BOARD OF TRUSTEES

) Charter Township of Van Buren

SUPERVISOR CLERK TREASURER
Kevin McNamara Leon Wright Sharry A. Budd
’ TRUSTEE TRUSTEE TRUSTEE TRUSTEE
Sherry A. Frazier Kevin Martin Reggie Miller Paul D. White
April 3, 2018

Dear Colleagues:

Recently the Township was made aware of alleged ethics violations by Trustee Sherry Frazier.
As required by the Van Buren Charter Township Policies and Procedures Manual, Appendix B -
Ethics Policy — Resolution 2003-45, an investigation was conducted to confirm or deny the
allegations. The findings of that investigation are enclosed.

Per the Ethics Policy — Resolution 2003-45, the board is now required to review the findings and
decide if this should be brought forward for the Board to determine formally if the Ethics Policy
or any other policy was violated by Trustee Frazier.

- Itis my intention toallow the Board as much time as is needed to review the investigative
report and decide upon the appropriate action to be taken. A copy of the Ethics Policy, which
lists the possible penalty options, has been placed in your packet.

Respectfully,

/
/

/ / / /{_/ 4}%&7&%

Kevin McNamara

46425 Tyler Road, Van Buren Twp., Ml 48111-5217  Website: vanburen-mi.org
Telephone 734.699.8900 Fax 734.699-5213




TO: CHARTER TOWNSHIP OF VAN BUREN BOARD OF TRUSTEES

CC: PATRICK B. McCAULEY, DAVID KOTZIAN
FROM: SUPERVISOR KEVIN McNAMARA
RE: INVESTIGATIVE REPORT AS TO TRUSTEE SHERRY FRAZIER

DATED: APRIL 3,2018

l. Background:

On March 13, 201(8 I was interviewed by Lt. Bazzy who was investigating an assault and
battery complaint filed agéihst Trustee Frazier by"CIerk Wiright, which occurred following fhe
February 20" Board Meeting. Clerk Wright claims that Trustee Frazier pushed him then yelled
“get out of my face” during the altercation. During the course of Lt. Bazzy’s investigation he
ran a Computerized Criminal History (CCH) on Trustee Frazier. This ié standard operating
procedure in an investiéation fora repbrted asséult and battery complaint. If was discovered
from the CCH search that Trustee Frazier was arrested for 7re‘tai| fraud (2™ degree) from
‘Macy's department on Decehber 31,2017 in the City of Taylor. Trustee Frazier admitted to
the theft as stated in the investigative report from the Macy’s Loss Prevention agent. (Exhibit
1) Lt. Bazzy immediately reported the charge against Trustee Frazier to me, as required by
the Township’s Ethics Policy Resolution 2003-45. (Exhibit 2) This was the ﬁrét time | heard

that Trustee Frazier had been arrested for the misdemeanor criminal offense of retail fraud




from Macy's. | was alarmed at the nature of the offense. Further, she failed to disclose this

incident to me as required in the Township Ethics Policy.

On Mafch 16 | had a meeting with Trustee Frazier in my office, at which time we discussed
the arrest. At this meeting she failed to acknowledge the éeriousness of the charge. | urged
her to make this public as soon as possible in a manner of her choosing. After many years in
+ public offi ce I knew lt was only a matter of time before details of the offense would come out
Asa courtesy and out of respect for her position | wanted to give her the opportunlty to notify
the public herself. To date, she has not heeded my advice. | subsequently disclosed the
arrest incident to the other Board members, as required by the Ethics Policy. | understand

that Trustee Frazier has an April 4, 2018 court date for arraignment and pre-trial

At the March 6, 2018 Board meeting, Trustee Frazier took credit for an article written about
Van Buren Township in the Michigan Township Association Focus magazine. (Exhibit 3). She
accepted thanks for the article. It was later learned that Assistant DDA Director Lisa Lothringer

was responsible for working on the article and getting it published, and not Trustee Frazier.

In addition, | have received written reports from other elected officials (Exhibit 4) p,eréonal!y
witnessing and confirming behawor from Trustee Frazier which was felt to be in violation of
not only this Ethics Policy, but Meeting Conduct Policy (Exhibit 5) as well As stated in the

Ethics Policy, | had a duty to inform my fellow Board members of these events which | did




. both verbally and by letter of March 27, 2018 (Exhibit 6). Trustee Frazier was advised of this

on March 16, 2018 at a meeting in my office.

The above incidents are not conducive to the conduct expected of an elected official, who is

to act as a fiduciary to the Township finances. Per the Van Buren Township Ethics Policy,

Resolution 200345, the Board of Trustees must evaluate if Trustee Frazier is in violation of

" the policy, and thereby levy a penalty that is deemed: appropriate if that is the determination.

The below portion are excerpts from the policy, which Trustee Frazier is accused of being in

violation of:

The Township Ethics Policy, R_esoluﬁon 200345 states:

Statement of Purpose: “Public office and employment are public trusts. Trust comes
from requiring and maintaining integrity of the highest standard on the part of elected
and appointed officials and employees. Whenever conduct undermines that integrity
and trust, either actual or perceived, confidence is jeopardized. (page 1, paragraph

1) ’
Responsibilities, of Public Office: Township officials and employees must not
exceed their authority or breach the law or ask other to do so. Township officials and
employees are bound to observe in their official acts the highest standards of morality
and to discharge the duties of -their offices faithfully, regardless of personal
consideration, recognizing that their conduct in both their official and private affairs

‘should be above reproach. (page 1, paragraph 2) All Township officials and

employees shall safeguard public confidence by being honest, fair and respectful of
all persons and property with whom they have contact, by maintaining non-

_partisanship in all official acts, and by avoiding conduct which may tend to undermine

respect for Township officials and employees and for the Township as an institution.
(page 1, paragraph 2)

Policy: Where government is based upon the consent of the governed, every citizen
is entitied to have complete confidence in the integrity of his or her government. Every
official, employee or advisor of the government must help to earn and must honor that




trust by his or her own integrity and conduct in all official duties and actions. (page 1,
paragraph 4)

Rules: ltem 13: Reporting procedure for elected or appointed Township officials but
not Township employees. Conduct that may violate this Policy should be reported to
the Township Supervisor. The report must be in writing and signed. The Supervisor
will decide who will investigate the report. The Township Board of Trustees will make
the final decision on whether the policy has been violated. (page 5)

Violence in the Workplace Policy (Exhibit 7)

. e .STATEMENT OF PURPOSE: Therefore, Van Buren Township will not tolerate

‘threats, threatening behavior, or acts of violence against employees, visitors,
guests, or other individuals by anyone on Van Buren Township’s property. This
includes physical attacks, verbal or physical threats, destruction of property,
sexual harassment, intimidation, or abusive language. (page 1, paragraph 1)
DEFINTIONS: Physical Attack is unwanted or hostile physical contact such as
hitting, fighting, pushing, shoving, biting, spitting, and throwing objects. (page 1,
paragraph 4) PROHIBITED ACTIONS AND SANCTIONS: It is a violation of this
policy to engage in any acts of violence, except for law enforcement personnel as
authorized by law and within the confines of the { aw Enforcement agency pohcres

{(page 1, paragraph 7)

Summation of specific alleged violations of Township Policy by Trustee Frazier:

o Trustee Frazier signed a Receipt and Acknowledgment on December 2, 2016
(Exhibit 9) after taking office of receiving the Policies and Procedures Manual
(Exhibit 10) and agreeing “to read and comply with the pohcnes in the
handbook.”

e Trustee Frazier has committed aggressive unwanted physical contact (pushing,
shoving) against another elected official on February 20, 2018. (Exhibit 8)

e Trustee Frazier has been arrested and charged with retail ftaud (e.g. shopliﬁing)
related to a December 31, 2017 incident in the City of Taylor, Michigan. (Exhibit

D

e Trustee Frazier failed to notify the Supervisor of the arrest for retail fraud (e.g.
shoplifting) on December 31, 2017 from the Macy’s depariment store. The
arrest was only discovered during the routine course of a criminal investigation
conducted by Lt. Bazzy. :




Trustee Frazier repeatedly and dishonestly took credit at the March 6 Board
Meeting for the creation and placement of a favorable “Township in the
Spotlight” article related to the Township in the March 2018 edition of Michigan
Township Focus, the official publication of the Michigan Townships Association.
(Exhibit 3)

All of the above conduct has the effect of undermining the integrity, trust, and
confidence of the public in the Township’s ability o conduct business in a
productive and professional manner.

Penalty

. The Ethics Policy provides penalties for violation qf it and other Township policies by public

officials including:

“All officials and employees are expected to follow this policy as a condition of
employment or service fo the community... Failure fo do so by any elected or
appointed official will result in an evaluation by the Township Board of Trustees, and
could result in the removal of the official if the Board decides it is appropriate, unless
state law specifies otherwise. This section does not eliminate the possibility of criminal
or civil charges being filed if the circumstances warrant such action.

The appropriate action to be taken in any individual case shall be at the discretion of
the controlling authority and may include but is not limited to any of the following:

® 00T

Referral of the matter to a higher authority.

Pursuing further investigation.

Taking appropriate disciplinary action including discharge.

Deeming no action to be required.

Pursuing such other action which is reasonable, just and appropriate under the
circumstances.”

Township legal counsel has provided an opinion that removal of Trustee Frazier from her

elected posiﬁon as Trustee can presently only be acéomplished by voter recall or by the

Governor on petition by the Township and only for very specific and narrow reasons per MCL

168.369. Among the actions potentially available to the Board would include, for example,

those cited in (a)-(e) above, a Resolution of Reprimand or Censure (a more formal and clear

indication of disapproval of misconduct), removal from a meeting for continuing misconduct




disruptive of the meeting and such other further action as set forth in Township policies
allowed by law if the misconduct continues.

" The appropriate action to be taken, if any, is left to the judgment of the Township Board based
upon all the information presented to its memberé, provided however, that Trustee Frazier will
not participate in the appropriate action phase of the proceedings due to a clear conflict of

 interest.

IV.  The Process and Procedure
| All Board memberé havé previéuély been proVided a copy of my inv-esﬁg‘ative report
on April 3, 2018. To establish an orderly process for the consideration of this
disciplinary matter in which 1 will continue in my capacity aé Chairperson, the
following procedure at the Special Meeting will apply:
e A Special M‘e\eting will be‘scheo.lu‘led upon réquest. A |
e FEach Board ;’nember with the exception of Trustee Frazier will be given no more than
| 10 uninterrupted minutes to make comments or present documents relevant o the
issues under consideration. There will be no back and forth between Board |
members, Trustee Frazier and/or any member of thé public.

e Following the comment period for each Board member, Trustee Frazier shall be
given no more than 20 uninterrupted minutes to orally respond to the other Board‘
members comments and present any documents in support of her position. There
will be no back and forth discussion between Trustee Frazier, other Board members

and/or membérs of the public.




o Following Trustee Frazier's comments, the Board members with the exception of
Trustee Frazier shall diecuss and determine whether Trustee Fraziet’'s conduct is in
violation of Township policies including the Policies and Procedures Manual.

o At that point, the Chair will entertain a motion on the question. A simple majority will
be necessary to approve the motion. Trustee Frazier will not be allowed to vote on
any motion due to a conflict of interest. If a motion is approved finding no violation,
the meeting will be concluded. If a motion is approved flnding a vsolation(s) the
mee‘ting will then move to the discipline phase

e The Board will consider and decide upon appropriate discipline to impose upon
Trustee Frazier including those items set forth in the Ethics Policy. Following
discussmn the Chair will entertain a motion to i |mpose disciplinary action on Trustee
Frazuer Trustee FraZier will not participate in the vote due to conflict of interest. A
simple majority will be necessary to impose the disciplinary action. If no agreed upon '
disciplinary action can be decided upon and approved, the meeting will be
cconcluded. If approved disciplinary action will require further Board action (e.g.,
drafting and approval of a resolution), the resolution will be presented for
consideration at the next regular Board meeting. A simple majority vote will be
necessary to approve the resolution. Trustee Frazier will not participéte ili that vote
due to conflict of interest..

e Should other issues come up, | will make a ruling as Chair of the meeting in

consultation with legal counsel who will also be present.




-~ EXHIBIT 1




Chief Jason Wright Chief Amy Brow

Police Division Fire Division

Van Buren Township
Department of Public Safety

Gregory Laurain
Director of Public Safety

March 16, 2015
Dear Supervisor McNamara,

On March 13, 2018 Clerk Leon Wright filed an assault and battery complaint with this Department, Clerk -
. Wright’s compiamt alleges that he was physically assaulted by Trustee Sherry Frasier on February 20,2018
shortly after the Township board meeting in the board room.

During the course of my investigation I ran a Computerized Criminal History (CCH) on Trustes Frazier as
she is Iisted as'a suspect in this matter. A CCH on an individual suspected of criminal activity is standard
operating procedure and is a requirement when submitting a warrant request o the Prosecutor’s Office. I

s discovered that Trustee Frazier had been arrested by the Taylor, Michigan Police Department On December
31, 2017 for Larceny.

I contacted the Taylor Police Department and requested a copy of the arrest report. Upon receipt of the
report I leamed that Trustee Frazier had been charged with Retall Fraud 2™ DegTee by the City of Tay]or
Prosecutor.

Pursuant to the Van Buren Police Department Policy 331, Section 331.3 “All crimes or other incidents
involving or arrest of a member of the Depariment, other Township employees or prominent Van Buren
Official” and Van Buren Charter Township Bthics Policy, Resolution 2003-45 #13.

I am hereby notifying you that Trustee Frazier is the subject of an ongoing criminal investigation being
conducied by this Department in which the victim is another Elected Official of Van Buren Townshlp
Furthermore, Trustee Frazier was arrested and criminally charged with a mlsdemeanor erime in the City of
Taylor, Michigan.

I have attached a copy of the report from the Taylor Police Department for you to review.

Respeotfully,

7

Li. Charles Bazzy

Cc: Director Laurain,
Deputy Director Wright




During the afternoon hours of March 13, 2018, the Public Safety Director Greg
Laurain advised me of an incident that took place between Clerk Leon Wright and
Trustee Sharry Frazier. He advised me that Clerk Wright had filed an assault &
battery report against Trustee Frazier stemming from an altercation that occurred
on February 20, 2018 after a Board Meeting at Van Buren Township Hall. I was
. further advised that though the preliminary course of the criminal investigation, it
was discovered that Trustee Sharry Frazier had been arrested for Retail Fraud 2nd
Degree in the City of Taylor on December 31, 2017,

Director Laurain advised me that under the police department’s policy, they are
mandated to report incidents of this nature involving any -members of his

- department, other Township employees or prominent Van Buren Officials to the .

Director, and that he is to forward this to the Supervisor. .I must also note that
Director Laurain advised me that there appears to be some potential Township
Ethics Policy violations that Trustee Frazier may have been involved in according to
Ethics Policy Resolution 2003-45.




CR Ne: 170034552

GG GG

TAYLOR PD

23515 GODDARD
TAYLOR MI 48180
734-287-8611

f’atmi i

[ ]Arrest warrant
[ | Search warrant
[ 1Juvenile petition

170034552 ARREST
Rgpopt Date/Time ) Qccurrence Date/Time )
128172017 15:21 12/31/2017 15:21

‘Location Call Source

23000 EUREKA RD PHONE

Dispaiched Offense Verified Offense

2384 Larceny (Other) 3074 Retail Fraud Theft 2nd Degree

o][+4 OIC Contact Number

Schnell, Christian (TASCHNELLC-00256)

County ) ClyTwpiVillage

82 - Wayne 91 - Taylor

Division Vistim

[ 1Review only
[ ] Forfeiture

[ ]Other

Page tof 8

Created On 037132018 10:14 AM




CR No: 170034552

I FEREM AT RE R

IBR Code / IBR Group ) Offense File Class

23C - Shoplifting / A 30002 - RETAIL FRAUD - THEFT

Crime Against Location Type Offense Completed
PR .08 - DepartmentDiscount Store Completed
Domestic Violence Hate/Bias

No 00 - None {No Bias)

Using . Cargo Theit
A-Alcohol: No  C-Computer Equipment: No D-Drugs/Narcofics: No

FRAZIER, SHERRY ANN {A-ARRESTEE) [TAVINESC (00252)]

Last Name N First Name . Middle Name Suffix MriMirs/Ms -
FRAZIER . ‘ SHERRY . -+ |ANN : ; : L
Aliases - . Driver License# - DL Siate DL Country  |Personal ID#

Mi
DOB {Age) Ratce Ethnicity Birth City & State |Birth Country Country of Gitizenship

Comploxion Teeth Height Weight Attire

Held For Finger Prinis Photos Miranda Read Miranda Waived  |Number of Warrants FBi#
: . ] No No
Street Address Apt# County Counfry Home Phone Work Phone

City ' ‘State Zip Cell Phone

Arrest Information

QOffenses

3074 - Retail Fraud Theft 2nd Degree Lo

Ofiense Type: Mizd.

el;
Arresting Officer 1: TAVINESC (VINES, CHAD 010252)
MultiClearance MultiClearance Offense Amed With

N - Not Applicable : 01 - Unarmed

(V-VICTIM) [TAVINESC (60252)]
Victim Type Victim of

B - Business 3074 - Retail Fraud Theft 2nd Degres
PE: \é\:l.Typ Name Suffix MriMrsiMs

MACY'S
DOB {Age) Sex Race Ethnicity Birth Clty & State | Birth Country Country of Gitizenship

NA NA |NA NA NA NA NA

Street Address Apt# County Country Home Phone Work Phone

2300 EUREKA

City State Zip Cell Phone Emall

TAYLOR Mi 48180
Victim Injury

BRANTLEY, (O-OTHER){C-COMPLAINANT) [TAVINESC (00252)]

PE: W.Type: {Last Name First Name Middle Name Suffix MrilMrs/ivis
BRANTLEY
DOB (Age) JSex [Race Ethnizity [ Birth Clty & State |Birth Country Country of Citizenship

Page 2 of 3 Created On 03H3/2018 10:14 AM




CR No: 170034552

ISP R TR LA

UNKNOWN

S?;peny Class
18 19 - Merchandige | - Consumable Goods
Status Count Value

SR - Both Stolen And Recovered (Also Used To Update Prev. Stolen) 6 297 .50

Dascription Disposition Evidence Tag

MISC. MERCHANDISE

Recoveret DatefTims Location Owner

12/31/2017 15:22 _ 1.

On 12/31/2017 at approximately 1521 hours |, (Ptm. Vines) was dispatched to 23000 Eureka
(Macy's) on the report of Macy's LP holding an adult female for retail fraud. | arrived at the
location and spoke to Macy's LP Shontia Brantley and the following occurred:

-Shontia informed me that they were holding arrestee, Sherry Frazier, for retail fraud of $297.50.
-Shontia provided me with a copy of Macy's LP report on the incident and | was satisfied that it
met all the necessary requnrements for retail fraud.

-Sherry was then placed under arrest and handcuffed behind the back (TC/DL) for retail fraud,
searched, and placed in the rear of my patrol vehicle.

-Sherry was then transported to the station where she was turned over to the on duty PSO jailer
without incident. k.

-A CCH check of Sheiry showed her to have no CCH.

-Based on the total value of the items taken by Sherry($297.50) and not having any prior -
convictions for retail fraud, the incident qualified for retail fraud 2nd.

- scanned and attached a copy of the Macy's LP report to the report.

Page 5 of 3 Created On D3/13/2016 10:14 AM
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Taylor Police
Booking Record

Dals Bovkod: 1645 * Booking Officer: * Arresitng Agensy:

1213112017 1845 __NATHAN FADDEN {_TAYLOR POLICE DEPT
Personal Data , ,
Rame (LFM}: : Booking Numbar: Innzalo Nuniber:
FRAZIER , SHERRY ANN : " 170034 ;58710002
s : ) Olty: Stofe: 2ip: ;
b -Blﬂh Stato: . Raco! Soxt . Halr; A 25: ‘ Holght: Wolght:
. [ “Drivers Lioants Nort Siato: ) Gounlsy: “Gountry of Citieanship

RN M | unweosvaresor smzrica]  UNITED STATES OF AMERICA

These are my answers fo Medical Questions:’

Property anél Cash

Property !ntalfe s Propeﬂy Release . "1-
owner A ‘ /747( Lt
OWnee: Gwner: <
/ e
omcév! 07 5 Officer: = 0 l;‘ :
Ia-31ed) 1648 12317 (705

Jate/Timer™ , - Date/Time:




Original Complaint —Court Copy-Frosecutor

Warraut — Court Copy-Defendant
STATE OF MICHIGAN . COMPLAINT CASENQ.
23RD JUDICTAL DISTRICT MISDEMEANOR
ORI Court address Conrt telephone no,
V- 820225J 23511 GODDARD, TAYLOR, MI 48180-4197 374-1334
| THE PEOPLE OF Defendant’s name and address Victim or complainant
] The State of Michigan Shontia Brantley (Macys LP)

Sherry Ann Frazier

Complaining witmess

THE CITY OF TAYLOR Det. Christian Schaell

Y

Co-defendant(s) Oute: Onornbout 12/31/17

City/Twp.Village County in Michigan Defendant CIN Defendant 8ID Defendant DOB
TAYLOR WAYNE
= Maxinum penalty

Police-agenoy report no. charge Larceny Generally
17-34552

Wilness Defendant DL

STATE OF MICHIGAN, COUNTY OF WAYNE

The complaining witness says that on the date and at the location described, the defendant, conirary to law,

Did violate City of Taylor code of ordinances section 32-208 (Larceny Generally) while in Taylor at23000
Eureka Rd (Macys) Macys Loss Prevention Manager Shontia Brantley observed Defendant Sherry Frazier in
the women s accessones department holding two pxcvmusly selected scarves. Frazier walked to the back of the
“ gl silicied a white sweater and went to the
tooislersvag it} conlyth Herand-taied:to; rment for the concealed scarves. After
the putchase was completed, Frazier walked over to the Jewelry department where she selected cartings. Frazier
went to the handbags area where she selected a planner and concealed both the planner and eatvings into a
- Macy’s bag, Frazier went and sclected more merchandise and concealed it into her purse. Frazier passed afj
paints of sale and exited the store through the west Mall entrance, failing to offer payment for the concealed
merchandise. Frazier was stopped by Brantley and escorted back to the LP Office where she was identified
through her drivers license and all merchandise was recovered. Total dollar amount stolen and recovered was

$297.50.

The complaining witress asks that defendant be apprehended and dealt with according to law,

(Peace Officers only) Ideclare that the statemenis above are true fo the best of my information, knowledge, and belief,

WaWonzed on }r,fgff ot by:
{ 5 - Complaining witness signature
f i//ég {M / Subscribed and sworr to before me on

Prosecuting official Date

Judge/comt clerk/magistrate




Original Complaitit— Court Copy-Prosecutor .

