payment of it following the trip. The City Administrator will review and
authorize payment for Department Heads and other Employees.

2. The Finance Committee and/or the City Administrator may deviate from this Policy for good cause.

In addition, recurring conference/meeting/training/seminar requests should be submitted by Department Heads
on the appropriate annual budget worksheet. Reimbursements may be limited to previously authorized
requests.

Travel requests for appointed or elected officials must be approved by City Council. Expense reports for
approved travel must be approved by the Finance Committee.
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lodging/conference/training/seminar costs. Receipts are required
for all reimbursements. Alcohol is not a reimbursable expense.

Business Meals: The Internal Revenue Service regulations set forth the following qualifications of a business
meal: “It must be a quiet business meal in a restaurant, hotel dining room, eating club, or similar place where
the surroundings and atmosphere are conducive to and at which a bona fide discussion actually takes place.”
The meal should be paid for and reported by the most senior elected official, appointed official, or Employee in
attendance hosting the event. A receipt is required for all reimbursements.

Entertainment/Hospitality: Entertainment expenses can only be incurred by elected or appointed officials of
the City. The entertainment expense should be paid for and reported by the most senior elected or appointed
official in attendance hosting the event. A receipt is required for all reimbursements.

Miscellaneous Expenditures: The cost for Council Members or appointed officials, if attending, and their
spouse/guest to attend the annual banquet and spouse/guest registration of the Michigan Municipal League
and the host city reception of the National League of Cities or equivalent meeting will be paid for by the City.
The Council Members or appointed officials will pay any other costs incurred in relation to the conference for
the said spouse/guest.

SECTION Iil

Advances: Cash advances, with prior approval, may be provided to Employees, appointed, or elected officials
who travel so that they do not need to use personal funds to pay reimbursable expenses. An advanceis a
short-term loan and should be used to pay expenses directly for the business-related
conference/meeting/training/seminar. Sponsoring agencies offering registration discounts shouid be utilized
whenever possible as cost containment measures for the City.

Personal Credit Cards: Travelers may use their personal credit cards for travel-related expenses with the
understanding that reimbursement may be made by the City after the trip is taken as long as proper
documentation is submitted.

Telephone Calls: Long distance calls that are business-related may be paid by the City. However, if the
traveler has an assigned City cell phone, he/she is required to use it whenever possible.

Receipts, statements, or paid bills are also required for reimbursement of all the following items:
Committee meetings.

City seminars.

Conference or planning meetings.

Convention registration.

Employee relations.

e @ & ¢ o

Reimbursement:
1. Properly completed and approved expense reports must be submitted within 30 days after the end of
the conference/meeting/training/seminar.
2. Reimbursements will be paid in the form of a check.
3. If expenses are less than the cash advance received, repayment to the City by the traveler for the
difference must be in the form of cash or a check payable to the “City of Grosse Pointe Woods” at the
time an expense report is submitted.
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APPENDIX 1

Oral exams (including evaluations by a specialist) are payable twice in any period of 12 consecutive months.
Prophylaxes (cleanings) are payable twice in any period of 12 consecutive months.

Fluoride treatments are payable twice in any period of 12 consecutive months for people up to age 19.
Bitewing X-rays are payable twice in any period of 12 consecutive months. Full mouth X-rays (which include
bitewing X-rays) are payable once in any three-year period.

Composite resin (white) restorations are optional treatment on posterior teeth.

Porcelain crowns are optional treatment on posterior teeth.

Implants and implant related services are payable once per tooth in any five-year period.

People with certain high-risk medical conditions may be eligible for additional prophylaxes (cleanings) or
fluoride treatment. The patient should talk with his or her dentist about treatment.

Y VVY

Y VVYVY

Having Delta Dental coverage makes it easy for our enrollees to get dental care almost everywhere in the world! You
can now receive expert dental care when you are outside of the United States through our Passport Dental program.
This program gives you access to a worldwide network of dentists and dental clinics. English-speaking operators are
available around the clock to answer questions and help you schedule care. For more information, check our Website
or contact your benefits representative to get a copy of our Passport Dental Information Sheet.

Maximum Payment - $1,000 per person total per benefit year on all services except orthodontics. $1,000 per person
total per lifetime on Orthodontic Services.

Deductible - None.
Waiting Period - Employees who are eligible for dental benefits are covered on the first day of employment.

Eligible People -All full-time employees of the Contractor and those part-time employees working at least 20 hours
per week who choose the Dental Plan and COBRA (Consolidated Omnibus Budget Reconciliation Act of 1985)
enrollees, if applicable. The Contractor pays the full cost of this plan for full-time employees. Part-time employees
pay the full cost of this plan.

Also eligible are your legal spouse and your children under age 26, including your children who are married, who no
longer live with you, who are not your dependents for Federal income tax purposes, and/or who are not permanently
disabled.

You and your eligible dependents must enroll for a minimum of 12 months. If coverage is terminated after 12 months,
you may not re-enroll prior to the open enrollment that occurs at least 12 months from the date of termination. Your
dependents may only enroll if you are enrolled (except under COBRA) and must be enrolled in the same plan as you.
Plan changes are only allowed during open enrollment periods, except that an election may be revoked or changed at
any time if the change is the result of a qualifying event as defined under Internal Revenue Code Section 125.

If you and your spouse are both eligible for coverage under this Contract, you may be enrolled together on one
application card or separately on individual application cards, but not both. Your dependent children may only be
enrolled on one application card. Delta Dental will not coordinate benefits if you and your spouse are both covered

under this Contract.