Warrant ~ Cout Copy-Defendant
STATE OF MICHIGAN WARRANT CASENO.
23RD JUDICTAL DISTRICT MISDEMEANDR
ORI . Court addvess Court felephone no,
MI- 820225) 23511 GODDARD, ‘TAYLOR, MI 48180-4197 374-1334
THE PECPLE OF Defendant’s uame and address Vietim or complainant _
[ The State of Michigan Sherry Ann Frazier Shontia Brantley (Macys LP)
v L . ) Complaining witiiess T
B e CITY OF TAYLOR ‘ . Det. Christian Schnell
Co-defendani(s) Date: On orabout 12/31/17
City/ Twp./Vilinge County Ta Michigan Defendant CTN Defendant S0 | Delondani DG
TAYLOR WAYNE .
Police agency repor no. Charge Larceny Generaﬁy Maximuon penaity

17-34552

. ,v{immx o . T S T T o Dafetldmltﬁl)lﬁ_‘%

STATE OF MICHIGAN, COUNTY OF WAYNE

To any peace officer or court officer authorized to make an arrest: The complaining witness has filed a sworn complaint in this
court stating that on the date and the location desctibed, the defendant, contrary to law,

Did violate City of Taylor code of ordinances section 32-208 (Larceny Generally) while in Taylor 2123000
Eureka Rd (Macys). Macys Loss Prevention Manager Shontia Brantley observed Defendant Sherry Frazier in
the women’s accessoties department holding two previously selected scatves. Prazier walked to the back of the
department and concealed the two scarves into her purse. Frazier then selected a white sweater and went to the
registers where she paid for only the white sweater and failed to offer payment for the concealed scarves, After
the purchase was completed, Frazier walked over to the Jewelry department where she selected earrings. Frazier
went to the handbags aréa where she selected a planner and concealed both the planner and earrings into a
Macy’s bag. Frazier went and selected mote merchandise and concealed it into her purse. Frazier passed all
points of sale and exited the store through the west Mall entrance, failing to offer payment for the concealed
merchandise, Frazier was stopped by Brantley and escorted back o the LP Office where she was identified
through her drivers license and all merchandise was recovered. Total dollar amount stolen and recovered was
$297.50.

Lipon examination of the complaint, | find probable cause to believe defendant committed the offense set forth,
THEREFORE, IN THE NAME OF THE PEOPLE OF THE STATE OF MICHIGAN, | order you to arrest and bring
defendant before the court immediately, or the defendant may be released when a cash or surety bond is posted in the
amountof § for personal appearance before the court. A

(SEAL)
Date Judge/magistrate Bar no,

By virtue of this warrant the defendant has besn taken info custody as orderad

Date ' Peace officer
DC225 WARRANT, MISDEMEANOR
COURT ,
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NOT APPROVED
Case #: 71-309-04-0041-2017

EXTERNAL APPREHEN SION REPORT

Macy's

Soutiland (MI) - Asset Protection Departinent
23000 Eurcita Road

Taylor M1 48180

(734) 374-5077

% MOCYS

Apprehension Date o
. (mnddiyyyy): 1RYIT . Prosecuted;

- Custody Time s 2&30‘1’1\}1 Previous:
Custody Time Out: '

Custody 5 ,
Explanation: Police Delayed

Detective Name:
Detective
Number: 006120

Prosecution R
Disposition By: . Shontia Brantley

Future Paynient
Expected: . Yes

Trespass: - . Yes
SUPPLEMENTAL INFORMATION:
Cross Referenced:

Shontig Brantley Case Deseription:

Total Amount: _ $297.50
" Merchandise | ‘
Damaged;
Approved By:
Approved
Date:
Shoplifting CD

SUBJECT INFORMATION
Naines Frazier, Sherry Ann

Maiden

Name:
Alias/Nickname:
Address:

Printary Phone
Number:

Secondary Phone
Number:

Emails

Sex:

Employer:
High School:
Oecupstion:
Marital Status:

DOB:
Ages

Race:
DLN:

Photo of Subject (18+ only)

Saclal
Number:

Height:
Weight:
Haix
Eye:

(Detmiuing Detective: !Datective Making Report;

|Assisting Detectives: |

htip://na000xsfss04/SIS71/Merge/Image.asp?ProcessType=SingleHTML&caseno= 7130... 12/31/2017




Page 2 of 3

NOT APPROVED
Case #: 71-309-04-0041-2017
PARENT INFORMATION
Nanes
Address:
Phoiet
APPREHENSION INFORMATION
NO-Not
y applicable
Aresof Dress g:xlmlcufﬁng No - Not Handcuffing No - Neot gz;ne s per
Activity: Accessories . handouffed  In Custody: handcuffed, . secwity |
T Coxxtact. _ . _ v qualgsted. proceduie
. A-219
. Initiated CCTV Vehicle Time PD
Award: By: Sensor Make: Called:
Time PD
Photo Yes Vehiele Arrived/Company
Taken: Madel: Custody
. End:
Bigned . . Floor Vehicle Custody
Adnrssion No Asshsted L: Observaiion  Colloa; Time Ouks
Evidence Log , Not . R
) Asslsted 2: Applicable Yehicle Year: 0
Evidence '
Status: Photogeaph
Subject clothing description: white coat, blue jeans, brown boots
tems carrled by the subject: Brown purse
Mark-Scars:
MERCHANDISE RECOVERY INFORMATION .
Dieseription: SKU # Bepts | Qtyt { UnitPrices | Total Prices | Damnged:
TOOLSCARF " 000000887936091792 00309 | 1 $38.00 $38.00 N
HERITAGRSCRF 000000887986028504 00309 t $38.60 $38.00 N
TIPPED KNIT RYRSBL 000000768856350907 00334 1 $88.50 $88.50 N
OPENWORK DROP EARR 000000190365399304 00283 i %2000 $26.00 N
TRIBAL FARRING 000000191671184455 60283 1 $35.00 $35.00 N
TOOLCHIEY] (000068879860838560 00309 1 $69.60 - $69.00 N
Total:=$297.50
[Detaining Detective: Detective Making Report: f Assisting Detectives; J

http://ma000xsfss04/SIS71/Merge/Image.asp?ProcessType=SingleHTML & caseno= 7130...

12/31/2017




Page 3 of 3

NOT APPROVED
Case #:71-309-04-0041-2017
NARRATIVE:

On December 31, 2017 at approximately 1:30 PM I, Shontia Brantley Asset Protection Manager
(APM) at Macys Southiand observed a subject in the Women’s Accessories department looking
around while holding two Patricia Nash scarves, The subject later Identified to me by MI Driver
License as Sherry Ann FRAZIER was wearing a white coat, black white sweater, blue denim jeans,
and brown boos cantying a very large brown purse. I observed FRAZIER walk to the back of the
department and conceal the two scarves into the purse that FRAZIER was carrying, FRAZIER
selected a black shawi and tried it on. FRAZIER placed the shawl back on the fixture and started
looking around again. FRAZIER left the department without any merchandise,

1 then observed FRAZIER enter into the Ready to Wear department, where she was observed
selecting one white sweater, At this time I went out to the sales floor to conduet floor observation of
FRAZIER, Frazer was observed approaching the register, where FRAZIER purchased only the white -
sweater. FRAZIER never attempted to pay for the concealed merchandise that was inside of '
FRAZIER’s purse. After the purchase was complete FRAZIER walked over to the Jewelry
department and selected two paits of Lucky Brand earrings. 1 then observed FRAZIER walk over to
Handbags, FRAZIER selected a Patricia Nash planner and walked towards the back of the
department. I observed FRAZIER conceal the earrings and planner into the Macys bag that
FRAZIER was carrying, FRAZIER then selected one black shaw! and tried it on, Affer trying the
shaw] on FRAZIER bent down and concealed the shawl into FRAZIER’s purse. I continued
observation of FRAZIER by following FRAZIER through the store, FRAZIER walked through the
Women's shoe and Fragrance department passing 10 working and staffed registers without making
any attempt to_pay for the concealed merchandise. FRAZIER passed the last point of sale and exited
out of the Fragrance Mail doors (West mall entrance) with the unpaid for merchandise. Onceé out in
the Mall I approached FRAZIER and identified myself verbally and with ID as Macy’s Asset
Protection. I asked FRAZIER to hand me the bag and purse. FRAZIER complied and was escorted
back to the AP office without incident. FRAZIER was not handeuffed,

Once back in the AP office FRAZIER was patted down in search of weapons by me while Sales
Manager Dinah Doss witnessed, No weapons were found. The black shawl and two Patricia Nash
scarves were recovered from FRAZIER’s purse, The two pair of earrings and the planner was
recovered from the Macy’s bag. FRAZIER was referred to Taylor Police Depattment for
prosecution. FRAZIER was interviewed by me and adinitted fo taking the merchandise without
paying for it, FRAZIER stated “I don’t know why I did it. I think it’s because my husband died and I
need some attention, I guess.” Pictures were taken of FRAZIER and the merchandise. Taylor Police
was called at 3:20 PM,

ﬁ)etaining Detective: lDetective Making Report: IAssisting Detectives: ]
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~should niot be constued to interferé or abrogate in A0y

. Tovimship:officials, and employees are bound. {0 obs

- personal consideration, secogaiZing it their-con

Tt shall be the policy of the Township that all pu

| general public whom they serve,

x

v‘Tﬁms&@g&gﬁﬁ_@igxgg and employees aw%‘éaﬂéﬁw
~and the Constitu
the

VAN BUREN CHARTER TOWNSHIP -
~ ETHICS-POLICY,

| RESOLUTION200345

-

Trustes Hart and seconded by Clerk Payne.

The following Resofution was offered by

ot integrity-and

. WhensegEe pertines: griy-a
s jeopardized. - An .reglize per A

: 'EIp?Io ent is 1 violation of that trust. T o6y
eifitsaleondast thatareiclearly cstablish iomly 20p e8

' I

whergappropriate. This policy is infend ' ]
way the provisions of any federal law, -

Michigan statue, Township opdinance, or any rights and/or rémedies provided for under &
collective bargaining agreement, o ' o . '
Responsibitities of Public Qffice. - L .
nshi o uphold the Constitution of the United States -
jtution of the State of Michigan and to camry out impartially and ly=with
tions:stateandthe-Charter-Towniship n-Buren. 2T oiship “and
excocd their anthority or bisichtheddawy or ask ofhers’ to do so.
erve in thelr official acts the highest

employees 1

the dutics of their offices faithfully, regardiess of. |

giandards of morality and to discharge
duct in both their official and private.affais -

shopld:! amngmepmazh. o _

blicofficials and employees must avoid both
conflicts and the appeatance of condlicts betwean theit private interests and those of the
To mutive and promote the fuith of the public in its
government, it is necessary. 10 establish rules for separating their roles as private citizens
from their foles as public servants. Whete government is based upon the consent of the
governed, svery citizen s antitled o have complete confidence in the integ ity of his or her
government, B ;-emplogee or.advisor-of the:sovernmient st helpfo, -
miist-honorthé B ovm: et All-official
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. Decision making — exercising pi;biié power to adopt 1

: :O'fﬁ,‘c':iai,duties Ql.'._;(_)fﬁ(‘«ial action - a-decisio
other action or failure o dct whick

Wherever used herein, the following terms shall have the following meanings:

Agreement - an understanding between two or more persons of entities; a contract.
Appointed ~ selected and installed in an office or position,
Benefit — advantage; any improvement in position, finances, power, or influence.

Business- commetcial, residential or industrial enterptise, esteblishment, store, efe; work
employment of profession of an individusl or group; commerce. .

" Candidate —someone who seeks or has been proposed fér‘én office, position of award.

thing of value, or other compensatory or pectuiary benefit

Compsnsaﬁbn — ghy MOney,
for or as reimbursement for serves rendered or fo be

received oOr to be received in refun
rendered. ' ‘
Conflict of inerest — either 2 personal interest or a duty or loyalty to a third’ p:arty that
competes with or is adverse to a T ownship official’s or employee’s duty to the public interest

in the exercse of official dutles or officiel actions. : -

understandings supported by present or ﬁiﬁ;;e considéraﬁdn;

-

Contract ~ sgreement of mutusl
aws, regulations or sténdaxds, render .

quasi-fudicial decisions, ‘establish execufive policy, or determine questions involving

- substantial discretion.

Gift — anything of value giiren without consideration or expectation of retutn, ~

Offsaiat — anypersanuh@“émgameleciedofﬁceefthe%%@h@ or any appointed, non-
employee meinber of any Township board or commission, including consultanis who give
professional advice or services regan ing matters of his or her special knowledgs or iraining, -

- a-decision, recommiendation, . éppi‘oval, disapproval or .
‘tnivolves theuse of discretioniary authority, = 7.0 ) '
firm, association, union, trust,

eﬁﬁty, corporation, partnership,
whether or not operated for

Person — any individual, :
estate, -and any parent or subsidiary of any of the foregoing,
profit. ' ' ' .
Potential conflict of interest — 2 situation where the interests of the Township and the
tnterests of soméone else will, may or might conflict in the oxdinary course of events. ,
Relative — a person who is related to an official or employee as spouse' or ag any of the
following, whether by blood or by adoption: parent, child, brother or sister, aunt or uncle,
nlaw, mother-indaw, son-in-law,

nisce or nephéw, grandparent, grandchild, father
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daughter-in-law, stepfather or stepmother,

stepson of stepdaughter, stepbrother or siepsister,

half-brother ot half-sister or members of the official or employee’s household.

. Fownship - Van Buren Chatter Township.

Township employee — an employee of Van Buren Charter Township.

© Bules. A

1.

. entertainment, hospitality ot asy
© apréeiment that the vote of the

Gift, compensation or economic inferest. No official or employee of the Township
shall solicit, accept, of receive, directly or indirectly, any giff, compensation, or
anything ‘of sconomic value, whether in the form of money, service, loan, fravel,

ofher form, or a promise of any of these things for an

eandidate for elected office in the Township wotild be infiuenced thereby, . .

" further the private economic intere

public at large.

* employes, or relative has an interest in. |

. Political activity. No official or emp
. time or property for his.or her political b
 person seeking elective office,

Preforential ireatment,” No dﬁicial or employee of the T avmshi;} shall tise or attempt
to use his or her position to secure, request or grant any privileges, exceptions,

shieHployEs ek thevTownshipsshall.eat.all.cltizons

e e ————— T A L e

Use of infcmatién.- No official or_employes of the Township who acquires

snformation in the. course of his or her official duties, which information by Jaw or

policy is not available at the time to the genetal public, shall use such information fo
est of himself or herself or any other person. .

Use of Township propérty. No offi
indirectly, use or permit any other person ‘
his ot her private economic intetest O that of any other person.

to use Township property of any. kind for
‘Township officials

and employees shall strive to protect and ‘conserve all Township property including

equipment and supplies entrusted of issued to them. This rule does not preclude the

use of publicly owned property that is made avaiiable by general practice fo the

of propetty or facilities available to the general public on an equal basis. No political
activity shall interfere with the performance of the duties of any Township official or

employse.

with the Township. No official, employee, ot his or her relative shall

engage in any business with the Township, directly or inidirectly, without fling a
cornplete written disclosure statement for each business activity the official,
Such disclosure shall be made on an annual

basts end prior to any decision on & business activity not previously disclosed in an
anrmal disclosure, No public official or employes or his or her relative shall engage

Doing business

fhicial action or decision of an official employes, or
referential treatment for himself or herself or any other

cia i corployes of the Towaskip shell, directly ot .

loyee of the Township. shall use any To;mslﬁp- ‘ o
engﬁt'*'or'forﬂie?;aoliﬁbal benefitof any other. .. . .
provided that the foregoing shall not prohibit thedse




- official action on any coméract with the

" Township shall serve on an elected municipel gove

11. No official or employ

in any bﬁsiness transaction ‘W,here the official or employee or relative may benefit
financially from confidential information that the official or employee obtained or
qould have obtained by reason of that pasitiqn or authority. . ,

Nepotism, The spouse of any elected:Township official ‘or any appointed official

' shall be disqualified from holding any appointed office, The immediate family
membets of any elected Township official or appointed official and the spouses of

-any such family members shall be disqualified from holding full-time or permanent
part-time employment with the Township dusing the tertm served by, said elected .
official or during the fenure of the appointed official. This section shall in no way
disqualify such relatives or their spousés who ate bona fide appointed officers or

" - emplogees of the Township af the tithe of the election of seid elected official or. . .

‘appoifitment of said appointed official. .

Coniracts with the Township. No-official or émployae of the Tcwhship. shall take any
Tomzslgip or any other matter in which he ot

she has a financial interest.

Serving on'an elected municipal governing board. No official or employee of the
roment board when such service is

inconsistent with State law.

© 10 Dual represe};téﬁoiz. No puﬁiio official or employee of the Tbml;ip'shaﬂ atteinpt to

nse his or her official position to secure special privileges or exemptions for himself
or herself or for others o o . T ' -

) ¢e of Van Buren Charter Township shiall represent his of her
personal opinion as that of the Township. - Co S

12. Full disclosure. “The following disclosure feqizirements are established to avoid both

actual-and perceived conflicts between the private inferests and the public interests of

public officials and employses. '

- a. Selfinterest. No public official or employee, either on his or her behalf or on.
' with ahy public body of the Towriship uless the person shall fifst fake

public disclosure of the nature of such interest. B S

Disclosure and disqualification. Whenever the performance of official duties
shall require a public officlal or employee to delibetate and vote on any matier
involving his or her financial or personal interest, that person shall publicly
disclose the nature and extent of such interest end is disquelified from

participating in the deliberations and voting on the matter unless State law

specifies otherwise,

Dual employment. No public official or employee -shall engage” in
employment with or render services for any person or entity that has business

A

‘behalf of any othet person, shall have an interest in any busihess fransaction’ . . .-




" 14. Reporting 'pchedﬁre for Tovmship emp

 ‘trapsaotions with any public body, of the Township without first making full
public disclosure of the raiure and the extent of the employment of service,
Disclosures must be made before the time fo perform bis ot her duties. If the
official is a member of & decision-making or advising body, he or she must
make disclosure to other membets of the body on ‘the officiel record.  An
appoitted official or employee tust make disclosure 10 the Tovwnship
Supervisor. “An elected official must make disclosure to the general public,

However, this ‘sectl
appointed official from engaging in privafe employment or business on his or
her own iime -as a private citizen, and where Township business is not
fnvolved, - The Township Supervisor must make such a disclosure o the

* Township Board of Trustees.

loyees, other than appointed employees.
Conduct that may violate this Polioy showld be reported to the Township Supervisor,
The report must be in writing and signed. The Supervisor will investigate the report
and if necessary carry out the appropriate discipline. ~ - . S

1 5. Rules -of condiict for employees that have outside
.. considered in appendix (A) to this Policy and as app:;ovgd’by the ‘I‘owzgsh_ip Board,

in section 12 including notice of all outside empioyméni

" 16. Fuli disclosure s described
ptior to accepiing such employment, shall be
forms and given to

the Township Supervisor (See appendix B).

X

statetlaw pe&ﬁes:o‘ehemé“;.
of civil charges being filed if the circumstances wargant such action.

neiapproptiate Action o be taken,

[

* "4 Referral of the matfer to a higher authority.

b. Pursuing further investigation. - .
hoe Taking appropriste disciplitiaty action including discharge.
d Deeming no action to be required.

on shall mot prohibit a past time glected official or .

iy okt Toostip

business relationships ate

made by the employes on prescribed

-Gise. shill:-be ot thie disetetion of ithe




¥ e Pursmngsasuch sothet-action. whieh. 38, 18
. clrcumst Hoess ‘

Thls Resolution shall take immediate effect.
YEAS: ng, Payne, Budd, Hart, Herman, J ahr and Rochowxak

| NAYS: | None.
ABSENT' None.

. 1, Joannie . Payne,
certify that the foregoing is a‘tiue and acctrate resolution duly adopted by the Board of

Trostees at theit regular meeting held December 16, 2003 in the Board Room, Tovmsth
Hall, 46425 Tyler Road Van Buren, Twp Mlchzgan '

JoanmeD Payne, cMC
" TownshipClerk =

CMC Cletk of the Charter. Townshxp of Van Burem do hereby -
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. Putpose. A

"~ personal business relafions

- -APPENDIX A .
VAN BUREN CHARTER TOWNSHIP
RULES OF CONDUCT FOR EMPLOYEES THAT
HAVE OUTSIDE BUSINESS RELATIONS

Given the seasitive nature of Township work and the complications that can result from

outside work or business interests, these 1t
outside, employment o who have outside relationships with business partners or auy
) at Gould cause a conflict with their Township work. These
d and ave-subject to the approval of the Towsship Board. - Ones

rales. will be reviewe ,
approved, they shall be enforced by the Township Supsrvisor. A violation of the rules

shall be cause for discipline or dismissal,

1. Bmployees dre required 0 refiain from outside work or business arrangements

‘ that could canse a conflict with their Towmship work, If an arrangement OoCUIS

. that could cause a conflicl, the employee is required to follow these rides of

conduct to avoid any conflict of interest. 1f such relationships interfere with the

employes’s ability to effectively perform. his or her duties, the employee will be
‘required. by the Tovwmnship Supervisor fo' sever his ot her ‘outside business

relationship or give up his or her Township job. I D

2, An émployee-shaﬁ. disclose to the Township Supervisor on of bgfarb taking work
or enfering into an qutside_busiuassrelaﬁonship,’ a1l work or busthess relationships
i which he or she is a partoer for profit or in which he or she is paid for services

in any form or manner. (Bee appendix B).
3. There shall bs'i;o meeting, casual conversations, or business of any 'I;izzd
conducted during Township business houts, in or out of the office, with any
. business partoef or other individugl thet peys an employee for any services -
- “whatsoever unless such is first gpproved by the Township Supervisor. - .

-4, “There shall be no Township inspections done or approvals, permits, or lcenses
jssued by an employes to individuals or businesses i which the employee has any
business relationship, is a partner for profit, or 15 paid for services in any formor .
manner whatsoever. . : - '

5. A business in which an employee is'a i}armer for profit or is paid for any service
" ghall not perform services for Van Buren Charter Township unless the business
osed to the Township Supervisor. Approval of the proposed

relationship Is discl _
business dealing shall be determined by cither the Supervisor, the majority of full-
time elected officials or the Township Boatd based upon the thresholds outlined

icy, with said approval being granted at least

in the Township Pvzchasing Pol
seven (7) days prior to any contract, transaction, or service being performed. For

rules shall pertain to all employees who bave - '




example, if the proposed business dealing was not previously approved by the

Township Board, ie. at the time of budget adoption, and has a value up to
$3,499.99, said apptoval can be granted by two of the three full-time elected
officials provided neither of the two granting approval is a partner. for profit to the
business dealing. At any time, the Towanship Supervisor, may at his’her-
discretion, forward any such proposed business dealing to the Board of Trusiees

- for their consideration.




" APPENDIXB

" YWhat family inferest is involved?

1 certify that this employment ot business rel

following conditions:

' VANBURENCHARTER TOWNSHIP © © -
 REQUESTFOR SUPPLEMENTARY EMPLOYMENT AND/OR ,
1§CLOSURS OF BUSINESS INTEREST OF EMPLOYER OR FAMILY MEMBER

" Bmployer or business ralatiansﬁip o “Address
City - -+ State . ZipCode  Phone
| Depgr%tmen’s -

Coprent Yoo Buren Ch’?‘fter Township job o

‘What eniployer o business interest is involved?

ationship will in no way conflict or interfere with
ty. Township employment. -1 futther certify that.I read, -understand, and agres o the

1. This employment or business relationship must in no way conflict with the Tovmship.
- ‘yples. copcerning supplementary erployinent or- business relationship or Cause a
conflict with work hours required for Township employment. I :
2. This employment or business relationship will not interfere with the quality of my
. Township work of the satisfactory and impartial performance of my Township duties. .
Departmental sapervisor and the Township -

3, I mmst secure written approval from mmy
approved supplementary

Supervisor before engaging in o changing currenily

~ employment. - Ce R ‘
4. I am prohibited from working, whether for compensation or otherwise, for any
. business-or ‘orgapization fhat does business with or provides services to the Township
- without first giving. st least seven (7) days notice to and receiving approval from the
Supervisor, the majority of fill- ' ]
provided for in section #5 of Appendix A o the Ethics Policy.

Employee Signamre: " Pate
PRJNI‘~ fﬁmpléyee Ngmel
‘ Sjgnamre.of immedi%te supervisor Recomméndaﬁon _ Date
: Signatur; of wansh-ip Supervisor © Appfpj./edfl.)isappro‘ved Date *

Comiments:

adltime elected officials or the Township “Board as
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t“ownshi'ps in the spotiigh

Van Buren Charter Township
stablished in 1835 and named after the
eighth U.S. president, Martin Van Buren,
Van Buren Charter Township (Wayne Co.)

is a premier community with 2 commitment to :
providing quality programs and services to residents and
visitors, The original population of 500 grew quickly
a8 2 result of major improvements to the township’s
infrastructure, including the construction of railroads,
formation of Belleville Lake, development of airports, and
building of the Bomber Highway, now 1-94, -
Situated at the crossroads of 1-94 and I-275, Van
Buren Charter Township is 2 convenient destination at the
midway point between Detroit and Ann Arbor. Providing
unparalleled access to highway and rail systems and close
proximity to Willow Run Airport and Detroit Metropolitan
Airport, the township is a sweet spot for businesses
and residents alike. With a blend of rural character and
suburban amenities, it offers a unique Jocation for business-
development alongside family-oriented neighborhoods and
a distinctive downtown business district boasting a variety
of gathering places to enjoy delicious food, history, art and
entertainment. '

"The township presents bﬁpe;p?niﬁes for business growth
through location, flexibility and the ever-changing market

* demand. Retail supply and demand in Van Buren Charter

Township's local and regional trade areas support expansion
through new businesses, the conversion or repositioning -
of existing businesses, and build-to-suit options. Ideally
located within the Airport District, the Van Buren Charter
‘Township area is quickly becoming one of southeast
Michigan’s most desired locations for major technology hubs,
thriving start-ups and the American Center for Mobility at
Willow Run Airport, which opened in December 2017,
Active famities enjoy Belleville Lake, Wayne County’s
largest inland lake, covering 1,200 actes, and an extensive
parks and recreation system that includes five community
patks, sledding hill, picnic shelters, walking and biking trails,
sports fields, playgrounds, boat launches, fishing piers and 2
beach. Enjoy year-round, family-fiiendly events for all ages,
presented by the Van Buren Parks & Recreation Department
and the September Days Senior Center. Classes, activities,
summer concerts, 4th of July fireworks, art and craft faits,
classic car showws and more showcase Van Buren Charter
Township’s dedication. to offering something for everyone.




"EXHIBIT 4




Public service is a public trust requiring officials to conduct themselves in a manner that will instill public
confidence and trust. The Citizens and Businesses of Van Buren Charter Township are entitled to have fair,
ethical and accountable local government. | firmly believe Ms. Fraizer has broken this trust by conducting
herself unethically.

On numerous occasion, dating back to May of 2017 Ms. Frazier has made several allegations of
malfeasance in my expenditures while performing the duties associated with my elected position as Clerk.
Alt my expenditures have been consistent with Township policies, procedures and were approved during
the budget process. These personal charges and verbal attaches upon my character have been completely

unwarranted.

At the board table Ms. Frazler is éften heard speaking prior to be recognized, over another boérd member
and heckling from her seat at the table. '

On February 20, 2018 Ms. Fraziers personal attacks took a completely different turn following the Board
meeting when | asked to speak with her and she pushed me back and screamed “Get out of my face”. |
will not tolerate nor do | accept violent behavior. A police report of the incident was filed.

At the Board of Trustees meeting held March 6, 2018 Ms. Fraizer stated she had authored an article
recently published in the Michigan Township Association Focus magazine. When given a second

. opportunity to recant she again took credit. Following the meeting | learned that she had not authored
the article and during the Board Meeting of March 20, 2018 claimed she was just “joking”,

, Clerte




At the March 6 Sherry Frazier took credit for a magazine article that was actually written by DDA
Assistant Lisa Lothringer. Just after the meeting | was told of a text stating Lisa had submitted the articie
and the DDA Director was very upset 50 | let the Board know who wrote the article before everyone left
the township hali. | asked Sherry before she left the township hall how she could lie on camera and she
went off on a tangent about an incident that had happened with my deputy a week eatlier. Deputy
Clerk Joanne Montgomery told her to back off and she continued to rant and rave down the haliway
until | went into my office. When Sharry apologized at the next meeting she said it was a joke even
though she had stated on three different time that she had done it. Her apology did not seem sincere,

The week hefore she had asked Sean to call and she was reminded she had to take that request though
Dan Selman. She came to my counter and yelled at my staff and deputy saying that didn’t get the

' message right. Another employee was embarrassed for her actions and mentioned it o me. The next -

day Sherry came into to see me and asked what the problem was and | explained that she knew
infarmation requested had to go through Dan Selman. She said it was private and | told her she should
have said so or she could have called me. The next day one of my employees said she felt intimated by

her.

It seems at board meeting she has to have the last word and gets irritated easily and she continues to
raise her voice. .

She tries to talk over most board members and shows them no respect,

“%“’73 2 T-18




* March 29; 2018

At the March 6™ Board meeting, Paul White announced that in a recent MTA
Publication, a nice article was written about Van Buren Township. When I asked
who. wehiad to thanl for.getting thearticle; ;published, Shesry Fiazier spokeup and

' saida she did it. She also went on to say that the article was free to publish. I then'
verbally thanked Sherry Frazier for her work on the article. At no timée during this
conversation, did I believe that Sherry Frazier was joking, and I took her actions as
being sincere. At the end of the meeting in the township hallway, I learned that
Sherry Frazier did not have anything to do with the article getting pubhshed In
Tact; T was told that Lisa Tothringer was resp01131ble for working on the article and
getting this piece published. Because of Sherry Frazier’s actions regarding this
incident, I believed that Sherry demonstrated irrational behavior and uneﬂ:ncal self-

centrel of a public official.

On Match. 16th, I'met with Lt. Chaﬂes Bazzy and Kevin McNamara in the
Supervisor”s office in which they told me that on December 31, 2017, Sherry
Frazier was arrested and charged with shoplifting at Macys Department Store in

- Taylor, Michigan.
1 believe that holding public office is a position of public trust and should be

to the highest standards of integrity. I believe a violation of breach of duty of care

-pecurred because she-did net upheld her duties to the community in-which Sherry

serves. Her decisions and actions of committing the immoral act of shoplifting

 lacked sound judgment, and she did not hold herself accountable to a higher
 standard of i mtegrry Therefore I feel that Sherry Frazier committed misconduct in

office.

"Sincer'ely,‘ |
4 4""1? - A ” /?
'.‘%;g%@ T
Reggie Miller, Trustee
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BOARD OF TRUBTEES

SUPERVISOR CLERK TREASURER
Kovin McNemara Laon Wright Bhasry 4. Budd
 TRUSTEE TRUSTEE TRUSTEE TRUSTES
Sherry A, Frazler Kevin Marlin Reggie-Miller Paul D, White
April 1,2018

Supervisor Kevin MoNarbars
46425 Tyler Road
Van Buren Twyp, MI48111

Dear Supervisor McNatvara:

Please accopt this letter in response to the request to detal] the bad behavier of a speeific
member of the VBT Board. At this thme, Tam um&ﬁmg arid vemble 10 do that as T heleve that all
members of this board are compimi o SoIne extent in the discord and harsh dispoutse over the
last 16 months.

Before Supervisor MicNamara even called our first meeting to order, Trustee Fragier set
flie tong by flipping over my nameplate and causing a stiv becavse she was walmppy with the
&eaimg, assignments. Wé have spent foove fhan a year with teo many “gotche” moments,
campaign ré-clsetion commerdials cloaked as statements about agenda iters and varied personal
attacks, The events over the last month ave just the finel staw. The allegations regarding
physical assault and the revelation of a pending criviinal matter remaln fn factjust allegations. 1
think that to comiment o these issues at fhis fime are prematire.

Early in our ferm we met with Mike Kole to do some tgam building exercises, At that
e we discussed how to work together to be honest, open, and o not persenally sttack sach
athér. We also apreed not to have “gotcha™ moments. Over the last 16 months we have fuiles
follow these sxmpia instnctions. We have all been to MTA traiifing classes and the tlag
stands out 1o me is Giled “Boards that Speak with One Viles” We ave quick to cite the MTA
when it%s convetient, but ars we really taking what we have learned to heart? What T have
experieniced thus far on {lis board defies a lot of the MTA®s counsel and has led us to this place.

Tt-is. an honor and privilege to serve on the VBT Board of Trustess. Thope in the futare
we can discontinue the harsh dispourse and petsonal attacks and act in an appropriate manuer.

Sineer e}y,

« fw»w /] mu{f{fﬁ;““w

VB’? Trostes Kevin Martin

45428 Tvier Road, Van Blren Twp., Wi 481118217 Website: vanburen-mil.org
=l Telophans 734,689.8000 Tml734.600-5213




Charter Township of Van Buren

BOARD OF TRUSTEES
SUPERVISOR CLERAK TREASURER
~ Kevin MoNamara Leon Wiight Sharry A, Budd
TRUSTEE TRUSTEE TRUSTEE TRUSTEE
Shetry A. Frazier Kevin Martin Reggle Miller Paul D. White
February 22, 2013
Trustee Frazier, ' .

"The following letter is intended to serve as a frank communication exemption of FOIA (Aﬁemefs say

this is a non-FOlAable document). It is advisory in nature, contains mainly my opinion and is meant as
an attempt to-avoid any complaint by a Van Buren Township employee and ensuing investigation.

| am writing this letter to formally let you know that your actions and conduct toward your colieagues
and the employees of Van Buren Twp. will not be quietly tolerated any longes. To date you have never
been denied any information from this office or any office. Our Employees have always treated you
with the respect due your position. And yet, you bark orders at our employees as if they were chattel to
serve your whims. Employees are afraid of your tantrums and public humiliation, and as such, have
treated you with “kid gloves” in fear of ”settmg you off”,

1 have just learned that you recently lambasted the entire Treasurers office for a percewed shght That
sleight is that they will give you any information you require, but through proper channels, as they are
part of a growing list of employees that don’t want to deal with your unprofessionalism.

You are way out of bounds as a Trustee when you publicly scream at, and humiliate, whole departments
of employeas. To make matters worse, you just attended a training class that was mandatory for all
employees the day before on “Respect in the Work Place”.

In addition, | have been told that you were pushing aggressively other board members last night after
our meeting. | can’t believe | am saying this ~ YOU CAN'T HiT BOARD MEMBERS!

Actions have consequences. Van Buren fosters a respectful work environment. If is good business and
work places that foster an abusive workplace get rightfully sued. Your actions have left me with no
other option but to send this formal letter demanding that you cease this behavior to your colleagues
and the employees of Yan Buren.

| hope this can be the end of this discussion and these issues going forward.

Y e

Kevin McNamara

46425 Tyler Road, Van Buran Twp., Ml 48111-6217 Website: vanburen-mi.org
Teiephone 734.690.8000 Fax 734.698-5213
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CHARTER TOWNSHIP OF VAN BUREN
'BOARD OF TRUSTELS MEETINGS

Résolition:2013:05

AUTHORITY

This policy is adopted by the Board of Trustees of the Charter Township of Van Buren .
pursuant o provisions of the Michigan Compiled Laws, 42. 1 et seq 1947, Act 359 as

: 'amended known as the Charter Townsh:p Act.

mm*mes ' o
The Board of Trustees shall duly adopt an annuoal mcatmg schedule prior io the start-of

the next calendar year. The Board of Trusiees will generally meet on the first and third
Tussdays of sach month, unless otherwise noticed, at 7:00 p.m. Meetmgs of the Board
will generally be held in the Board Room at Township Hall, 46425 Tyler Road, Van

Buren Township, Michigan, Any change in mesting location will be duly noticed in

. accordance with state statute. Work Study Sessions will generally be held, unless

otherwise noticed, at 4:00 p.m. on the Mondays prior to the first and third Tuesdays of

" each month in the Sheldon Room. Work Study Session will be only held for- the

following: 1) When there are agenda items o be presented such as contracts in which the .
Board may need exira time to review and. request further information. 2y To gather =

information and exchemge viewpoints on agénda topics before they become “action

agenda items” af a Board meeting. ‘The audience may addvess the Board during Work

Study meetings o specific itoms under discossion with three (3) minirtes per speaker

ﬁme Jimit. The Township Supervisor or Chairperson Pro-Tem, as the case may be may,
in his/her discretion extend the time for comment by an audience ‘member.

- Asa general mle meetings shall not be heid on legal hohdays.

4 " Actions, resohutions- or other cosamitments on specific proposals shall be taken in o
_ #tcordance with the Open. Meeimgs Act, MCL 15.261 et seq. : e

W '
Special Meetings may be called by the Townshlp Supemsar or any two members of the
Board of Trustees. Notice shall be given to Board members at least 24 hours in advance .

of the meeting and the Townsh1p Clerk shall cause fo be posted notice of said mesting at

feast eighteen (18) hours in advance. The Clerk shall notice said special meeting -

including the time, place and purpose of the meefing, by posting said notice on pubhc
butletin boards located within Township Hall and/or other prominent and conspicuous
places reasonably accessible to the public, on the township’s governmental access

" television channel and the township®s website.




CLOSED MEETINGS
The Board of Trusiees may meet in closed session, a meeting closed to the public, upon

the motion of any Board member, concurrence of that motion and an affirmative 2/3 roll
call vote of the Board of Trustees members, elected or appomted and serving ony the
Township Board. Closed sessions may only be held in comphance with the Open

Meetings Act.

L EMERGENCY MEETINGS L -
. An emergency meeting shall be held only upon the co:nsent of two-fhlrds of the Board ef .

‘Trustees members, elecied or appointed and serving and only if a delay in scheduling a

special meeting would pose severe or inuninent danger to the health, safety or welfare of

the public and detay would be detrimenial to efforts fo lessen or respond io the threat. If-

possible, netice of the emergency meeting Wwill be posied 18 hours prior to the meeting.

" However, if the 18 howrs posted notics requirement is not met, the emergency meeting

shall go, forward in accordance with applicable state law including the requirement of
notice to be made available at the meeting and the requirement of subsequent notice.

QU@RUM

. Pour (4) members of the Board of Trusises shail constitute a quorum for the transaction

of business at all meetings of the Township ] Board with the exception of the requirement

for an ‘affirmative 2/3 roll call vote of the Board of Trustess members, elected or

appointed and serving to voie in the affirmative o move into Closed Session. A Board
member shall notify the Township Supervisor as soon as poss:bie when the member is
mlable to atferid a Board meehng

MEE‘E‘BNG MINUTES - ' '
The Township Clerk is responsﬂ)le for the praparatmn and recordkeeping of aIl iminutes

. of meetings of the Townshlp Board. Minutes of closed mestings shall be maintained
" separately for.a period of one year and one day after which time they shall be destroyed, .
“and shall not be disclosed to- the public except upon court order. . It is expressly
" understood the purpose for preparing and maintaining meeting minutes is to properly

record the official actions of the Township Board. Only those comments made during the
Public Hearings or Non-Agenda portions of a Board mesting will be récorded in the

: 'neetmg minutes and may be edited by the Township Clerk in the interest of brevity and
. conciseness.. Copies of the mesting minuies prepared by the Cletk, but not approved by

the Board, shall be available for public inspection not more than eight (8) business days
after the meeting. " Mimites approved by the Board shall be available within five (5)
business days after the meeting in which they were approved. The Township Clerk shaﬂ

pubhsh and maintain said meeting minnies as legaliy required.
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PUBLIC NOTICE OF MEETINGS
The Township Clerk shall provide proper notice for all mestings and meeting
cancellations of the Township Board. All notices shall include the day, time and place of

said mestings. Special and closed meeting notices shall also include the purpose for said

.meefing. Should 2 Board of Trustees mgceting be cancelled, the réason for said

cancellation shall be included in the notice. - Notices shall be placed upon the public
bulletin board located near the Clerk’s Office at Township Hall and/or other prominent
and conspicuons places reasonably accessible io the public,. on the township’s
governmental access television channel and on the township’s website www.vanburen-

- miorg. The '_I‘anship Clerk shall, upon request, provide notice to the local media and
* upori requiest to ofher newspaper, radio or television media Jocated in the State. Other

jnterested individuals or pariiés may also be provided notice of meetings, chenges in the

. meeting schedule or special meetings upon wiitten tequest and agreement o pay the

Township for printing and postage expenses. The Township Clerk shall mail all such
notices pursuant to this rule by first class mail. Upon request, notices may be faxed or
emailed. No liability shall be incurred by the Township or any of its elected and
appointed officials or employees as the result of the failure or delay in providing or

receiving snch hiotice. ' o : -

 AGENDAS &MEETING MATERIALS - -

The Township Supervisor shall review and approve all iiem.s' to be placed upon the
agenda of the Board of Trustees. Upon written request, any two or more Board meinbers
may also-place items apon the agenda for Board econgideration. The Township Clerk

‘shall prepare the agendas for-all meetings and shall distribute agendas and meeting

materials. The following provisions govemn the items to be included on a Township

" Board agenda:

1. Regular Meetings: all agenda items shall be submiifed to the Township
.. Supervisor by 12:00 noon on the Tuesday preceding the next regular meeting,
. This includes all items for which official Board action is sought, as well as reports
or other non-action Board information. If the Tovwnship Supervisor determines

. the itein to be complete such that thie: Board has sufficient information with which

. “to act itpon 4he request, the Township Supervisor shell submit agerida ftems to the
Township Clerk no later than 12 noon on the Wednesday prior to the Tuesday
Board meeting, Items that are deemed incomplete will be returmed to the
appropriate party and will only be considered for inclusion o the agenda once

+they are complete.

The Tb\nmship Clerk shall bave the agenda preparéd and ready for distribution no
later than 4:00 p.m. on the Thursday prior to the Tuesday Board meeting.
Reasonsble accommodations may be made due to holidays or other unforeseen

events that could occur.

Agenda packéts for Boatd members shall be placed in their mailboxes at
Township Hall-and/or emailed to Board members. Agenda packets for




department directors may be obtainé& at the Clerk’s Office or at the Board Work

Study Session. Media packets for the local media may be obiained at the Clerk’s
Office or upon request, may be obtained after business hours at the Public Safety
Department lobby. Any other arrangements for the dlstnbuuon of agenda packets
may be made with the conctrence of tha Townsh:p Clerk

. Work Study Sessmn all agenda jtems shall be submlﬁed to’ the Towns}u

Supervisor by 12:00 noon ‘on the Tuesday prior to the Monday Work Study
Session. The Township Supervisor.shall submit the agenda items to the

. Township Clerk no later than 12 noon on Wednesday prior to the Monday Work
.Study Session. Agenda: packets will be ‘distributed to the: Board members 6n

Theisday prior to Work Study Séssion. If there are no agenda iferis meeting the
cntena for the Work Study Se:ssmn the Work Study Sessmn will be cancelled.

. Special Meetings and Emergency Meetmgs all matters to be considered shall be -

stated in the notice. of the meeting. No other matters will be considered. The

" Board will be provided -written material as soon as possible: pnor to the

commencement of the meeﬁng

Closed Session Meetings: a]l maiters to be cons1déred shall be stated m.'the

' meeting notice. No other maiters will be- considered. In genera! writien matenal

will be disseminated fo the Township Board at the Closed Session Meeting,

@RBER oF BUSINESS ' *
Following is the manner in which the meeting agenda, will be arranged for Board ‘

. Memgs

Call to Order

Pledge of Allegiance

Roll Call " -
Ad@pmm of Agenda
Adoption of Consent Agelmda

. Public Hearings (if neoessary)

Approval of Minutes

. Correspondence (includes presentations of spec:al awards, employes semce

awards, special recognitions.) Letters of correspondence must conform to the
above listed categories of awards and recognitions and be delivered to the
Township Supervisor 48 hours before the meeting, Letters will only be read by
the Chairperson or his/her designee if deemed appropriate.

Public Comment (on Unfinished Busmess or New Busmess)

" Unfinished Business
- New Business

Voucher List -
Announcements (mcludes townshxp activities or announcernents by cmc Or non-

profit organizations)
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Nom Agmda Ttems (Must conform ta Public Comment at Board Meetings sectlon
and includes non-agenda jtems from either Board members ot the ganeral public

and general public comment) :
Closed Sessfom (may be mserted anywhere after adoptlon of the agenda as

determined by the Board. )
Adjourmment

ORDER OF BUSINESS

Folloxmng s the manner in wbich the :meetng agenda will be axranged for W@rk Smdy o

Sesswns

' Cail to Order
- Relk Call . . :
Unfinished Business

New Busimess . : .
(The audience may address the Board on 1tems under discussion Wlth a three 3)

. minutes per speaker time limit, which maybe expanded by the chaitperson,)
Closed Sessiom (may be inserted anywhere afier adoption of the ageﬁda as
determined by the Board, ) . _

- Ad;mummem

.CQNBUCT OF MEETENG o

The Township Supervisor shall moderate and chair all meenngs of the Townslup Board.
In the absence of the Township Supetrvisor, the Township Clerk shall call the meeting to
order and entertain & motion fo appoint a Chairperson Pro-Tem for the meeting, by a

. majority vote. This individual tmay be any merbet of the TOWIIS]JIP Board

The Townsth Supervisor or Cha:rperson shall imtroduce every item to be deliberated by

the Township Board. Iferns may be presented by the Township Supervisor or other
Board members as may be applicable, or by department directors. Items may also be
presented by. the party .or entity secking Board approval (For example, cmc/non—proft '

organizations, resxdents, developers, potent;ai parties to a contract, or other mterested .

parties.).