Benefits will cease on the last day of the month in which the employee is terminated.

Revising Eligible People effective January 1, 2011.

Customer Service Toll-Free Number 800-524-0149
www.deltadentalmi.com
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ATTACHMENT A

Acknowledgement of Receipt of Employee Handbook

| have received the Employee Handbook and | understand that it is my responsibility to read and comply with
all the policies and procedures contained therein.

Employee Signature Date

Print Name

cc.  Employee
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The Honorable Mayor and City Council
March 6, 2019
Page 2

with notices. Public hearings in general will be discussed at our meeting, since I do not
believe that they are necessary in many cases.

6. Along with revisions to the ordinance, I will be working with Lisa Hathaway to revise the
forms available from City Hall that need to be submitted in conjunction with the
application, Much of the information required by the ordinance is already on the forms
required by the LCC.,

7. As to public hearings, notice requirements have been increased to 500 feet to be
consistent with the LCC Rules.

8. Once I get additional direction from the Council, this matter could remain on the COW
agenda or be submitted for a first reading. Thank you.

Very truly yours,
2 " . /:" ; 7 7
CHIP BERSCHBACK
CTB:gmr
Enclosure

cc Bruce Smith
Lisa Hathaway



















Impact of the establishment on surrounding businesses and
neighborhoods.

Pedestrian and vehicular movement.

Parking availability.

Number of seats/occupancy compared to the surrounding area.
Substantial renovation of existing buildings.

Concentration of drinking establishments and impact on policing
requirements.

General policing requirements.

Business history.

Business experience.

LCC violation history.

Diversification of the type of commercial activity in a given area or block.
Ratio of food to alcohol sales.

Type or character of the establishment, e.g., full-service restaurant, "bar
only" or hotel.

Overall benefit of the plan to the city.

The applicant's financial status and his ability to build or operate the
proposed facility, including whether appropriate lease arrangements exist.

The applicant's (including all individuals holding a five percent or greater
interest) past criminal convictions for crimes involving moral turpitude,
violence or alcohol.

The uniqueness of the proposed facility when compared with other
existing or proposed facilities.

The permanence of the proposed establishment in the community, as
evidenced by the proposed or actual commitments made by the applicant.

The effect that the proposed establishment would have in contributing to
the economic stability or revitalization of areas with the city.















(b)

©

(d

LCC, not a "dance-entertainment" permit or other type of permit, may be issued.
A dance permit may only be issued in a C-2 district.

Application. A written application on a form to be provided by the city shall be
submitted to the city clerk. The city clerk shall forward the request to the city
administrator, the director of public safety, and the building inspector for a
recommendation. The application shall contain the following: A plan or drawing
of the proposed square footage of that floor.

(1) A dance permit agreement signed by the applicant or its authorized agent
which contains the following:

a. A statement that there has been no material change in the facts
represented in the license application for their liquor license. If
there has been a material change, the licensee shall provide the city
with a revised application for a liquor license form stating the type
and date of such change.

b. A statement of whether any remodeling or new construction is
intended for use in conjunction with the permit, and if so, its
description, when the work is to be started and when the work is to
be completed.

c. The hours and days which the dancing is proposed to occur.
d. Additional requirements as contained in the agreement.

(2)  No application shall be processed unless accompanied by the dance permit
agreement signed by the applicant.

3) Additional information may be required by city administration to assure
that the application meets the requirements as detailed in this section.

Review. Once the city administrator determines that sufficient information is
available for review, a public hearing will be held before the city council. Notices
will be sent in accordance with the zoning enabling act notification procedures. In
addition, notices will also be sent out to existing licensees under this chapter.
Prior to the public hearing, the city administrator, director of public safety and
building inspector shall make a recommendation regarding the application.

Criteria for review. The city council has sole discretion to grant or deny a dance
permit based on the following:

(1)  Minimum requirements. No dance permit will be granted unless the

council makes favorable findings of fact regarding all of the following
requirements:
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(e)

®

(2)

(h)

a. That dancing will be an incidental use of the establishment and not
its primary use.

b. That the square footage of the dance floor shall not exceed 144
square feet.

C. That the dance floor is entirely indoors.

d. That the premises are safe, adequate and suitable for the proposed
activity.

€. That the granting of a dance permit will not have an adverse affect

on the peace, health, safety or welfare of the patrons or the
residents of the city.

) Discretionary factors. Even if the minimum requirements are met, the city
council still has to grant or deny the dance permit request based on the
review factors found in section 50-8(4)(a)—(x). Findings of fact on
review factors (a)—(x) may be given, but are not required.

Exemptions. Nothing in this chapter or Code shall be interpreted to prohibit city
sponsored dances, school sponsored dances, church sponsored dances or dancing
at existing country clubs.

Nontransferable. A permit granted by the council may not be transferred or
assigned. Any request for a transfer or assignment of a dance permit must follow
the procedures for transfer of a liquor license as found in this chapter.

Compliance. Failure to comply with any ordinance requirement, dance agreement
requirement, or LCC requirement subjects the permit holder to revocation
proceedings, municipal and circuit court action, and other administrative action.

Annual review. The administration shall conduct an annual administrative review
of any dance permit. The purpose of the review is to determine the status of any
complaints, problems, or violations sufficient to trigger the possibility of
nonrenewal or revocation of the dance permit in accordance with this chapter.
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