V@img the Township Supervisor or Chalrperson shall reiterate for clarity all motions
made by the Board, listing the motion maker and motion supporier and the action
outlined in the motion. The Towaship. Supervisor or Chairpersor will call for the vote
and duly note the approval or denial represented by the majority vote of the Township

. Board. Board members may only abstain from voting upon matters in which he/she has a

financial interest other than the common public interest; upon any question conceming
his/her own conduct; or upon a matter pursuant to the Township Ethics Policy. No Board

member shall abstain from voting “aye” or “nay” (yes or no) unless excused by the
unanimons consent of other Board members present. Said consent shall be by way of a




motmn WIth concurrence and affirmative vote ’so permxt the named Board member to

abstain.

In the case of a split vote in which both “ayes™ and “pays™ have been verbalized, the
Township Supervisor shall request the Township Clerk to conduct a Roll Call vote. The .
Township Clerk shall duly cell a Roll Call vote, by calling upon each Board member to
state ‘his/her vote and shall publicly state the outcome of that Roll Call vote.. Roll Call
votes shall be in random order with the Township Supervisor being called upon last, and
shall also note the abstenuon, dISquahﬁcaﬁon or absence of Board members as

apphcable o

. Addressmg ﬁne B@ard those vwshmg to spealc shall first obtam the approval of the
- Township Supervisor or Chairperson to do so. Persons at the meeting shall not speak

unless called on by the Township Supervisor or Chairperson. Only one pérson shall be
permitted to speak at a time. The Township Supervisor or Chairperson shall determine, -
based upon the comment(s) made, who, if anyone, may further address the topic and

. either respond him/herself, or direct someone else, a depar!ment darector, for instance, to

prowde further information on the topic being discussed.

Secretary to the B@am the Township Clerk shall appoint an mdmdual to serve as
Secretary to the Board. The Secretary to the Board shall be responsible for audiotaping
all regular, special and emergency meetings of the Township Board and shall prepare or
assist the Township Clerk in the writien minufes of the proceedings of those regular,
special, emergericy and study session meetings of the Township Board -k is expressly
understood the sole purposs for which the Secretary to the Board andiotapes meetings is
1o facilitate the wiitten preparation of miesting minutes. Upon approval of the minutes at
a subsequent Board mecting, the Secretary to the Board shall réuse the tapes, as practical,
for use in accurately prepating future meeting minutes. At the direction of the Townshp
Clerk, the Secretary to the Board may atiend Closed Sessions of the Board and assist #n
the writien recordings of those closed meetings. The Secretary to the Board may assist,

- as needed, in the roll call votes and recording of such votes in the absence of or at the

direction of the Township Clerk, The Secretary tothe Board may perform other duties as

. detemned by the Townshxp Cletk. .

Pabhc Cammem at Board Meetmgs the pubhc is encouraged to attend all pubhc .

meetings of the Township Board, ard in accordance with the Americans with Disabilities
Act, upon advance notice, reasonable accommodations will be made to accommodate
said pezsos. To make themselves more informed about the items appearing on the
agenda, it is suggested that individuals seck information from the appropriate department
or through the Supervisor’s Office on items .of interest prior to the meeting, . This
provides an opportunity for information to be relayed and if needed, appropriate research

~ to be conducied to provide a more thorough response. Often, township staff can address

a concern quickly or provide the Board with additional information in advance of their
dehbcratzons

The public will be afforded an opportumty to address the Board with comments or

concerns regarding Unfinished Business or New Business Items being considered prior to




)

" that portion of the Board meeting, during Public Hearings, and during the Non-Agenda

Ttems. Public comments must be made at the podium and shall be directed to the
Township Supervisor or Chairperson, Comments may be permiited only afier one bhas
been recognized by the Township Supervisor or Chairperson and has moved to the
-podium. If several members of an organization or group are in attendance to express the

- same concerns, they are encouraged to select ome individual to serve as their

spokespérson who can indicate they aré speaking for that body or group. -

Members of the public will be permitted to display signs, provided they are noi offensive

and do not distutb or create a visual obstruction for other andience members. Persons
attending meetings. also have the right to tape record, to videofape, fo broadeast live on - -

tadio and to telecast live on felevision the proceedings of the public body.at a public.
meeiing without prior approval of the Township. However, the sei-up and location of
equipment fo record, videotape, broadcast or televise Township mestings shall not

--compromise the public’s safety, and shall be done in-such a manner as to prevent
disruption of the meeting and/or interference with .Township recording and/or

broadeasting equipment. Visual obstructions will be moved to provide that these matter

 are adequately addressed. L . :

Cémments byl AthéA public may include one’s name and address (p;efer:ed,“ﬁut not
‘required) or township residency, and be germane to Township business, meaning fopics -

“over which the Township Board has authority and which involves Township matters or

township services. During Public Hearings, only. the item for which the Public Hearing -
was convened may be discussed. AP S

i

kot shall useseivil JiSnape-andsake sothments "5 4 -Botiteous; brderly - anthmen-
ffensive manner when speaking at Board meetings. Material will be deemed to be
offensive if it contains personal atfacks on’persons, officials, or employees, or if it
containg profanity, is of a grossly indecent nature, or includes inflammatory expressions
reasonable persons would deem %o cause or incite public outrage or expressions of
ispuist, Comments should be frawed fo provide a point of view, to provide information
or fo express a concern. Heckling or chiding is not penmitied. - This rule of conduct also

" applies at special or emergency mectings-of the Board of Trustees and at Wozk Study
* Sessioms. . . < e oL

Personal aitacks include comments about one’s gender, religions beliefs, physicai

features, sexual preferences, sexual activity and personal hebits other than that involving

the commission of an alleged crime or civil wrong and references to family members or

relatives of such person. Persotial diiaclés also inelades references to-conduct ot -activity
of elétted:officials, employees or agents of the Township or members of the public
undéliied to the dischigrge 7of, theif anthority, ity "and . power - involving" Towniship
business:, Personal attacks further include criticism of claimed political views of elected
officials, agents or employees of the Township on political issues over which the
Township does not exetcise direct authority and control. .




Comments advocating or annouhcing any person for elective office during an election
eycle (clection cycle means from qualification as a candidate or announcement as a
candidate, whichever is eavlier, unnl the elecuon) are prolibited at any meetmg of the

 Board of Trustees.

The Township . Board has the disczetion to respond (or not), to pubhc comments

. Commenits will be lisited to fhree (3) minutes per person and may not be “shared” or

“loaned” to others. Time limitations shall be routinely imposed in a fair and equitable

manner. However, an extension of time is permissible at the discretion of the Township -
. Supervisor or Chairperson. Written material must be subxmtted by the publw to the 4
, Secretary to the Board before addressmg the Tewnsl:up Board _ :

Persons fa:hng to ab1de by these provxsmns wﬁl ba ruled out of grder and may be
requested to leave the podinm. No person shall be removed from a pubhc meeting except
for an actusl breach of peace actually committed at-the meeting in which case law
-enforcement. personnel shall be requested to physically remove said persons from thc
Board Rﬂem and/ar premises of Township Hall. :

anht moved, Miller seconded to approve Resolution 2013—05 the Board of 1rusteas Meetmg
Conduct Policy as amended, Carried. . ,

Yeas Combs, Wright, Budd, Hart, Jahr and Mlller .

Nays: _None.
Absent: McClanahan (excused)

I, Leon Wright, Cierk of Van Buren Charter Township, do hsreby cerélfy that the foregomg is a
true copy of the Board of Trustees Meeting Rules of Conduct Policy, as amended as adopted by
nBiren Chayter Township Board of Trustees at the regular meeting held on May 7, 2013,

Leon Wright, Clerk /~




r——,
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- MOTION

Rk ckwF

Wr:ght moved, Miller seconded fo approve Resoiutxon 2013-=05 the Board of Trustees Meeting Conduct i

Pohcy as amended. Camed

Yeas: - Combs, Wright, Bedd, Hart, Jahr and Mlﬂer
Nays: None. 4
Absent: MoClanahan (excused).

7

- Thereby certify the foregoing is.a frue and correct copy of a motion adopf:ed by the Boanfd of Tmstees of
- the Charter Townsh@ of Van Buren ata regular meeting held M:j 2013, R

céﬂght %

Township Clerk
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Patrick McCaulez ’ : '

From:- McNamara, Kevin <kmcnamara@vanburen-mi.org>

Sent: Tuesday, March 27, 2018 10:04 AM

To: A OFFICIALS

Cc: Selman, Dan; Patrick McCauley

Subject: Investigation in Process of Potential Violation of the VBT Ethics Ordlnance
Attachments: Letter of Notification - Ethics.pdf

Dear Colleagues,

This letter should serve as notification that pursuant to our Ethlcs Policy, the Supervisor’s office has been requested by
mu#t:pie Board Membersto Investlgate a potential violation of the Ethics Ordmance :

3

Sincerelv,

Kevin McNamara
Supervisor of Van Buren Township
Charter Township of Van Buren
734-699-8900 x9200
kmenamara@vanburen-mi.org
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BOARD OF TRUSTEES
SUPERVISOR ' CLERK TREASURER
Kevin McNamara Lean Wright Sharry A. Budd
TRUSTEE TRUSTEE 4 TRUSTEE TRUSTEE
Sherry A. Frazler Kevin Martin Reggie Miller Paul D, White
Dear Colleagues, ' March 27, 2018

I have advised each board member that there may have been a breach of the VBT Ethics Policy by a
sitting board member. The board member was advised of this on March 16, 2018 in a meeting in my

office.

Pursuant to the Ethics Policy, | am tasked to perform an investigation of the allegation. | am also tasked
to ask each board member, if they have any written statement that they wish to make for inclusion to
the investigation. .

Upon completion of the mvestlgatlon, a copy will be provided to each board member. The board '
member named in the mvestlgatlon will then receive time to draft a written response, if that is their

desire.

At that time, the Board will determine if this requires a hearing at a full board meetihg for review, ltis
the Board that will decide if there has been a violation of the Ethics Policy, The named board member
does not get a vote on any final vote regarding sanctions.

| am also canceling our next Monday Work Study, April 2, 2018. We have a light agenda for Tuesday’s
Board Meeting, April 3, 2018. The Ethics Violation Investigation will not be on the agenda. 1 do not
- anticipate completing this investigation before Wednesday, April 4, 2018 of next week.

Sincerely,

— / A Wy
Kevin McNamara

Supervisor
Van Buren Township

46425 Tyler Road, Van Buren Twp., Mi 48111-5217 Website: vanburen-mi.org ’
o @B Telephone 734.698.8900 Fax 734.609-5213 . @
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S TheChazterTmsth afVanBuren, supports ﬂxe

Charter Tawnship qf .Van Buren

Violence in the Worl_cpléc’é Policy

STATEMENT OF I’URPOSE _
TheCharterTwmsh:p ofVanBuren recognizes the need to prev:deﬁ)rthe saﬁatyand security of .A
" " ail emplayees and visitors, Tn doing so, VanBureaTowslsp is complying with,

Federal Qecupational Safeiy and Health Act of 1

_ ?hyammckmmwamarhosﬂephmmmmhashﬁmgﬁghﬁng,mhmg,
* shoving, biting, spitting, aadﬂ:ramg objects

- Propeny Dmmgezs mtentzanai damage o propsriy which includes pa:epmyovéfxed by the '
annship, employees, msrtors or Vezuiers o N .
PBEWNﬁON

pmvenuon ofwoﬂcp!ace moiense Pgemtm

‘ to,mformmg‘ hyeesaftb;s

PROEBIIED AC’I’.EONS AND SAN CIIGNS
 engage in By act ofmolence, except for law enforcement

Zisa violation of this policy to
personnel as authorized by lew and within the confines of; theLawEnfomement  agency policies,

1

“-MTT .......ﬂ....-...,’r_._....

bty st o,




. {lﬂ s ‘4‘%?:

& s
- Persops involve

EMPLOYRE RESPONSIBILITY:

Tpaner

- No employee or third party, excluding
or firearms into the workplacs, or onto Van Buren Tow

Township vehicles,

<y erson wiho,in the opinion of the mmedt
ﬁo_m;th&prenﬁsesiaﬁﬂ;sﬁaiéremahzoﬁ; ;

p

law enforcernent personnel, i permitted to bring wespong
nship’s property, or within Van Byren

ediggewpmgpspgsma@{m@hms@forgﬁers
fherazterTcmsLupofVaugmns
employee will be

prﬁmsesﬁaapeadinétkﬁggtc&m&;gi riavestigation. Such remova] of auy
i ip’ Management Team identified in thi .

policy,

immediately reviewed by the Van Buren Township’s Crisis

- umnwﬁlmmateanappro,pnateresmnsewhrchma}'mcbxde,bat

Spefision of feimi :,:‘:ai-bmaﬁémpf&m,.m Suspension
Critnifia "Prosetition ofthe person.on

policy along with ap explanation of how jt 5 to be-

Employess will be given a.copy-\of‘this- n exj
i W 0 report ineidents of viclence, what ¥o do if the employes 5.

Implemented, such.as ho

threatened adfor if an incident of viclence

new emiployess duzing erie,ntaﬁqn. ,

actually takes place, This policy will bereviewed with /

Anyemplnyeehaﬁuglmawledgeefwor'; e Vit i 2 otber employee (as v
2 Sor i ediately, Discinlin: acﬁonmayrem{tﬁ

OF perpetrator) must ach, cly.
3 employee having knowledge of 2 mspected violent dot file to zeport the episods, -

protecizveerres&'amzng order which lists the Charter
: wasl uren’s facilities 25 being

Township ofVaaBurm’spmperirmh?’Cm-Tm- P of Yan By o, The Dirertor
SHICH'S 4 . ~mmefmanepmmbkeﬁ°f"

.:Pmtéct_ed‘a;@amnstpr,omfe; is informhation to the D
T st repcrttbxsinformauon 0 the Director of Public Safety.

.
R T T,

A ot sy, T et v 139 "y




All employess should openly commmicate with sach other to be swars of any nansual activiry
that may identify the potential for or atual occurrence ofworkp;ace violence,

Recommendations for improved saféty often.comme from suggestions from employees. These
suggestions are encouraged and mzy be channeled through supervisors or the Clerl’s Of&ce

IMPLEMENTATION:
Managing & Potentially Violent Situation;

-« v Employess aree:mected -foéésist #he géneral pubhcand fellow employees i 2 conrteons manner, .
. butnot subject themselves 1 abusive condick if confronted by:- . :

) 1.Adimugkghmagsipgégabiwiverymgsgpm

" aKa gemonbeedmw angry or shusive, the enipiagee should courteously afempt to calm
the pesson dovin., I that does not work, the employes shall ask a supervisor to intervene,

2. A person threatening bocly brm,
bodily harm; o o -
& The eayployes shonld attenipt fo leave the scene, ifit can be done saféy,
b. If'the spervisor is not aware of the situation, thg emplej*eemnst nqii&ﬁe supervisor as °

’ s00n as it can be done saftly. -

. IFihe sifuation Wé?rahts, the épbrbpﬁatezmﬁnﬁ)rcement agencsymust be notified,
wanmcﬁcmmmmm&mmxﬁm : ’

‘Bach incident of viclent behavioi, wm#@émiﬁéﬁ“bxvmﬁazwlom orametersal -, - .

individual, imust b reported t0 4 Dipartment Difesiar: The Department Direotor will assess and L

- z’av&f:_&gate’ the incident and detérmine the appropriate action to be taken, The Township Clerk
 must be informed of alf repoirted incidents of workplace viclencs, o _
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CRISIS MANAGEMENT TrAM |

consist of the Townshig Supervisor, Township Ciérk, by

Aanagement, Team may : ¢ uper
otlters. as desmed necessary: The Crisis Management

PRy J

: stor, Township Attorney, and-
Team is responsible for ihe following: -

: ,,fg-.anlem;sta:sréaﬁs:ﬁ’tﬁé&éf&??a&&?ﬂ%dué&:ﬁéﬁwﬁﬁ&fmmmmm‘
professiciialéy : : o .

| Beletig RiErvedtion tachiigies

. EStabhshmg a.'pfziﬁ for thé'bmtqcﬁm’ of co-workers
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Their actions will be

. CONcLUsion: | .

" This policy i established £ the bencfit
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cy or vielence in the workplace should be directed to the

. o, s

.
e e

205
PRgt
LAY

LA
e,
-‘.'.-»O .

———a 9 sty o




o,
o,

R
!
St

SO,

REPGRT I OR THREATS OR IN CIBENT 3 gF WGLEN CE
- Name Of Vietim; i —
Name qu'expetratar: - o :
if Name npt Is}mm,, what was busiziess with the Township?

| Datsofffnmdent: . Time
 Whero Icident Occurred (Place) I
: %athappenqdmmediatgiypﬁortoincident_? | —

| Speéiﬁc Language of Threat: .

 Specifio Aot of Vi’clem_:g (con 'inelg;de proﬁerty_'c“{amage):;.

Names of Others Directly Involved-Wftﬁesseé:

Name ef‘Sizpérvisor Tnvolved:.

‘What Led up to Incident? -

" Elow Tncident Haded:
Specific Actions Taken after Tncident;

Suggestions for Prevention of Viclence in Future:

"Date:
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€.
3
1
w...-(n»:);; ’3 . . v 5
1d . -
. . .

s et pgtorer

LI s
b itk epees s e e g
. .

o -~4r——-uu~nq~ L .

e




EXHIBIT 8




*|CR No: 180004938-001

Refmrl Type: Offigen: @ @ ,i
A AL AL AR Crime Report VBBAZZYG (7120%)
VAN BUREN TWP PS
46425 TYLER RD
VAN BUREN Mi 48111
734-500-8930
Case Repoff?
Administrative Details:
CR Na Subject
180004936-001 1313 - Assault/ Battery/Simple (incl Domestic and Police
- ' Officer [13001] L o
Report Date/Time Oceursence DatefTime -
03/13/2018 09:37 02/20/2018 20:20
Location Cali Source
46425 TYLER RD PHONE
Dispalched Offense Verified Offense ’ .
1313 Assault/ Battery/Simple (Incl Domestic and Police  [1313 Assault/ Battery/Simple (Inc! Domestic and Palice
QOfficer Officer
Counly City/Twp/Village
82 - Wayne 14 - Van Buren Twp_
Divislon
Investigations
Report Type
Crime Report
Creafed By Created Dais/Time
CHARLES BAZZY 03/13/2018 09:58 AM
Verified By Verified Datelime
SYSTEM 03/28/2018 04:12 PM
Approved By .Y Approved DatefTime
CHARLES BAZZY 03/28/2018 04:13 PM
Page 1 of 4 Greated On 03/28/2018 04:42 PM




" CR No: 180004936-001 Report Type: Dificer; @ @ ,E

RSBV G Grime Report VEBAZZYG (71201)

Offense;:

Code / IBR Group
13B - Simple Assault/ A 13001 - NONAGGRAVATED ASSAULT
Crline Against Looation Type Offense Completed
PE 11 - Government/Public Building Completed
Domestic Violence Hale/Bias
No 00 - Nons {No Bias)
Using Cargo Theft
A-Alcohiol No  C-Computer Equipment: No_ D-Drugs/Narcoties: No
Wespons .
00 - None
Crirninal Activity
N ~ None/Unknown
Pecplé:
FRAZIER, SHERRY ANN (S-SUSPECT) [VBBAZZYC (71201)]
Last Mame First Namg fiddiz Name Suffix MiMesiMs
FRAZIER SHERRY ANN
Aliages Drlver License# DL Country  {Personal ID#
OB (Age) ERhmichy Birih Clly & State Couniry of Gilzenship
| OMplexit : Teeth Aftire:
Street Addrass | Apt# - County ‘Work Phone

State

Zip

WRIGHT, LEON (V-VICTIM) [VBBAZZYC (71201)]
Vickim Tyge - Victim of
| ~ Individual 1313 - Assault/ Battery/Simple (Incl Domestic and Police Officer
PE! ‘W, Type: { Last Nama Firat Name Middle Name Suffix Mr/NirefMs
Wiight Leon
Aligses Driver License# Personal 1ID#
DOB (Age) Ethnicity ; y " [Country of Citizenship
Work Phone

Victim Offender Relationships
Offender Type Relationship
FRAZIER, SHERRY ANN S-SUSPECT 20-Victim Was Acguaintance
Narrative:

Page 2 of 4 ) Crealed On D3/28/2018 04:42 PM




“|CR Ko: 180004936.001 Raport Type: Officer: @ 0 ,a

B TRERL BTG SRR A Grime Raport VBBRZZYC (1120T)
INFORMATION:

On March 13, 2018 at approximately 9:30 am the Victim Clerk Wright came to this department to
file a delayed assault and battery complaint. Clerk Wright stated that on February 20, 2018 at
approximately 8:20 pm, he was standing in the doorway of the Trustee's Room in Township Hall.
Clerk Wright then stated that an angry Trustee Frazier pushed him out of the way and stated to
him, "Get out of my face” and continued to go through the doorway and down the ramp into the
Township Boardroom. Clerk Wright stated that there were a few potential witnesses, Township

Supervisor Kevin McNamara and Township Trustee Reggie Miller. See the attached victim
statement. ) ’

INTERVIEW KEVIN MCcNAMARA: . |

At approximately 10:30 am, | went to speak with Supervisor Kevin McNarmara and asked if he
had witnessed the incident between the Clerk Wright and Trustee Frazier. Supervisor McNamara
stated he did not witness the incident.

INTERVIEW REGGIE MILLER:

On March 18 , 2018, | spoke with Trustee Reggie Miller in the Rawsonville Room at Township
hall at approximately 11:30 AM. | asked Trustee Miller if she had witnessed Trustee Frazier push
" |Clerk Wright on the night of February 20, 2018. Trustee Miller stated that she did not see the
incident happen, but she was bumped into by Trusiee Frazier while on the ramp in the
Boardroom. | asked Trustee Miller if she felt that Trustee Frazier deliberately bumped into her
forcing her to move. Trustee Miller stated that she believed that she was accidentally bumped
into by Trustee Frazier, and that there was no intent on Trustee Frazier's part to push her out of
the way.

INTERVIEW SHERRY FRAZIER: .

On March 27, 2018 at approximately 11:35 am, Trustee Sherry Frazier returned my call from the
previous day. | explained the allegation of the assault and battery to Trustee Frazier and asked if
she would speak with me regarding the incident. Trustee Frazier stated that she never touched
Clerk Wright. Trustee Frazier stated she was walking up the ramp when Clerk Wright abruptly
turned around and was suddenly, "in my face". Frazier stated that she said, "Get out of my way"
to Clerk Wright and immediately turned around to go the other way and bumped info Trustee
Miller. 1asked Trustee Frazier if she would be willing to provide me with a written statement of
her account. Trustee Frazier stated she would either email it to me or drop it off at this
department. :

Page 3 of 4 : . Greated On 03/28/2018 04:42 PM




"|GR No: 180004936-001

I RREIRI IS AR IR B

Raport Type:
Crime Report

Officer;
VBBAZZYC (71201}

001

DISPOSITION:

Case closed this report is for documentation purposes only. Clerk Wright does not want to follow
through with prosecution of this matter.

Paged of 4

Crealed On 03/28/2018 04:42 PM




ottt et bt et

'Attachments Included In This Report: ‘
180004936.pdf  {pdf ' |Statements 03/28/2018 04:12. |BAZZY, AGENCYADMIN
' PM - |CHARLES P :




incident No.: 130004936-001
ITEM '

Audic/Videso Tape and Transcripts
Autopsy Report
BAC/Blood/Semen
Ballistics/Buliets

Chain of Evidence List
Clothing/Shoes

Confession (written, audio, video
Controlled Substance (Tox Report)
Criminal History

CSCKit

Diagram Map

Finger/Foot Prints

Hair/Fiber

Hospital/Medical Records
Photographs/Slides

Weanons

Witness Statements
CERTIFIED RECORDS

_ 80S

Convictions

OTHER PHYSICAL EVIDENCE
VICTIM PROPERTY

EVIDENCE LIST
Agency: Van Buren Twp PS

NEEDED  INWFILE COMMENTS
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Dfficer In Charge

Date Phone No,

The Prosecuting Attorney's Office certifies that (*) property belonging to the crime victim must be retained by the Law
Enforcement Agency for trial purposes in lieu of photograph or other means of memorialization pursuant to 1985 PA 87

Asslslant Prosecutor

Date




March 13, 2018

46425 Tyler Road
Van Buren Twp. M1 48111

To: Lt. Bazzy
Re: Incident of February 20, 2018

On or about 8:20 pm on February 20, 2018 shortly after the Board of Trustee’s meeting. { was
standing in the doorway of the Trustee’s room when an angry Trustee Frazier upset regarding
statements which had been made during the meeting abruptly pushed me out of her way and
replied get out of her face while walking through the doorway and down the ramp from the
board table. | then responded by saying you shouldn’t put your hands an me.

Sincerely,

Leon Wright, I
/ A/
. :j,,é'd,;.v :
Yan Buren Township Clerk




Bazzy, Charles

aory
From: Frazier, Sherry
Sent: Wednesday, March 28, 2018 9:36 AM
To: Bazzy, Charles
Subject: February 20, 2018 investigation

Detective Bazzy,

As you requested | am describing the incident after the February 20, 2018 Board meeting. When the meeting adjourned
several trustees and the Clerk made their way 1o the door of the Trustee room. Martin, Wright, Frazier, and Miller were
following one another when Wright abruptly turned around and was right In my face. | then turned and brushed Mmer
as | tried to exit. At no time did ! touth Wright or anyone except Mmer .

Hope this helps answers your quastions and clears the atter up. | would like to have a copy of the request to
investigate, You may contact me at'fiy

Thank You,
Sherry Frazier
Trustee
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Please read the following statements, :sign below and refum to the Township Supervisor or
designated represeniative,

Understanding and Acknowledging Receipt of Van Buren Charter Township Policies and
Procedures Manual . :

I hereby acknowledge receipt of the Policies and Procedures Manual of Van Buren Charter
Towaship. [ understand and agree that it is my responsibility to read and comply with the policies
in the handbook. ,

. Tunderstand that the Manual and all other written and oral materials provided to me are intended
for informational purposes only. Nefther it, Township practices, nor other communications create
an employment confract or term. I understand that the policies and benefits, both in the manual

~ and those communicated to me in any other fashion, ate subject to interpretation, review, and
change by the Township af any time without notice.

I further agree that neither this document nor any other communication shall bind the Township to

employ me now or hereafier and that my employment may be terminated by me or the company

without reason at any time. I understand that no representative of the Township has any anthority

to enter into any agresment for employment for any specified period of time or to assure any other
" personnel action-or to asstire any benefits or terms or conditions of employment, or make any
- agreement contrary to the foregoing, except upon signed, written approval from the Township
. Supervisor, Clerk, Treasurer and the Board ' -

52{{6”“‘/ 76:472/;/’ | st e

Employee Nage (printed) : Position
%\ﬁﬁ%@y /22

Emplofes Signamr?// Date
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w= Welcome to Van Buren Charter Township

On behalf of your colleagues, we welcome you to Van Buren Charter Township and wish you
every success here. .

At Van Buren Charter Township we believe that each employee contributes directly to the growth
and success of the mumicipality, and we hope you will take pride in being 2 member of our team.

This Policies and Procedures Manual was developed to describe some of the expectations of our |

employees and to outline the policies, programs and benefits available to eligible employees.
Employees should become familiar with the conients of the employee handbook as soon as
possible, for it will answer many questions about employment with Van Buren Charter Township.

We believe that professional relationships are easier when all employees are aware of the culture
and values of the organization. This guide will help you to better understand our vision for the

* future of our Township and the challenges that are ahead.

We hbpe that your experience here will be challenging, enjoyable and rewarding. _

Sincerely,

Linda Combs Township Supervisor

Leon Wright, Township Clerk

Sharry Budd, Township Treasurer

Trustees, Brenda McClanahan, Philip Hart, Jefftey Jahr, and Reggie Miller

Page 2




Notice

- The Policies and Procedures Manual has been prepared to inform you of Van Buren Charter
Township history, philosophy, employment practices, and policies, as well as the benefits provided

to you as 2 valued employee. The policies in this manual are to be considered guidelines. With
respect to those salaried employees with whom the township has entered into a Personal Service
Agreement, the terms contained in each individual agreement supersedes information contained
herein. Employees with a Personal Service Agreement are advised to carefully review this manual
for any policies contained herein which are not included in their agreements or arc included with
a reference to the manual. The manual shall serve in lieu of a Personal Service Agreement for the
Deputy Clerk, Deputy Treasurer and Supervisor’s Executive Assistant for purposes of explaining

. hiring practices and personnel policies of the township. It should not be construed as an

employment contract for said employees. This manual shall not serve as'a contract of employment
for any township personnel or independent contractor. Should ahy language contained within the
personnel polices manual be in conflict with any collective bargaining agreement or personal
service agreement, the respective agreements Janguage shall prevail.

Some Things You Must Understand
e Van Buren Chatter Township, at its option, may change, delete, suspend or discontinue

any patt or parts of the policies in this Policies and Procedures Manual at any time without
prior notice as busiriess, employment legislation, and economic conditions dictate.

e Any such action shall apply to existing as well as to future employees.

¢ Employees may not accrue eligibility for monetary benefits for which they have not
become eligible through actual time spent at work. .

. Employées shall not accrue eligibility for any benefits, rights, or privileges beyond the lést
day worked. - .

e Any alteration or modification of the policies and procedures in this manual requires Board
approval.

This manual supersedes any and all previous Van Buren Charter Township Employees Personnel '

Policies Manuals.

Page 3
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Receipt and Acknowledgment

Please read the following statements, sign below and return to the Township Supervisor or
designated representative.

i

Understanding and Acknowledging Receipt of Van Buren Charter wanship Policies and
Procedures Manual

I hereby acknowledge receipt of the Policies and Procedures Manual of Van Buren Charter
Township. 1 understand and agree that it is my responsibility to read and comply with the policies
in the handbook.

I understand that the Manual and all other written and oral materials prov1ded 16 me are intended
for informational purposes only. Neither it, Township practices, nor other communications create

an employment conract or term. [ understand that the policies and benefits, both in the manual
and those communicated to me in any other fashion, are subject to interpretation, review, and

change by the Township at any time without notice.

1 further agree that neither this document nor any other communication shall blnd the Townshlp to

Aemploy me now or hereafter and that my employment may be terminated by me or the company

without reason at any time as an “At Will Employee.” Iunderstand that no representative of the
Township has any authority to enter into any agreement for employment for any specified period
of time or to assure any other personnel action or to assure any benefits or terms or conditions.of
employment, or make any agreement contrary to the foregoing, except upon s1gned written
approval from the Township Supervisor, Clerk, Treasurer and the Board

At Will Employee Name (printed) ' Position

Employee Signature - ) _ Date

1 further agree that neither this document nor any other commumication shall bind the Township to
employ me now or hereafter and that my employment may bé terminated according to procedures
that follow said employees that are under a Collective Bargaining Agreement. I understand that
no representative of the Township has any authority to enter into any agreement for employment
for any specified period of time or to assure any other personnel action or to assure any benefits
or terms or conditions of employment, or make any agreement confrary to the foregoing, except
upon signed, written approval from the Township Supervisor, Clerk, Treasurer and the Board

Union Employee Name (printed) Position

Employee Signature Date
Page 4




O

Table of Contents

Policy ; Revisions Date:

Introduction Van Buren Charter Township
What Van Buren Charter Township Expects From You

Employment
1.00 At-Will Employment
1,01  Termination of Your Employment
1.02 Citizen Relations .
1.03  Equal Employment Opportunity
1.04 Americans with Disabilities Act (ADA) & Amendments Act (ADAAA)
1.05 How you were selected
1.06 Nepotism, Employment of Relative and Personal Relationships
1.07 Employee Background Checks
1.08 Internal Transfers/Promotion
1.09 Standards of Conduct
1.10  Unacceptable Activities
- 1.11 Disciplinary Actions
1.12 Business Hours -
1.13  Attendance '
1.14  Absence or Lateness
1.15 Meals and Break Periods
1.16 Break Time for Nursing Mother Provision
1.17 Food Storage
1.18 Employment Classifications
1.19 Full-Time Employees .
120 Part-Time Employees
121 Driver’s License and Driving Record Policy

Page 5




O

Compensation

2.01 Wage and Salary Policies

2.02 Compensation Philosophy

2.03 Pay Period and Hours

2.04  Paycheck Distribution

2.05 Mandatory Deduction from Paycheck
2.06 Overtime Pay

Benefits

3.01 Eligibility for Benefits

3.02 Insurance Coverage

3.03 . Group Insurance .

3.04 Health/Dental/Vision Insurance

3.05 Disability Insurance

3.06 Life and Accidental Death and Dismemberment lnsurance
3.07 Pension/Deferred Compensation
3.08 Pmployee Assistance Program

3.09 Tuition Assistance

3,10 Government Required Coverage
3.11 Workers’ Compensation-

3.12 Unemployment Compensation

3.13 Social Security '

Leaves

4,01 Paid Leaves

4.02 Holidays

4.03 Vacations

4,04 Sick Leave

4,05 Personal Leave

4.06 Family and Medical Leave Act
4,07 Other Unpaid Leaves

4,08 Time off

4.09 Returnto Work

Safety

5.01 General Employee Safety

5.02 Reporting Safety Issues

5.03 Weapons .

5,04 Inclement Weather Policy

5.05 Instruction on General Emergency Planning

5.06 Housekeeping

5.07 Office Safety

5.08 Property and Equipment Care
75.09 Security

5.10 Smoke Free Workplace

Page §




-

o
Rt

Separation of Employment

6.01
6.02
6.03
6.04
6.05
6.06

Termination

Insurance Conversion Privileges
Exit Interviews

Letters of Recommendation
Return of Township Property
Rehire

Workplace Policies

7.01
7.02
7.03
7.04
7.05
7.06
7.07
7.08
7.09
7.10
7.11
7.12
7.13
7.14
7.15
7.16
7.17
7.18

7.19
7.20

7.21
7.22
7.23
7.24
7.25

Communications

Workplace Bullying |

Harassment Policy -

Harassment and Complaint Procedure
Township and Department Mectings
Travel Expenses

Mileage

Computers, Electronic Mail, and Voice Mail Usage Policy
Social Media-Acceptable

Township Cell phone policy
Drug-Free Workplace Policy
Outside Employment

Conflicts of Interest

Standard of Conduct

Employee Personnel Files

Employee Elected for Public Office
Personal Use of Township Property
Use of Township Vehicle

Accident Point System

Summary or Guidelines and Consequences
Violence in the Workplace Policy
Anti-Retaliation Policy

Dress Code

Hygiene

Knowledge of Rules

Page 7




O

Appendices

A. Violence in the Workplace

B. Ethics Policy )

C. Rules of Conduct for outside employment

D. Disclosure of Business Interest

E. Electronic Mail Retention

F. Computer Policy and Usage Guide

G. Prohibition against interdepartmental employment by township employees
H. Prohibition against using accrued time while stifl working for the Township
1. Social Security number privacy policy

J. Point Classification Table .

Page 8




Introduction to Van Buren Charter Township

Van Buren Charter Township is a municipal corporation as per resolution of the Board of Trustees
August 9, 1983, organized and existing under the laws of the State of Michigan, with its principal
offices at 46425 Tyler Rd Van Buren Charter Township, Michigan 48111 (hereinafter referred to
interchangeably as the “employer” or the “township™). Our sole purpose is to provide quality
municipal service, cost effectively to the residents and businesses of the township. Services include
police and fite protection, ordinance enforcement, water and sewer, developmental and planning,
parks, recreational activities, senior citizen activities, museum and collection of property taxes,
property assessment coordination, and the administration of elections. Being a tax supported
entity, it is essential to emphasize that we are a service agency. Public service dominates
everything we do and we shall always remember that we are accountable to the Van Buren

Township taxpayers.

As an employee of the township you are a key person to the citizens, you are the township. What
you do reflects what members of our community think about the Charter Township of Van Buren.
Our success in delivering quality service is dependent upon your professional atfitude and

performance.

What Van Buren Charter Township Expects From You

Van Buten Charter Township needs your help in meking each working day enjoyable and
rewarding. Your first responsibility is to know your own duties and how to do them prompitly,
correctly and pleasantly. Secondly, you are expected to cooperate with management and your
fellow employees and to maintain a good team attitude.

How you interact with fellow employees and those whom Van Buren Charter Township serves,
and how you accept direction can affect the success of your department. In turn, the performance
of one department can impact the entire service offered by Van Buren Chatter Township.
Consequently, whatever your position, you have an important assignment: perform every task to

the very best of your ability.

You are encouraged to grasp opportunities for personal development offered to you. This manual
offers insight on how you can perform positively and to the best of your ability to meet and exceed

the expectations of Van Buren Charter Township.

Remember, you help create the pleasant and safe working conditions that Van Buren Charter
Township intends for you. The result will be better performance for the township overall and

personal satisfaction for you.

Page 9
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Employment

1.00 At-Will Employment

Your employment with Van Buren Charter Township is at-will, with the exception of union
employees. This means that neither you nor Van Buren Charter Township has entered into a
contract regarding the duration of your employment. You are free to terminate your employment
with Van Buren Charter Township at any time, with or without reason. Likewise, Van Buren

Charter Township has the right to terminate your employment, or otherwise discipline, transfer, or
demote you at any time, with or without reason, at the discretion of Van Buren Charter Township.

No employee of Van Buren Charter Township can enter into an employment contract for a
specified period of time, or make any agreement contrary to this policy without written approval
from the three full-time elected officials and Board approval.

1.01 Termination of Your Employment

Van Buren Charter Township will consider you to have voluntarily terminated your employment
if you do any of the following:

e Resign from Van Buren Charter Township;

Q ' e Fail to return from an approved leave of absence on the date specified by Van Buren
‘Charter Township, or

e Fail to report to work or call in for three (3) or more consecutive workdays. -

You may be terminated for poor performance, misconduct, excessive absences, tardiness,
discrimination, harassment, or other violations of Van Buren Charter Township policies. However,
. your employment is at-will, and you and Van Buren Charter Township have the right fo terminate

your employment for any or no reason.

Shoutd any of the'above language be in conflict with any Collective Bargaining Agreement or
Personal Service Agreement, the respective agreements language shall prevail.

e
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1.02 Citizen Rele_ltions

The success of Van Buren Charter Township depends upon the quality of the relationships between
VYan Buren Charter Township, our employees, citizens, suppliers and the general public. Our
citizens’ impression of Van Buren Charter Township and their interest and willingness to reside
in our community is greatly formed by the people who serve them. In a sense, regardless of your
position, you are Van Buren Charter Township’s ambassador. The more goodwill you promote;
the more our citizens will respect and appreciate you and Van Buren Charter Township services.

Below ate several things you can do to help give citizens a good impression of Van Buren Charter

. Township. These are the building blocks for our continued success:

s Act competenﬂy-and deal with citizens in a courteous and respectful manner.
e Communicate pleasantly and respectfully with other employees at all times.

e Follow up on concerns and questions promptly, provide businesslike replies to inquiries
and requests, and perform all duties in an orderly manner. :

o Take great pride in your work and enjoy doirig your very best,

~ These policies appIy to all areas of employment, including recruitment, hiring, training and

development, promotion, transfer, termination, layoff, compensation benefits, social and
recreational programs, and all other conditions and privileges of employment in accordance with
applicable federal, state and local laws.

1.03 Equal Employment Opportunity

Van Burer Charter Township provides equal employment opportunities in accordance with
applicable laws to all employees and applicants for employment without regard to race, color,
ancestry, national origin, gender, sexual orientation, marital status, religion, age, qualified
disability, gender identity, results of genetic testing, height, weight, familial status or qualified
service in the military. Equal employment opportunity applies to all terms and conditions of
employment, including hiring, placement, promotion, wrmmatiom layoff, recall, transfer leave of

. absence, compensation, and training,

Van Buren Charter Townskxp expressly prohibits any form of unlawful employee harassment
or discrimination based on any of the characteristics mentioned above. Improper interference with
the ability of other employees to perform their expected job dutics is absolutely not tolerated,
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1.04 Americans with Disabilities Act (ADA) and the ADA Amendments Act
(ADAAA)

It is the policy of Van Buren Charter Township to comply with all federal and state laws
concerning the employment of persons with disabilities and to act in accordance with regulation
and guidance issued by the Equal Employment Opportunity Commission (EEOC). Furthermore,
in accordance with applicable law, Van Buren Charter Township will not discriminate against any
qualified employee or job apphcant with respect to any terms, privileges; or conditions of
employment becanse of a person’s qualified physical or mental disability. Van Buren Charter
Township will also make reasonable accommodation wherever necessary for all employees or
applicants with disabilities, provided that the individual is otherwise qualified to safely perform
the essential duties and assignments connected with the job and provided that any accommodations
made do not impose an undue hardship on Van Buren Charter Township.

Equal employment opportumty notices are posted near employee gathermg places as required by
law. These notices summarize the rights of employees to equal opportunity in employment and list
the names and addresses of the various government agencies that may be contacted in the event

that any person believes he or she has been discriminated against.

Management is primarily responsible for seeing that Van Buren Charter Township’s ‘equal
employment opportumty policies are implemented, but all members of the.staff share in the
responsibility for assuring that by their personal actions the pohcles are effective and apply

 uniformly to gveryone.,

All employees, including Directors, involved in discriminatory practices will be subject to
discipline, up to and including termination.

1.05 How You Were Selected

Van Buren Charter Township is confident that as a result of the mutual selection process
undertaken, your employment will prove to be mutually beneficial and we look forward to having

you join us.
We carefully select our employees through written applications, personal interviews and reference

checks. After all available information was considered and evaluated, you were selected to become
a member of our team!

This selection process helps Van Buren Charter Township find and employ people who are
concemed with their own personal success and the success of Van Buren Charter Township;
people who want to do a job well, people who can carry on their work with skill and ability and
people who are comfortable with Van Buren Charter Township and who can work well with our

team.
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1.66 Nepotism, Employment of Relative and Personal Relationships

The township wants to ensure that practices do not create situations such as conflict of interest or
favoritism. This extends to practices that involve employee hiring, promotion and transfer. Close
relatives, partners, those in a dating relationship or members of the same household are not
permitted to be in positions that bave a reporting responsibility to each other. Close relatives are
defined as husband, wife, father, mother, father-in-law, mother-in law, grandfather, grandmother,

sor, son-in-law, daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, brother-in:
law, sister-in-law, step relatives and cousins.

If employees begin a dating relationship or become relatives, partners or members of the same
household and if one party is in the Township Supervisor, Clerk, Treasurer and/or director position,

. that person is required to inform the Township Supervisor or designated representative of the’

relationship.

The township reserves the right to apply this policy to situations where there is a conflict or the
potential for conflict because of the relationship between employees, even if there is no direct- .
reporting relationship or authority involved. ‘

1.07 Employee Background Check

Prior to becoming an employee of Van Buren Charter Township, a job-related background check
was conducted. As you may know, a comprehensive background check may consist of prior
employment verification, professional reference checks, and education confirmation. As
appropriate criminal, health examination, drug screen and/or driving record history may have also

been obtained.
1.08 Internal Transfers/ Proinotions

Employees should review respective union contracts or personal service agreements. In
determining promotions and transfers not governed by union contract or personal setvice
agreements. Generally the employees’ qualifications may be assessed to determine ability to

perform.
1.09 Standards of .Conduct '

Whenever people gather together to achieve goals, some rules of conduct are needed to help
everyone work together efficiently, effectively and harmoniously. By accepting employment with
us, you have a responsibility to Van Buren Charter Township and to your fellow employees to
adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict your
rights, but rather to be certain that you understand what conduct is expected and necessary. When
each person is aware that she/he can fully depend upon fellow workers to follow the rules of
conduct, our organization will be-a better place to work for everyone.
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~1.10 Unaceeptable Activities

Generally speakmg, we expect each person to act in a mature and responsible way at all times. If
you have any questions concerning any work or safety rule, or any of the unacceptable activities
listed below, please see your Township Supervisor or designated representative for an explanation.

Note that the following list of unacceptable activities does not include all types of conduct that can
result in disciplinary action, up to and including termination. Nothing in this list alters the at-will
nature of your employment; either you or Van Buren Charter Township may terminate the
employment relationship with or without reason, and in the absence of any violation of these

. policies.

Violation of any township policy; any action that is detrimental to Van Buren Charter.

" Township’s efforts to operate and provide services.

Violation of security or safety rules or failure to observe safety rules or Van Buren
Charter Township’s safety practices; failure to wear required safety éguipment;
tampering with Van Buren Charter Township equipment or safety equipment.

Negligence or any careless action which endangers the life or safety of another person.

Being intoxicated or under the influence of a controlled substance while at work; use,

- possession or sale of a controlled substance in any quantity while on township

premises; except medications prescribed by a physician which do not impair work
performance and is otherwise consistent with applicable law.

Unauthorized possession of dangerous or illegal firearms, weapons-or explosives on
township property or while on duty.

Engaging in crlmmal conduct or acts of violence or making threats of violence toward .
anyone on the premises or when representing Van Buren Charter Township; fighting,
or provoking a fight on township property, or negligent damage of property.

Insubordination or refusing to obey instructions properly issued by your director or
Township Supervisor, Clerk or Treasurer pertaining to your work; refusal to help out

on a special assignment.

Threatening, intimidating or coercing fellow employees on or off the premises at any
time, for any purpose.

Engaging in an act of sabotage; negligently causing the destruction or damage of
townshlp property, or the property of fellow employees, citizens, suppliers, or visitors

in any manner.
N
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o Theft or unauthorized possession of township property or the property of fellow
employees; unauthorized possession or removal of any township property, including
documents, from the premises without prior permission from management;
unauthorized use of township equipment or property for personal reasons; using
township equipment for profit.

o Dishonesty; falsification or misrepresentation on your application for employment or
other work records; lying about sick or personal leave; falsifying reason for a leave of
absence or other data requested by Van Buren Charter Township; alteration of township

records or other township documents.

@ Breach of confidentiality of personnel information.

e - Any act of harassment, sexual, racial or other; telling sexist or racist jokes; makmg\

racial or ethnic siurs.

o Smoking in restricted areas or at non-designated times, as specified by department
rules. -

1.11 Disciplinary Actions

See Personal Service Agreement or Collective Bargaining Agreement. The township,‘at its
discretion, will determine the measure of discipline appropriate to the circumstances of each

occurrence onh a case-by-case basis.

1.12 Business Hours

Our regular operating hours are from 7:30 a.m. 10 4:00 p.m., Monday through Friday. The normal
workweek consists of five (5) days, each eight (8) hours long, Monday through Friday.

Your particular hours of work and the scheduling of your meal period will be determined and
assigned by your official or director. Most employees are assigned to work a variation of a 40 hour
work week. Should you have any questions concerning your work schedule, piease ask your

director.

1.13 Attendance

Van Buren Charter Township shall expect you to be ready to work at the beginning of your
assigned daily work hours and to reasonably complete your projects by the end of your assigned

wotk hours.
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1.14 Absence or Lateness

From time to time it may be necessary for you to be absent from work. Van Buren Charter
Township is aware that emergencies, illnesses, or pressing personal business that cannot be
scheduled outside your work hours may arise. Sick days, vacation, and personal days have been

provided for this purpose. :

If you are unable to report to work or if you will arrive late, please contact your director

" immediately by phone, text or email at a minimum of 90 minutes prior to your start time. If you

know in advance that you will need to be absent, please request this time off directly from your
director. ' - '

When you call in to inform Van Buren Charter Township of an unexpecied absence or late atrival,
simply ask for your director. If you’re arriving to work late, please let your director know when
you expect to arrive for work. If you are unable to call in yourself because of an illness, emergency
or for some other reason, be sure to have someone call for you.

1.15 Meal and Break Periods

You are entitled to two (2) fifteen minute paid breaks each wotkday. Normally these breaks will
be scheduled at two different intervals: one prior to your meal period and one after your meal
period. If you work in a department where breaks are not directly assigned, please coordinate with
your co-workers to maintain adequate coverage at all times.

If you work longer than four (4) hours, you will be afforded a full 30 minute uninterrupted unpaid
meal petiod. : ' R

' The time when meal periods' are scheduled varies among departments, depending on the needs of

each department. You are required not to perform any work and to take the break away from the
work station during your meal period. It is important to return to work on time.

In order to maintain a professional image and to effectively serve the community, as a general rule
employees are discouraged from eating while at their desks or while operating a township vehicle.
Exceptions will be made for the drinking of a beverage. Such as coffee, while sitting at one’s desk
or while driving and/or eating a small snack. However, the eating of meals or preparing of food at

the desks or while driving is prohibited.

" Page 16




1.16 Break Time for Nursing Mothers Provision

Effective March 23, 2010, the Patient Protection and Affordable Care Act amended the FLSA to
require employers to provide a nursing mother reasonable break time to express breast milk after
the birth of her child. The amendment also requires that employers provide a place for an employee
to express breast milk,

Section 7 of the Fair Labor Standards Act of 1938 (29 U.S.C. 207) is amended by adding at the

. end the following:
" @)(1).An employer shall provide—

A. areasonable break time for an employee to express breast milk for her nursing child for 1 year
after the child’s birth each time such employee has need to express the milk; and

B. a place, other than a bathroom, that is shielded from view and free from intrusion from
coworkets and the public, which may be used by an employee to express breast milk.

(2) An employer shall not be required to compensate an employee receiving reasonable break time
under paragraph (1) for any work time spent for such purpose.

(3) An employer that employs less than 50 employees shall not be subject to the requirements bf

this subsection, if such requirements would impose an undue hardship by causing the employer
significant difficulty or expense when considered in relation to the size, financial resources, nature,
or structure of the émployer’s business. '

(4) Nothing in this subsection shall preempt a State law that provides greater protections to
employees than the protections provided for under this subsection. :

1.17 Food Storage -

All employees’ food items must be properly stored in the cabinets or refrigerators provided in your
office, kitchenettes, or designated food st01age areas. No food should be stored at any individual’s

desk.

1.18 Employment Classifications -

At the time you are hired, you are classified as either full-time, part*time,. permanent part-time or

temporary. In addition, you are classified as either non-exempt or exempt. If you are unsure of
which job classification your position fits into, please ask your director.
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1.19 Full-Time Employees

'An employee who has completed their first 90 days of employment and who regularly works at

least 30 hours per week is considered a full-time employee. If you were a full-time employee and
have been on an approved leave of absence, upon return you will be considered a full-time
employee provided you return to work on a full-time basis and as agreed in the provisions of your

leave,

1.20 Part-Time Employées

- An employee who generally is scheduled to work 29 hours per week or less is considered a part-

time employee. If you are a part-time employee, please understand that you are not eligible for
benefits described in this Manual, except as granted on occasion or to the extent required by
provision of state and federal laws or as otherwise provided herein.

1.21 Driver’s License and Driving Record

At the time you are considered for employment with the Township your driving record will be
reviewed as part of the background check. An employee who operates a Township vehicle must
have a valid driver’s license for the type of vehicle to be operated and keep the license(s) with
them at all times while driving, All CDL drivers must comply with all applicable D.O.T.

regulations.

Your personal driving record is a reflection of your overall driving habits. Motor Vehicle Records
will be ordered periodically to assess driving. An unfavorable record will result in the loss of
company vehicle driving privileges or employment depending on the type of violation.

Compensation

The goal of Van Buren Charter Township’s compensation program is to atfract potential
employees, meet the needs of all current employees and encourage well-perfonnmg employees to -
stay with our organization. With this in mind, our compensation program is built to balance both

employee and Van Buren Charter Townshlp needs.

2.01 Wage and Salary Policies

The Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay, recordkeeping,
and child labor standards affecting full-time and part-time workers in the private sector and in

Federal, State, and local governments,
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2.02 Compensation Philosophy

It is Van Buren Charter Township’s desire to pay wages and salaries that are competitive.

2.03 Pay Period and Hours

Our payroll workweek begins on Sunday at 12:01 a.m. and ends on Saturday at 12:00 midnight
utilizing a bi-weekly pay period.

2.04 Paycheck Dlstrlbutlon

Paychecks will be d1str1buted by your director or directly deposited to the checking or savings
account you specify.

2.05 Mandatory Deductions from Paycheck

Van Buren Charter Township is required by law to make certain deductions from your paycheck
each time one is prepared. Among these are your federal, state, and local income taxes and your
contribution to Social Security as required by law. These deductions will be itemized on your
check stub. The amount of the deductions will depend on your earnings and on the information
you furnish on your W-4 form regarding the number of exemptions you claim. If you wish to
modify this number, please request a new W-4 form from payroll immediately. Only you may
modify your W-4 form. Verbal or written instructions are not sufficient to modify withholding
allowances. We advise you to check your pay stub to ensure that it reflects the proper number of

withholdings.

'The W-2 form you receive annually reflects how much of your earnings were deducted for these

purposes.

Any other mandatory deductions to be made from your paycheck, such as court-ordered
garnishments, will be explained whenever Van Buren Charter Township is ordered to make such

" deductions.
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2.06 Overtime Pay

Overtime . pay for union employees is determined by the applicable collective bargaining
agreement. Inaddition, if you are a non-exempt employee, you may be eligible to receive overtime
pay of one and one-half (1 %) times your regular hourly wage for approved hours actually worked
over 40 hours in one (1) work week. If during that week you were away from the job because of a
job-related injury, paid holiday, jury duty, vacation day, or paid sick time, those hours not worked
counted as hours worked for the purpose of computing eligibility for overtime pay.

. See Personal Service Agreement or Collective Bargaining Agreement

~ All overtime must be approved in advance by your dxrector Overtlrne houm not approved W111

result in disciplinary action.

Benefits

Van Buren Charter Township is committed to spensoring a comprehensive benefits program for
all eligible employees. In addition to receiving an equitable salary and having an equal opportunity
for professional development and advancement, you may be eligible to enjoy other benefits. We
are certain you will agree the benefits program described in this manual represents a very large

. investment by Van Buren Charter Townshlp

A good benefits program is a solid investment in Van Buren Charter Township’s employees. The
Township will periodically review the benefits program and will make modifications as
appropriate to the Township’s condition, Open Enrollment starts March 1% and ends March 315
of every year to modify, add, or delete benefits. Mid-year changes can only be completed if you
have a qualifying life event. Van Buren Charter Township reserves the right to modify, add or

delete the benefiis it oifers.

3.01 Eligibility for Benefits

If you are a full-time employee, you will enjoy all of the benefits described in this manual as Soon
as you meet the eligibility requirements for each particular benefit. Coverages are available to you
and your dependents as defined in the benefit summary plan descriptions.

Part-time and temporary erﬁployees are not eligible for benéﬁts, unless otherwise required by law
or is otherwise provided herein.

“3.02 Insurance Coverage

Insurance coverage is provided by an insurer chosen by the Township.
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3.03 Group Insurance

Van Buren Charter Townshlp is dedicated to your health and well-being. A comprehensive, quahty
insurance program is available to you and your family.

The following benefits are provided, as defined and limited in the literature provided by our
insurance carriers:

Medical Care Coverage
Dental Care Coverage
Vision Care Coverage
Long Term Disability insurance
Short Term Disability Insurance
_Group Term Life Insurance/Accidental Death and Dismemberment Insurance

Employee Assistance Program

® ® & & o o @

Upon enrolling, you will obtain summary plan descriptions describing your benefits in detail,

Van Buren Charter Township will pay 90% of the cost for employee medical coverage.
Applicable 10% employee contributions will be automatically deducted from yous paycheck.

According to the federal Consolidated Omnabus Budget Reconclhated Act (COBRA) of 1985, in .

the event of your termination of employment with Van Buren Charter Township or loss of
eligibility to remain covered under our group health insurance program, you and your eligible
dependents may have the right to continued coverage under our health insurance program for a
limited period of time at your own expense. Consult the Township Supervisor or designated

representative for details.

3.04 Health/Dental/Vision Insurance

Today many health insurance plans and optlons can be confusmg and complicated. That is why
Van Buren Charter Township has taken the time to carefully review the coverages and plans
available. We have selected the plans we feel provides the best coverage for our employees. Refer
to the literature provided by our insurance companies for details on your particular coverage. -

3.05 Disability Insurance

You may be eligible to participate in Van Buren Charter Township’s disability plan.

See Personal Service Agreement, Collective Bargaining Agreement, or Salary Benefits Manual
for details. Disability insurance is designed to assist you with your income should you become
partially or totally disabled and are unable to perform the essential functions of your job due to an

unrelated job injury or illness.
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3.06 Life and Accidental Death and Dismemberment Insurance

You may be covered by our group life insurance. This insurance is payable in the event of your
death, in accordance with the policy, while you are employed. You may change your beneficiary
whenever you wish by submitting the appropriate documents to the Township Supervisor or
designated representative. Refer-to Personal Service Agreement, Collective Bargaining Agreement
or Salary Benefits manual.

3.07 Pension/Deferred Compensation

The township currently provides an IRS Section 401A defined contribution pension plan for all
employees, as well as a choice between two deferred compensation plans. Participation in the
pension plan is mandatory. Enrollment in the pension plan occurs thirty (30) days after
employment. As of March 4, 2014, the township contributes ten (10) percent of one's base salary
toward the employee's pension, employees hired prior to the March 4,2014 remain at the twelve
(12) percent with the employee being required to contribute a mandaiory five (5) percent of his/her

- base salary.

Options exist for an employee to add a voluntary contribution to one’s pension savings in
accordance with IRS regulations. Employees are 100% vested upon the first contribution to an
employee’s pension. Participation in the IRS Section 457 defetred compensation plans offered by
the township are totally voluntary on the part of the employee with all contributions to deferred

compensation being the responsibility of the employee. .

3.08 Employee Assistance Program

Another great benefit Van Buren Charfer Township offers its employees is the Employee
Assistance Program (EAP) through Unum. The EAP provides a confidential, easily accessible
professional counseling service for our employees whose personal problems are affecting their
abilities to function effectively at work or home. This service is available to all full-time and part-
time employess and their immediate family members. Arrangements will be made for you or a
member of your family who has questions concerning legal, family, or financial issues, child care,

~ elder care, relationships, substance abuse or addiction questions and concerns, work-related issnes

and any mental health issue.

Confidentiality is one of the most important aspects of this program. If you contact the Employee
Assistance Program directly, no one in the township will know unless you tell them. No
information concerning the nature of your problem will be released without your written consent.
Van Buren Charter Township assumes the costs for the Employee Assistance Program.

3.09 Tuition Assistance —See Personal Service Agreement, Collective Bargaining

Agreement or Salaried Benefits manual.
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3.10 Government Required Coverage

The Township is required by law to offer benefits that cover employees for on the job injuries,
unemployment benefits, and social security insurance. ’

3.11 Workers’ Compensation

All employees are entitled to Workers’ Compensation benefits in accordance with Michigan’s
Workers™ Disability Compensation Act. This Act provides benefits to employees under certain
circumstances due to on-the-job injuries. Insurance for these benefits is paid for by Van Buren
Charter Township. If you cannot work due to a job-rélated injury or illness, Workers’
Compensation insurance may pay your medical bills and provide a portion of your income until

you can return to work.

All injuries or illnesses arising out of the scope of your employment must be reported to your
director immediately. Prompt reporting is the key to prompt benefits. Benefits are automatic, but
nothing can happen until your employer knows about the injury. Insure your right to benefits by
reporting evety injury no matter how slight.

Employees returning to work after being absent due to a work-related injury must report to their -
director prior to beginning work and must bring a doctor’s clearance for returning to work and go

for a drug screening.

3.12 Unemployment Compensation

Depending upon the circumstances, employees may be eligible for Unemployment Compensation
upon fermination of employment with Van Buren Charter Township. Eligibility for
Unemployment Gompensation is determined by the Division of Unemployment Insurance of the
State Department of Labor. Van Buren Charter Township pays the entire cost of this insurance

program.
Unemployment compensation is designed to provide yon with a temporary income when you are
out of work through no fault.of your own. For your claim to be valid, you must have a minimum

amount of eamings determined by the State, and you mustbe willing and able to work. You should
apply for benefits through the local State Unemployment Office as soon as you become

unemployed.
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3.13 Social Security

The United States Government operates a system of mandated insurance known as Social Security,
As a wage earnet, you are required by law to contribute a set amount of your biweekly wages to
the trust fund from which benefits are paid. As your employer, Van Buren Charter Township is
required to deduct this amount from each paycheck you receive. In addition, Van Buren Charter
Township matches your contribution dollar for dollar, thereby paying one-half of the cost of your

Social Security benefits.

Your Social Security number is used to record your earnings. Employees are encouraged to protect

your Social Security record by ensuring your name and Social Security number on your pay stub
and W-2 Form are cotrect. You may also want to make sure your earnings statement is accurate

‘each year by requesting a Personal Earnings and Benefit Estimate Statement from the U.S. Social

Security Administration by calling 1-800-772-1213, or you may even access them on-line at
WWW.SS3.80V. _ .

Leaves

4.01 Paid Leaves

Paid leaves is time allowed away from work for holiday, illness, etc. during which you receive
your normal pay. '

4.02 Holidays

Recognized Holidays
Full-time employees are eligible for holiday pay. The following holidays are recognized as paid

holidays:

New Year’s Day
MLK, Jr Day
President’s Day
Good Friday
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Day after
Thanksgiving
Christmas Eve
Christmas Day
New Year’'s Eve
Day '
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You may take time off to observe your religious holidays. If available, a full day of unused time
off may be used for this purpose; otherwise, you won’t be paid for this time off. Please schedule
the time off in advance with your director. When a holiday falls on a Saturday, the previous Friday
will be considered the holiday. When a holiday falls on Sunday, the following Monday will be
considered the holiday.

All national holidays are scheduled on the day designated by the Federal government,

If a holiday occurs during your scheduled vacation, you ate eligible for the holiday pay.

" - You are not eligible to réceive holiday pay when you are on an unpaid leave of absence.

4.03 Vacations

Vagcation is a time for you to rest, relax, and pursue specml interests. Van Buren Charter Township
has provided paid vacation as one of the many ways in which we show our appreciation for your
work, knowledge, skills, and talents; all of which contribute to make Van Buren Charter Township
a leader in township government. For the amount of vacation see Personal Service Agreement,
Collective Bargaining Agreement or Salaried Benefits Manual,

Van Buren Charter Township will always try to let you use your vacation time as desired, but
vacations cannot interfere with your department's operation. Therefore, your vacation must be
approved by your director in advance. If any conflicts arise in vacation requests, preference will
be given to the employee with the longest length of continuous service.

" If you are on an approved leave of absence for less than thirty (30) days, your vacation eligibility |

will not be affected.
If you have unused vacation days upon the termination of your employment with Van Buren

Charter Township, you will be paid for that time at your regular base hourly rate in accordance to
your Personal Service Agreement, Collective Bargaining Agreement or Salaried Benefits Manual.
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4.04 Paid Sick Days

Some employees are eligible to accrue paid sick leave on a prorated basis See your Personal
Service Agreement, Collective Bargaining Agreement or Salaried Benefits Manual.

In addition to utilizing sick leave in the event of your own illness, sick leave may also be used for
the purpose of visiting doctors, dentists or other recognized practitioners. Sick leave may also be
used for the purpose of tending to a serious illness suffered by a member of your immediate family
in the event the illness requires your personal time and attention. For purposes of this policy, family

includes spouse, child, parent, or sibling.

Van Buren Charter Township may, in its sole and absolute discretion, require a. doctor’s certificate
verifying the necessity for absence(s) and the specific illness, injury, or other disability to which
the absence is attributed. : ) .

If you are on én-approved leave of absence for less than 30 days, your sick Jeave eligibility will

not be affected. Any accrued sick leave will be paid at the time the leave begins.

In the event of an illness or injury, which is covered by workers’ compensation insurance, this
Sick Leave Policy will not apply, but will be governed by state statutes. '

4.05 Personal Leave

See Personal Service Agreement, Collective Bargaining Agreement or Salaried ABeneﬁts Manual.

4.06 Family and Medical Leave Act

Van Buren Charter Township complies with the federal Family and Medical Leave Act
(FMLA), which requires employers to grant unpaid leaves of absence to qualified workers for
certain medical and family-related reasons. Employees should also refer to Personal Service
Agreement, Collective Bargaining Agreement or Salary Benefits manual for the availability of
paid time off. '

Please note there are many requirements, qualifications, and exceptions under these laws, and each
employee’s situation is different. In particular, employees generally must have worked for the
Township for at least 12 months and have worked af least 1,250 hours in the 12 months preceding
the leave. The Township caloulates the 12 weeks of allowed leave under the FMLA on a rolling
12-month period. The 12-month period is determined by measuring backwards from the date an
employee takes any FMLA leave. Contact the Human Resources department to discuss options

for leave.

Reasons for Taking Leave, Under federal law, unpaid leave may be requested for pregnancy and
prenatal care; preplacement activities, birth, adoption, or foster placement of a child; or the serious ‘
health condition of a child, spouse, parent, domestic partner, or the employee.
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Military Family Leave Entitlements. Under federal law, unpaid leave may also be requested by
eligible employees who have any qualifying exigency arising out of the fact that the spouse or a
son, daughter, parent, domestic partner, or next of kin of the employee is on covered active duty
(or has been notified of an impending call or order to covered active duty) in the armed forces and
may use their 12-week entitlement to address cerfein qualifying circumstances. Qualifying
circumstances may include deploying on short-notice, attending certain military events, arranging
for alternative child care and school activities, addressing certain financial and legal arrangements,
attending cerfain counseling sessions, engaging in rest and recuperation, and aftending post
deployment reintegration briefings.

The federal FMLA also includes a special leave entitlement that permits eligible employees to take -
up to 26 weeks of leave to care for a covered service member during a single 12-month period.
This leave applies if the employee is the spouse, son, daughter, parent domestic partner, or ‘next
of kin caring for a covered military service member or veteran recovering from an injury or illness
suffered while on active duty in the armed forces or that existed before the beginning of the
member’s active duty and was aggravated by service or that manifested itself before or after the

member became a veteran.

Leave Designation. If an employee does not expressly request FMLA leave, the company reserves
the right to designate a qualifying absence as FMLA leave and will give notice of the FMLA
designation to the employee. If an absence is a qualifying event under FMLA, the leave will run
concurrent with short-term disability, long-term disability, PTO, workers” compensation, and/or
any otherleave whcre permitted by state and federal law.

Benefits, Under federai law, employers must continue healthcare benefits during FMLA leave as
though the employees were still at work and must pay the employer’s part of the premium. The
employee will continue to be responsible for the employee’s portion of the premium as well.

Interaction with Acerued Paid Time Off, FMLA leave, and paid vacation or sick time will run
concurrently as provided under company policy.
Job Protection. An employee’s job, or an equivalent job, is protected while the employee is on

leave. Both federal and applicable state laws require that employees be returned to their positions
or to another job of like pay and status at the end of FMLA leave.

" Note: If an employee is unable to return to work after the expiration of federal or state FMLA, an

extension may be granted if the condition comstitutes 2 disability under the Americans with

Disabilities Act (ADA) or in certain workers’ compensation cases.

Return—to-Wérk Policy. When such work is available, the company will attempf to provide an
employee with a temporary modified or light-duty assignment in accordance with documented

medical restrictions.
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4.07 Other Unpaid Leaves

Occasionally, for medical, personal, or other reasons, you may need to be temporarily released

from the duties of your job with Van Buren Charter Township. It is the policy of Van Buren Charter.

Township to allow its eligible employees to apply for and be considered for certain specific leaves
of absence beyond that which is required by Iaw. The decision to allow for such leaves of absence
shall be in the discretion of the Township, and may be granted or denied at-will.

Failure to return to work as scheduled from such an approved leave of absence or to inform your

director of an acceptable reason for not returning as scheduled will be considered a voluntary

resignation of employment.

-All requests for leaves of absence shall be submitted in wntmg to your dlrector Each request shall

provide sufficient detail such as, the expected duration of the leave, and the relationship of family
members, if applicable.

4.08 Time Off
Unpaid time off will only be permitted after all banked time off has been exhausted All time

includes, vacation, sick, personal, PTO or comp time. An employee who violates this policy will
be subject to disciplinary action up to and including termination of employment.

4.09 Return to Work
Employees retumning from leaves of absence in excess of six weeks will be subject to a drug screen.

Employees returning from a work related injury may be subject to physical examination and drug
screen to determine ability to return to unrestricted job duty. Employees who wish to return to

work with restrictions that affect their ability to perform the essential functions of their job must -

seek an accommodation under the Americans with Disabilities Act, and a determination will be
made as to whether or not the accommodation constitutes an undue hardship to the Township.
When the physician has released employee to light duty a list of all restriction that apply must be
given in writing. No verbal will be accepted from employee or physician.
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Safety
5.01 General Employee Safety

Van Buren Charter Township is committed to the safety and health of all employees and recognizes
the need to comply with regulations governing injury and accident prevention and employee
safety. Maintaining a safe work environment, however, requires the continuous cooperation of all

employees. :

Van Buren Charter Township will maintain safety and health practices consistent with the needs
of our industry. If you are ever in doubt about how to safely petform a job, it is your responsibility

_to ask your director for agsistance. Any suspected unsafe conditions and all injuries that occur on
the job must be reported immediately. Compliance with these safety rules is considered a condition

of employment. Therefore, it is a requirement that each director make the safety of employees an
integral part of her/his regular management functions. It is the responsibility of each employee to
accept and follow established safety regulations and procedures. Van Buren Charter Township
strongly encourages you to communicate with your director regarding safety issues.

5.02 Reporting Safety Issues

All accidents, injuries, potential safety hazards, safety suggestions, and health and safety related
issues must be reported immediately to your director. If you or another employee is injured, you
should contact outside emergency response agencies, if needed. If an injury does not require
medical attention, an incident form must still be completed in case medical treatment is later
needed and to insure that any existing safety hazards are corrected. The employees® claim for
worker’s compensation benefits form must be completed in all cases in which an injury requiring
medical attention has occurred.

Federal law Occupational Safety and Health Administration (OSHA) requires that we keep records
of all illnesses and accidents, which occur during the workday. The Workers' Compensation Act
also requires that you report any workplace illness or injury, no matter how slight, If you fail to
report an injury, you may jeopardize your right to collect workers’ compensation payments as well
as health benefits. OSHA also provides for your right to know about any health hazards, which
might be present on the job. Should you have any questions or concerns, contact your director for

more information. -

5.03 Weapons

“Van Buren Charter Township believes it is important to establish a clear policy that addresses
weapons in the workplace. Specifically, Van Buren Charter Township prohibits all employees
from carrying a handgun, firearm, knife, or other dangerous weapon of any kind in the course of
their employment, regardless of whether the person is licensed to carry the weapon or not, unless
the employee is a police officer or has the express, written permission from the Township
Supervisor. All petsons who enter township property are prohibited from carrying a handgun,
firearm, knife or other dangerous weapon of any kind, except where expressly allowed by law,
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5,04 Inclement Weather Policy

The townsﬁip will make every effort to maintain normal work hours even during inclement .
weather. Priorto normal_ starting time the Township Supervisor, Clerk or Treasurer will announce
that the township offices will be closed due to inclement weather. All full-time employees will be

* paid for such time off. Part-time employees will only be paid if normally scheduled to work that

day and only for those hours which the employee would normally work.

‘When the township announces an alternate start time during inclement weather all employees are
expected to make reasonable efforts to get to work. Employee’s unable to arrive for work on any
such day will be charged one (1) day vacation or PTO. All employees who are unable to report fo
work should call, text, or email their dlrector or ofﬁcxal at least 90 Imnutes prior to the alternate

start time.

If inclement weather occurs on an employees scheduled vacation, PTO, or comp time the

employee’s time off will be used. The employee will not be entitled to use the inclement weather
day to reserve the time off.

On days when weather conditions worsen as the day progresses, the township may decide to close
carly. In such cases, a decision and an announcement will be sent by email or a call will be- made
to all departments. Employees will be expected to remain at work until the appointed closing time,

unless their day ends prior to that time or the employee receives perIDlSS]On from their director or

official to do otherwise.
5.05 See General Emergency Planning for Township Hall from Public Safety
For the following:

e Fire Prevention

¢ In Case of Fire

o Emergency Evacuation aﬁd Closure Procedures

e Training Drills

o Telephone Bomb Threat/Suspected Mail or Package Bomb

s Active Shooter

o Natural/Civil Disaster and Shelter Areas
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5.06 Housekeeping

Neatness and good housekeeping are signs of efficiency. You are expected to keep your work area
neat and ordetly at all times. It is a required safety precaution.

If you spill a liquid, clean it up immediately according to safety guidelines for clean-up of that
particular liquid. Refer to the MSDS sheet for the substance in question.” Do not leave tools,
materials, ot other objects on the floor, which may cause others to trip or fall. Keep aisles,
stairways, exits, elecirical panels, fire extinguishers, and doorways clear at all times.

Easily accessible trash receptacles and recycling containers are located throughouf the building.
Please put ali litter and recyclable materials in the appropriate receptacles and containers. Always

" beaware of good health and safety standards, including fire and loss prevention,

Please report anything that needs repairing or replacing to your director immediately.

5.07 Office Safety

Office areas present their own safety hazards. Please be sure to:
o Leave desk, file or cabinet drawers firmly closed when not in use.
s Open only a single drawer of a file cabinet at a time.

* » Artange office space to avoid tripping hazards, such as telephone cords or calculator
electrical cords. ’

» Remember to lift things carefully and to use proper iiﬁing techniqueé.

5.08 Property and Equipment Care

It is your responsibility to understand the machines needed to perform your duties. Good care of
any machine that you use during the course of your employment as well as the conservative use of
supplies will benefit you and Van Buren Charter Township. If you find that a machine is not
working properly or in any way appears unsafe, please notify your director immediately so that
repairs or adjustments may be made. Under no circumstances should you start or operate a machine
you deem unsafe, nor should you adjust or modify the safeguards provided.

Do not attempt to use any machine or equipment you do not know how to operate, or if you have
not completed training on the proper use of the machine or equipment.
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5.09 Security

Maintaining the security of Van Buren Charter Township’s buildings and vehicles is every
employees’ responsibility. Develop habits that insure security as a matter of course. For example:

e Always keep cash properly secured. If you are aware that cash is insecurely stored,
immediately inform the person responsible,

* Know the location of all alarms and fire extinguishers, and familiarize yourself with the
proper procedure for using them, should the need arise.

~ ' When you leave Van Buren Charter Townshlp § premises, make sure that all entrances are.
properly locked and secured.

5.10 Smoke-Free Workplace

It is the policy of Van Buren Charter Township to prohibit smoking on alt township premises in order fo
provide and maintain a safe and healthy work environment for all employees. The law defines smoking as
the "act of lighting, smoking or carrying a lighted or smoldeting cigar, cigarette, or pipe of any kind."

The smoke-free workplace policy applies to:
* Al areas of township bmldmgs

= All township-sponsored off-site conferences and meetings.
s All vehicles owned or leased by the township.
e Al visitors (citizens and vendors) to the township premises.
» Al contractors and consultants and/or their employees working on the townsﬁip premises.

o All employees, temporary employees and student interns.

Smoke only in designated smoking areas. Please be courteous and concerned about the needs of
your fellow employees and others.

All employees are expected to abide by this policy while at work

Employees who violate the smokmg policy will be subject to disciplinary action up to and
including immediate discharge.
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Separation of Employment

6.01 Termination

Van Buren Charter Township operates under the principle of at-will employment. This means that
neither you nor Van Buren Charter Township has entered into a contract regarding the duration of
your employment. You are free to terminate your employment with Van Buren Charter Township
at any time, with or without reason. Likewise, Van Buren Charter Township has the right to
terminate your employment or otherwise discipline, transfer, or demote you at any time, with or
without reason, at the discretion of Van Buren Charter Township.

Van Buren Charter Township hopes and expects that you will give at least two (2) weeks’ notice
in the event of your resignation. Any accrued but unused vacation time will be paid out at the time
of employment termination, except where PSA or CBA dictates otherwise.

6.02 Insurance Conversion Privileges .

According to the Federal Consolidated Omnibus Budget Reconciliated Act (COBRA) of 1985, in
the event of your termination of employment with Van Buren Charter Township or loss of
cligibility to remain covered under our group health insurance program, you and your eligible
dependents may have the right to continued coverage under our health insurance program for a
limited period of time at your own expense. _

At your exit interview or upon termination, you will learn how you can continue your insurance
coverage and any other benefits you currently have as an employee who is eligible for continnation.
Consult your Township Supervisor or designated representative for additional details.

6.03 Exit Interviews

In a termination situation, Van Buren Charter Township management would like to conduct an
exit interview fo discuss your reasons for leaving and any other impressions that you may have
about Van Buren Charter Township. During the exit interview, you can provide insights into areas
for improvement that Van Buren Charter Township can make.

6.04 Letter of Reference

Letters of reference regarding work experience with the township which could be used to obtain
other employment will not normally be given to the employee until actual separation from the
township. In those instances where-the employee desires to receive such letters on the day of
separanon, arrangements must be made in advance with the director. The employee will only
receive a reference of dates of employment and positions held.
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© 6.05 Return of Township Property

Any Van Buren Charter Township property issued to you, such as computer equipment, ID cards,
keys, or township credit card must be returned to Van Buren Charter Township at the time of your
termination. You will be responsible for any lost or damaged items. The value of any property
issued and not returned may be deducted from your paycheck and you may be required to sign a

wage deduction authorization form for this purpose.

6.06 Rehire

Former full-time employees who left the township in good standing and were classified as eligible
for rehire may be considered for reemployment. An application must be submitted to the Township

" Supervisor or designated répresentative and the applicant must meet all minimum qualifications

and requirements of the position, including any qualifying exam, when required. Previous tenure
will not be considered in any benefits or leave accruals, unless reqmred by law.

An applicant or employee who is terminated for violating policy or who resigned in lieu of
termination from employment due to a policy violation will be ineligible for rehire.

Workplace Policies

This manual is designed to answer many of your questions about the practices and policies of Van
Buren Charter Township. Feel free to consult with your Township Supervisor or designated
representative for help concerning anything you don't understand. The form to report incidents is

located in the appendices.

7.01 Communications

Successful Working conditions and relationships depend upon successful communication. Not only
do you need to stay aware of changes in procedures, policies and general information, you also
need to communicate your ideas, suggestions, personal goals or problems as they affect your work.

" In addition to the exchanges of information and expressions of ideas and attitudes which ocour

daily, make certain you are aware of and utilize all Van Buren Charter Township methods of
communication, including this manual, bulletin boards,  discussions with your director,
memoranda, staff meetings, newsletters, training sessions, and township e-mail and internet.

You will receive other information booklets, such as your insurance booklets, from time to time.
You may take these booklets home so that your family may know more about your job and your

benefits.
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7.02 Workplace Bullying

Van Buren Charter Township defines bullying as “repeated inappropriate behavior, either direct
or indirect, whether verbal, physical or otherwise, conducted by one or more persons against
another or others, at the place of work and/or in the course of employment.” Such behavior violates
the township code of ethics, which clearly states that all employees will be treated with dignity

and respect.

The purpose of this policy is to communicate to all employees, including the Township Supervisor,
Clerk, Treasurer and/or directors that the township will not tolerate bullying behavior. Employees -

. found in violation of this policy will be disciplined up to.and including termination.

Bullying may be intentional or unintentional. However, it must be noted that where an allegation
of builying is made, the intention of the alleged bully is irrelevant and will not be given

consideration when meting out discipline. As in sexual harassment, it is the effect of the behavior
upon the individual that is important. Van Buren Charter Township considers the following types

of behavior examples of bullying:

~ e Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; language
that is hurtful, insulting or humiliating; wsing a person as the butt of jokes; abusive and

offensive remarks. :

¢ Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical
assault; damage to a person’s work area or property.

e Gesture bullying: Nonverbal threatening gestures or glances that convey threatening

messages,

e Exclusion: Socially or physically excluding or disregarding a person in work-related
. activities.

7.03 Harassment Policy

Van Buren Charter Township intends to provide a work environment that is pleasant, professional,
and free from intimidation, hostility or other offenses, which might interfere with work
performance. Harassment of any sort—verbal, physical, visual—will not be tolerated, particularly
against employees based on a protected classification. These classifications include, but are not
necessarily limited to race, color, religion, sex, age, sexual orientation, national origin or ancestry,
disability, medical condition, marital status, veteran status, height, weight, familial status, or an

other protected status defined by law. .
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7.04 Harassment and Complaint Procedure

Sexual and other unlawful harassment is a violation of Title VII of the Civil Rights Act of 1964
(Title VI), as amended, Michigan®s Elliott-Larsen Civil Rights Act and other applicable laws:
Harassment based on a characteristic protected by law, such as race, color, ancestry, national
origin, gender, sex, sexual orientation, gender identity, marital status, religion, age, qualified
disability, veteran status, height, weight, familial status or other characteristic protected by state

or federal law, is prohibited.] '
It is Var Buren Charter Township’s policy to provide a work environment free of sexual and

other harassment. To that end, harassment of Townskip’s employees by management, supervisors,
coworkers, or nonemployees who are in the workplace is absolutely prohibited. Further, any

 retaliation against an individual who has complained ‘in good faith about sexual or other

harassment or retaliation against individuals for cooperating with an investigation of a harassment
complaint is similarly unlawful and will not be tolerated. The Township will take all steps

' necessary to prevent and eliminate unlawful harassment.

Definition of Unlawful Harassment. “Unlawful harassment” is conduct that has the purpose or
effect of creating an intimidating, hostile, or offensive work environment; has the purpose or effect
of substantially and nnreasonably interfering with an individual’s work performance; or otherwise
adversely affects an individual’s employment opportunities because of the individual’s

membership in a protected class.

Unlawful harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo;
comments; written or graphic material; stereotyping; or other threatening, hostile, or intimidating
acts based on race, color, ancestry, national origin, gender, sex, sexual orientation, marital status,
religion, age, qualified disability, veteran status, height, weight, familial status or other
characteristic protected by state or federal law. ’ '

Definition of Sexual Harassment. “Sexual harassment” is generally defined under both state and
federal law as unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature where:

+  Submission to ot rejection of such conduct is made either explicitly or implicitly a term or
condition of any individual’s employment or as a basis for enployment decisions; or

¢ Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile, or offensive work environment,

Other sexually oriented conduct, whether intended or not,. that is unwelcome and has the effect of

creating a work environment that is hostile, offensive, intimidating, or humiliating to workers may
also constitute sexual harassment.
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While it is not possible to list all those additional circumstances that may constitute sexual
harassment, the following are some examples of conduct that, if unwelcome, may constitute sexual
harassment dependmg on the totality of the circumstances, including the severity of the conduct

and its pervasiveness:

Unwanted sexual advances, whether they involve physical touching or not;

¢ Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s
sex life, comments about an individual’s body, comments about an md1v1dual’s sexual
activity, deficiencies, or prowess;

» Displaying sexually suggestive objects, pictures, or cartoons;

s Unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive
or insulting comments;
Inquiries into one’s sexual experiences; and

s Discussion of one’s sexnal activities.

All employees should take special note that, as stated above, retaliation against an individual who
has complained in good faith about sexual harassment and retaliation against individuals for
cooperating with an investigation of sexual harassment complaint is unlawful and will not be

tolerated at Van Buren Charter Township.

Complaint Procedure. Any employee who believes he or she has been subject to or witnessed
illegal discrimination, including sexual or other forms of unlawful harassment, is requested and
encouraged to make a complaint. You may, but are not required to, complain first to the person
you feel is discriminating against or harassing you. You may complain directly to your immediate
supervisor or department director or any other member of management with whom you feel
comfortable bringing such a complaint. Similarly, if you observe acts of discrimination toward or
harassment of another employee, you are requested and encouraged to report this to one of the

individuals listed above.

No reprisal, retaliation, or other adverse action will be taken against an empioyee for making a
good faith complaint or report of discrimination or harassment or for assisting in the investigation
of any such complaint or report. Any suspected retaliation or intimidation should be reported

1mmed;ately 1o one of the persons identified above.

All compfamts will be investigated promptly and, to the extent poesxble, with regard for

_ c()nﬁdentzahty

If the investigation confirms conduet contrary to this policy has occurred, the Tawnshlp will take
immediate, appropriate, corrective action, which may include discipline up to and including
Jmmedlate termination.

7.05 Township and Department Meetings

On occasion, we may request that you attend department meetings, mandatory trainings or offsite
seminars, both during and after regular working hours.
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7.06 Travel Expenses

Employees may be reimbursed for expenses incurred when traveling on township-related business
such as attendance at training seminars. Travel expenses include parking fees and meals.
Documentation of the expense must be provided and the employee shall be reimbursed at the IRS
prevailing approved rates which become effective January 1% of each year.

7.07 Mileage

Employees may be reimbursed for mileage incurred when using personal vehicles in the

performance of fownship-related business. Documentation of the purpose for which mileage was

incurred must be provided and the employee shall be reimbursed at the prevailing approved
mileage reimbursement rate.

708 Cbmputei's, Electronic Mail, and Voice Mail Usage Policy

Van Buren Charter Township makes every effort to provide the best available technology to those
performing services for Van Buren Charter Township. In this regard, Van Buren Charter Township

" has installed, at substantial expense, equipment such as computers, electronic mail, and voice mail.

This policy is to advise those who use our township equipment on the subject of access to and
disclosure of computer-stored information, voice mail messages and electronic mail messages
created, sent or received by Van Buren Charter Township’s employees with the use of Van Buren

. Charter Township’s equipment. This policy also_sets forth policies on the proper use of the

computer, voice mail, and electronic mail systems provided by Van Buren Charter Township.

* Van Buren Charter Township property, including computers, iPads, electronic mail and voice rﬁail,

should only be used for conducting township business. Incidental and occasional personal use of
township computers and our voice mail and electronic mail systems is permitted, but information
and messages stored in these systems will be treated no differently from other township-telated

information and messages subject to FOIA laws.

7.09 Social Media- Acceptable Use

Social Media should be reserved for personal devices only with exception given to township
departments that use this method as a way to promote throughout the community. Van Buren
Charter Township may monitor content out on the Internet. Policy violations may result in

discipline up to and including termination of employment
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7.10 Township-Issued Cell Phones

The township may issue cell phones to employees whose jobs require them to make calls while
away from work or require them to be accessible for work-related matters. Voicemail must be set

up and calls must be returried in a timely fashion.

Cell phones issued by the township are township ptoperty. Employees must comply with township
requests to make their township-issued cell phones available for any reason, including upgrades,
replacement, or inspection. Employees who leave the township for any reason must turn in their

township-issued cell phones.

7.11 Drug-Free Workplace Policy

Van Buren Charter Township is a community in which responsibilities and freedoms are governed
by policies and codes of behavior, including penalties for violations of these standards as stated in

. your manual. Van Buren Charter Township has a standard of conduct, which prohibits the unlawful

possession, use, or distribution of illicit drugs and alcohol by employees on Van Buren Charter
Township’s site and/or client sites or as a part of Van Buren Charter Township’s activities. Van
Buren Charter Township will impose disciplinary sanctions on employees ranging from
educational and rehabilitation efforts up to and including expulsion or termination of employment
and referral for prosecution for violations of the standards of conduct. Each sitvation will be looked
at on a case-by-case basis. See your Personal Service Agreement, Collective Bargaining .
Agreement or Salaried Policies and Procedures Manual.

It is the goal of Van Buren Charter Township to maintain a drug-free workpiace. To that end and
in the spirit of the Drug-Free Workplace Act of 1988, Van Buren Charter Township has adopted

the following policies: :

e The unlawful manufacture, possession, distribution, or use of controlled substances is
prohibited in the workplace including medical marijuana, except as otherwise provided by

state law,

» Employees who violate this prohibition are subject to corrective or disciplinary action as
deemed appropriate up to and including termination. .

e As an ongoing condition of employment, employees are required to abide by this
prohibition and to notify, in writing and within five (5) days of the violation, her/his
Director of any criminal drug statute conviction they receive.

o If an employee receives such a conviction, Van Buren Charter Township shall take
appropriate personnel action against the employee up to and including termination.

e Van Buren Charter Townéhip provides information about drug counseling and treatment.
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¢ The following are Van Buren Charter Township rights as the employer for required drug
screening;

Pre-employment
Reasonable suspicion

Random
Post-Accident involving a township vehicle

Follow-up for return to work

[

7.12 Outside Employment

Employees are peﬁnitted'to- engége in outside work or té hold other jobs, sﬁbjec’f to certain
restrictions as ouilined below: ' :

Activities and conduct away from the job must not compete with, conflict with or
compromise the townships interests or adversely affect job performance and the ability to
fulfill all job responsibilities. Employees are prohibited from performing any services for
citizens or vendors on nonworking time that are normally performed by Van Buren Charter
Township. This prohibition also extends to the unauthorized use of any township tools or
equipnient and the unauthorized use or application of any confidential information.

Employees are cautioned to carefully consider the demands that additional work activity
will create before accepting outside employment. Outside employment will not be
considered an excuse for poor job performance, absenteeism, tardiness, léaving early, or

~ refusal to work overtime. If Van Buren Charter Township determines that an employees’

outside work interferes with performance, the employee may be asked to terminate the
outside employment.

Employees who have accepted outside employment may' not use paid sick leave to work
on the outside job. Fraudulent use of such will result in disciplinary action up to and

including termination.

See form under Appendix D.
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7.13 Conflicts of Interest

Employees must avoid any relationship or activity that might impair, or even appear to impair,
their ability to make objective and fair decisions when performing their jobs. At times, an
employee may be faced with situations in which business actions taken on behalf of Van Buren
Charter Township may conflict with the employees” own personal interests. Township property,
information or business opportunities may not be used for personal gain. ‘

“1 ot the Welfare of the people be the supreme law”

Employees with a conflict-of-interest question should seek advice from managemerit. Before
engaging in any activity, transaction or relationship that might give rise to a conflict of interest,
employees must seek review from their director or the Township Supervisor, Clerk or Treasurer.

The intent of the “Standards of Conduct” shall be to: ensure township employees and officials
maintain high ethical standards, maintain the public’s confidence that the public interest will not
be compromised through pursuing private interests, and assist officials and employees in making
day to day decisions that might inadvertently complicate public and private interests,

7.14 Standards of Conduct

e An employee shall not divulge to any unauthorized person confidential information
acquired in the course of employment in advance of the time prescribed for its authorized

release to the public. ‘

‘e An employee shall not represent his/her personal opinion as that of the township.

e An employee shall use personnel resources, property and funds under his/her official care
and control solely in accordance with prescribed constitutional, statutory and regulatory

procedures and not for personal gain or benefit.

e An employee shall not, directly or indirectly solicit or accept any gift or loan of money,
goods, services, or other thing of value for the benefit of any person or organization other
than the township that tends to influence the manner in which the public officer or

employee or any other public officer or employee performs his/her official duties.

e Anemployee shall not engage in a business transaction in which they may profit from their
position or authority or benefit financially from confidential information obtained or may

obtain by reason of such position or authority.
¢ An employee shall not engage in or accept employment or render services for any private

or public interest when that employment or services for any private or public interest when
that employment of service is incompatible or in conflict with the discharge of his/her
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official duties or when that employment may tend to impair his/her independence of
judgement or action in the performance of his/her official duties.

o An employee shall not participate in the negotiation or execution of contracts, making of
Joans, granting of subsidies, fixing of rates, issuance of permits or certificates or other
regulation or supervision relating to any business entity in which he/she has directly or

indirectly a financial or personal interest.

7.15 Employee Personnel Files

Employee files are maintained by the Township Supervisor or designated representative and are.
considered confidential. The Township Supervisor, Clerk; Treasurer and/or directors may only
have access to personnel file information on a need-to-know basis. '

The Township Supervisor, Clerk, Treasurer and/or director considering the hire of a former
employee or fransfer of a current employee may be granied access to the file, or limited parts of it,
in accordance with antidiscrimination laws. .

Personnel file access by current employees and former employees upon request will generally be
permitted within three days of the request wnless otherwise required under state law. Personnel
files are to be reviewed with the Township Supervisor or designated representative. Personnel files

" may not be taken outside the department.

‘Representatives of government or law enforcement agencies, in the course of their duties, may be

allowed access to file information upon a signed release of information by the employee or
separated employee being received by Township Supervisor or designated representative.

7.16 Employee Elected to Public Office

Until such time as an employee is elected to public office, he/she may remain in his/her
employment with the township while seeking public office, unless said employee chooses to
request a leave of absence. Employees seeking public office are advised to take due care so that
their actions while on the job may not construed as being politically motivated nor such as to create
a conflict of interest. Act 169 15403 sec 3.(1)c Employee of political subdivision of state;

permissible political activities;. resignation; leave of absence of Public Activities by Public

Employees states if the employee becomes a candidate for elective office within the township in
which he is employed, unless contrary to a Collective Bargaining Agresment the township may
require the employes to request and take a leave of absence without pay or resign when he complies
with candidacy filing requirements, or 60 days before an election relating to that position,
whichever date is closer to the election.
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Employees are expected to utilize accrued paid time off to attend political function which occur
during regular business hours. However, campaigning for public office during regular township
business hours (unless on a leave of absence), or while on township business, is strictly prohibited
according to Act 169 of 1976 section 15.404 Active engagement in permissible activities; certain

hours prohibited Political Activities Public Employees.

7.17 Personal Use of Township Property

In some instances, employees may be allowed to borrow certain Van Buren Charter Township
tools or equipment for their own personal use while on our premises. In no instance may this be
done off our premises, or without prior management approval. You understand and agree that Van

- Buren .Charter Township is not liable for personal injury incurred during the use of township

property for personal projects. As a Van Buren Charter Towrship employee, you aceept full
responsibility for any and all liabilities for injuries or losses which occur, or for the malfunction
of equipment. You are responsible for returning the equipment or tools in good condition, and you
agree that you are required to pay for any damages that occur while using the equipment or tools

for personal projects.

7.18 Use of Township Vehicle

If you are authorized to operate a Van Buren Charter Township vehicle in the co;xrse of your
assigned work or if you operate your own vehicle in performing your job, you must have a valid
license and you must adhere to the following rules: ‘ '

e You are responsible for following atl the manufacturer’s recommended maintenance
schedules to maintain valid warrantics, and for following the manufacturer's

recommended oil change schedule.

e Van Buren Charter Township provides insurance on townéhip vehicles, however, you
will be considered completely responsible for fines, moving or parking violations

incurred.
e You must keep the vehicle clean at all times.

e Persons not authorized or employed by Van Buren Charter Township ;:annot operate
or ride in a township vehicle.

e Prior to operation of any township vehicle, your director will train you on the
appropriate steps to take if you are involved in an accident—filling out the accident
report, getting names of witnesses and so on.

Afier each incident, regardless of who is at fault, the township will require a drug test immediately
and obtain the driver’s motor vehicle record (MVR) within three business days.
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7.19 Accident Point System

The Township uses the number of accidents to screen employees ‘driving records plus point
classification:
» 1 accident and 3 pts: Employee will receive a letter of reprimand.
¢ 2 accidents and 3 plus pts: Employee will receive a letter of reptimand and be suspended
without pay for one day and must successfully complete a driver improvement course.
e 3 or more accidents and 3 plus pts: BEmployee will either be reassigned to a non-driving
position if available, or if a non-driving position is not available and incidents show severe

negligence, the employee may be terminated.

Al CDL Lic‘g‘msédiempk}yees are géwefnc:d by Michigan DOT Iiﬁgulat{ens.

7.20 Summary of Guidelines and Consequences

Directors are responsible for ensuring that employees under their direction comply with all
elements of this policy.

The township will verify, in writing, that employees have valid drivers’ licenses and are qualified
to operate township vehicles before they begin driving on township business by way of the
subscription for the State of Michigan. : , ‘

Eﬁployees who drive on township business must follow all parts of this policy. They must do a
walk around inspection of any vehicle before driving it and they must not use a township vehicle
for personal business unless it is approved, in writing by the Township Supervisor, Clerk and

Treasurer.

When operating township vehicles, employees should remember that their driving habits reflect

" .on all township employees. Township vehicles must be used legally, courteously and safely.

Employees must use and require seat belts to be worn by their passengers.

Smoking is not permitted in township vehicles.

Employees ate responsible for the care of vehicles assigned to them and may be held liable for

improper care and abuse of the vehicle.

Misconduct could lead to withdrawal of driving privileges and/or disciplinary actions, up to and
including dismissal. -

Note: Please see the Driver's License and Driving Record Policy in the “Employment” section of
this Manual for further information.
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7.21 Violence in the Wbrkplace Policy

Van Buren Charter Townéhip has adopted a policy prohibiting workplace violence. Consistent
with this policy, acts or threats of physical violence, including intimidation, harassment, and/or
coercion, which involve or affect Van Buren Charter Township or which occur on Van Buren

Charter Township’s property will not be tolerated.

Acts or threats of violence include conduct which is sufficiently severe, offensive, or intimidating
1o alter the employment conditions at Van Buren Charter Township, or to create a hostile, abusive

or intimidating work environment for one or several employees. Examples of workplace violence
include, but are not limited to, the following: '

" o Allthieats or acts of violence dcoutring on Van Buren Charter Township’s premises,
‘ 2

regardless of the relationship between Van Buren Charter Township and the parties
involved. .

All threats or acts of violence occurring off Van Buren Charter Township’s promises
involving someone who is acting in the capacity of a representative of Van Buren

Charter Township

Specific examples of conduct, which may be considered threats or acts of violence, include, but

are not limited to, the following:
« Hitting or shoving an individual.
Threatening an individual or his/her family, friends, associates, or property with harm.

Intentional destruction or threatening to destruct Van Buren Charter Township’s
property. '

e Miaking harassing or threafening phone calls.
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- 7.22 Anti-Retaliation Policy

Van Buren Charter Township stricﬂy prohibits any form of retaliation against an employee who
in good faith makes a complamt raises a concern, provides information or otherwise assists in an
investigation or participate in a proceeding regarding any conduct that he or she reasonably
believes to be in violation of the Townships Policies and Procedures or violation of state or federal

law.
This policy is designed to ensure that all employees feel comfortable speaking up when they see

or suspect illegal or unethical conduct without fear of retaliation. It is also intended to encourage
all employees to cooperate with the Township in the internal investigation of any matter by

providing honest truthful and complete mformatlon Wlthout fear of retahatlon

No cmployee will be discharged, demoted, suspended threatened, harassed intimidated, coerced,
or retaliated against in any other manner as a result of his or her making a good faith complaint,
that a Township policy or procedure has been violated.

Van Buren Charter Township prohibits employees from being retaliated against even if their
complaints are proven unfounded by an investi gatlon, unless the employee knowingly made a false
allegat:on provided false or misleading information in the course of an mvesngatlon, or otherwise
acted in bad faith. Employees have an obligation to participate in good falth in any internal

mvestlgatlon of retaliation.

The Township takes all complaints of retaliation very seriously. All such complaints will be

- reviewed promptly and, where appropriate, investigated. Any employee who violates thlS policy

is subject to disciplinary act;on, up to and including termination of employment.

If you believe you have been retaliated agamst or that any other violation of 'ChlS policy has
occurred, or if you have questions concerning this policy, you should immediately notify the
Township Supervisor or designated representative.
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7.23 DRESS CODE

Proper grooming and attire have a positive impact on the workplace. Dress and grooming of
employees shall be clean, neat, and in a manner appropriate to their assignment in accordance with

the following standards:

Personnel are expected to dress in a manner that projects a professional image.

Style of clothing for males and females should always reflect a professional atmosphere

~and should not be a distraction to other employees.

Employees’ hair should be neatly combed, clean and appropriately styled. It should not
be a distraction to other employees. o - o :

Employees shall not wear visible body piercing jewelry except earrings in the ear.
Management has established a casual Friday. Jeans are worn only on casual Fridays when
the dress code is relaxed. Jeans must be clean and free of rips, tears and excessive fraying.
However, employees should take into consideration their work activities for that day which
includes client meetings both in and out of the office when deciding to participate.
Certain staff members may be required to meet special dress such as wearing uniforms or

protective clothing, depending on the nature of their job. Uniforms and protective clothing
may be required by certain positions and will be provided to the employee by the Township.

In all cases,lclothing should be clean, wrinkle free, and not tight or revealing.

The townships administration preferred attire is business professional and is always
required when officially representing the township at meetings or other functions.

The township recognizes the impostance of individually held religious beliefs to persons

* within its workforce. The township will reasenably accommnodate a staff member’s

religious beliefs in terms of workplace attire unless the accommodation creates an undue
hardship. Accommodation of religious beliefs in ferms of attire imay be difficult in light of
safety issues. Those requesting a workplace attire accommodations based on religious
beliefs should refer to the Township Supervisor or designated represenitative.

If an employee comes to work in inappropriate dress the director is required to send them
home to change into conforming attire and return to work.
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. ™ Appropriate Inappropriate

Slacks Slacks
e Dress Pants ¢ Sweatpants and exercise wear
o Khakis or corduroys o Shorts, low-rise or hip-hugger pants or
o Jeans (must be clean and free or rips, jeans '

tears and fraying; may mnot be
excessively tight or revealing)

Skorts, capris Shirts :
¢ Business Suits and Dresses . ;Shirt)s with writing (other than township
: 0g0
{ Shirts- - - : . o T-shirts or sweatshirts
e Polo collat knit or golf shirts ¢ Beachwear o
e Oxford shirts ¢ Exercise wear
o Township logo wear s Crop tops, clothing showing midriffs,
s Short/Long-sleeve/slecveless spaghetti straps
bioises or shirts )
s Turtlenecks
¢ Blazers or sport coats

e Jackets or sweaters

@ | 7.24 Hygiene

An employee causes concern when he/she has poor hygiene/body odor or uses too much
perfume/cologne which is offensive to those around them. The director should discuss the problem
with the employee in private and should point out the specific areas to be corrected. If the problem
persist, the director should follow the normal corrective action process as outlined in the specific
Collective Bargaining Agreement or Salary Benefits Manual.
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7.25 Knowledge of Rules

The township is committed to having in place rules that are reasonable and necessary so that the
public may be served courteously, reliably and effectively. All rules contained in this manual are
considered necessary for you to professionally render a quality level of service to the community.

The rules and regulations as set forth herein must be adhered to. All employees are advised to
regularly review the manual for continued familiarity with its contents. Revisions and/or additions
may be made when necessary in accordance with current contractual procedures. All employees
will be provided with written copies of such changes for insertions in their manuals.

" Each department director is ené'oufaged to keep a copy of this manual imimediately available to

every employee under his supervision.

An employee may be required to submit his/her manual for inspection as to completeness and
employees are to contact the Township Supervisor or designated representative should any pages
of the manual become torn, lost or defaced. All employees will be held responsible for keeping
their manuals updated and in good condition. :

All employees are advised that nothing in this manual should be construed in such a manner as to
be inconsistent with the Personal Services Agreements and Collective Bargaining Agreements
currently ih effect. Rather, the purpose of this manual is to serve-as a general outline of policies to
be followed by employees of the township as it pertains to the provision of quality public service.
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Appendix A
Charter Township of Van Buren

Violence in the Workplace Policy
STATEMENT OF PURPOSE:

The Charter Township of Van Buren recognizes the need to provide for the safety and security of

all employees and visitors. In doing so, Van Buren Township is complying with Section 5 (a), the

Federal Occupationial Safety and Health Act of 1970 (OSHA). Therefore, Van Buren Townsmp :

will not tolerate threats, threatening behavior, or acts of violence against employees, visitors,
guests, or other individuals by anyone on Van Buren Township's property. This includes physical
attacks, verbal or physxcal threats, destruction of property, sexual harassment, mtmnﬁatlon, or

abusive langnage.

DEFINITIONS: -

4

Workplace Violence includes but is not limited to harassment, threats, physical attack or
property damage. -

Threat is the expression of an intent to cause physical or mental harm, An expression
constitutes a threat without regard as to whether the party communicating the treat has the
present ability to carry it out and without regard as fo whether the expression is contingent,
conditional or future. '

Physical Attack is umwanted or - hostile physical contact such as hlttmg, fighting, pushing,
shoving, biting, spitting, and throwing objects.

Property Damage is intentional damage to property which includes property owned by the
Township, employees, visitors or vendors, ‘ _

PREVENTION

The Charter Township of Van Buren, supports the prevention of workplace violence. Prevention
efforts include, but are not limited to, informing employees of this policy, instructing employees
regarding the dangers of workplace violence, communicating the sanctions imposed for violating
this policy and providing a reporting procedure to report incidents of violence without fear of

reprisal.
PROHIBITED ACTIONS AND SANCTIONS:

It is a violation of this policy to engage in any act of violence, except for law enforcement.
personnel as authorized by law and within the confines of the Law Enforcement agency policies.
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No employee or third party, excluding law enforcement personnel, is permitted to bring weapons
or firearms into the workplace, er onto Van Buren Township's property, or within Van Buren

Township vehicles,

Any persen who, in the opinion of the immediate supervisor, poses a threat to himself or others
shall be removed from the premises and shall remain off the Charter Township of Van Buren's
premises pending the outcome of an investigation. Such removal of any employee will be
immediately reviewed by the Van Buren 'I‘ownshlp's Crisis Management Team identified in this

_ poticy.

The Charter Township of Vén Buren will initiate an appropriate response which may include,
but is not limited fo, reassignment of job duties, suspension or termination of employment,
suspension and/or fermination of any business relationship, and/or criminal prosecution of the

" person or persons involved.

EMPLOYEE RESPONSIBILITY

Employees will be given a copy of this policy along with an explanation of how it is to be -

implemented, such as how to repert incidents of violence, what to do if the employee is
threatened and/or if an incident of violence actually takes place. This policy will be reviewed with

new employees during orientation.

In the workplace, an employee witnessing violence directed against another or him/herself shall
call a supervisor or 911, depending on the sitnation. The employee should also observe the
situation and attempt fo get information such as the name and description of the perpetrator,
but oply if it can be done without endangering the employee or others,

Any employee having knowledge of workplace violence involving any other employee (as victim
or perpetrator) must report such act to a supervisor immediately. Disciplinary action may result
if; the employee having knowledge of a suspected violent act fails to report the episode.

All employees who apply for or obtain a protective or restraining order which lists the Charter
Township of Van Buren's property or the Charter Township of Van Buren's facilities as being
protected areas must provide this information to the Director of his/her I)epartment. 'I‘he Director
must report this information to the Director of Public Safety.

The Charter Township of Van Buren and its employees shall cooperate fully with police and other
law enforcement officials in the investigation and prosecution of violent acts. :

The Charter Township of Van Buren understands the sepsitivity and confideniiality of the
informatien requested, and recognizes and will respect the privacy of the reporting employee(s)
to the extent authorized by law.

All employees should openly communicate with each other to be aware of any unusnal acﬁvity'
that may identify the potential for or actual occurrence of workplace violence,

Recommendations for improved safety often come from suggestions from employees. These
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suggestions are encouraged and may be channeled through supervisors or the Township
Supervisor or designated representative,

IMPLEMENTATION:
Managing a Potentially Violent Situation:

Employees are expected to assist the general public and fellow employees in a courteons manner,
but not subject themselves to abusive conduct if confronted by:

L. A distraught, harassing or abusively angry person.

* 4. If person becomes angry or abusive, the employee should courteously attempt to caim
the person down. If that does not work, the employee shall ask a supervisor to intervene.

2. A person tﬁreatening bodily harm.
Tf an employee feels that he/she or another person is threatened, and in danger of imminent
bodily harm:
a. The employee should attempt to leave the scene, if it can be done safely.
b. . Xf the supervisor is not aware of the situétion, the employee must notify the supervisor as -
soon as it can be done safely. ' ) : '

c. If the situation warrants, the appmpﬁate Law Enforcement agency must be notified.
REPORTING INCIDENTS-INTERNAL AND EXTERNAL

Fach incident of violent behavior, whether committed by another employee or an external
individual, must be reported o a Department Director. The Department Director will assess and
investigate the incident and determine the appropriate action to be taken. The Township Clerk
must be informed of all reported incidents of workplace violence.

In critical incidents, in which serious threat or injury occurs, emergency responders such as Public
Safety (Police/Fire) and/or Ambulance personnel must be notified immediately. As necessitated by
the seriousness of the incident, the Township Clerk may assemble a Crisis Management Team to
establish the protocol to be followed in the aftermath of a violent incident, :
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o CRISIS MANAGEMENT TEAM

The Crisis Management Team may consist of the Township Supervisor, Township Clerk, Public
Safety Director, Township Attorney, and others as deemed necessary. The Crisis Management
Team is responsible for the following:

Evaluating potenﬁal violence problems

Assessing an employee's fitmess for duty (through medical and/or mental health
professionals)

Seleclmg mterventmn techmqu&s
Establlshmg a p!an for the protect;on of co-workers and other potentxal targets

Coordinating with the victims, families, other employees, media, and law enforeement‘
personnel

Referring victims for appropriate éssistance, including counseling.

Where the Crisis Management Team cannot be promptly convened as required, the Township
Supervisor, and/or Township Clerk and/or Public Safety Director may act for the commlttee
Their actions will be reported to the full committee as soon as practical. :

{:} CONCLUSION:

This policy is established for the benefit of all employees and visitors to ensure a safe workplace.
Any questions regarding this policy or violence in the workplace should be directed to the

Township Clerk.
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REPORT FOR THREATS OR INCIDENTS OF VIQLENCE,

Name of Victim:

Narne of Perpetrator:

If Name not known, what was business with the Township?

. Date of Incident: Time;

Where Incident Ocourred (Place):

‘What happened immediately prior to incident?

Specific Language of Threat:

Specific Act of Violence (can inchude property damage):

Names of Others Directly Involved-Witnesses:

" Name of Supervisor Involved:

O

‘What led up o Incident?

How Incident Ended:

Specific Actions Taken after Incident:

Suggestions for Prevention of Violence in Future:

Signed: ___Date:
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Appendix B
Van Baren Charter Township
~ Ethics Policy

Resolution 2003-45

The following Resolution was offered by Trustee Hart and seconded by Clerk Payne.

Purpose.
Public office and employment are pablic trusts. Trust comes from requiring and maintaining

integrity of the highest standard on the part of elected and appointed officials and employees,
whenever conduct undermines that integrity and frust, either actual or perceived, confidence
is Jeopardlzed Any attempt to realize personal gain through public office or public
employment is a violation of that trust. The purpose of this policy is to set standards of

. ethical conduct that are clearly established and uniformly applied and to provide for penalties

where appropriate. This policy is intended to be preventive in nature rather than punitive, It
should not be construed to interfere or abrogate in any way the provisions of any federal law,
Michigan statue, Township ordinance, or any rights and/or remedies provided for under a
collective bargaining agreement. .

R&sgons:hihtm, of Public Office.
Township officials and employees are bound to uphold the Constitution of the United States

and the Constitution of the State of Michigan and to carry out impartially and comply with
the laws of the nation, state and the Charter Township of Van Buren. Township officials and
employees must not exceed their authority or breach the law or ask others to do so.
Township officials and employees are bound to observe in their official acts the highest
standards of morality and to discharge the duties of their offices faithfully, regardless of
personal consideration, recognizing that their conduct in both their official and. private affairs

should be above reproach.

All Township officials and employees shall safeguard public confidence by hemg honest, fair and
respectful of all persons and property with whom they have contact, by maintaining non-
partisanship in all official acts, and by avoiding conduct which may tend to undermine
respect for Township officials and employees and for the Township as an institution.

Policy.
It shall be the policy of the Townshlp that all public officials and employees must avoid both

conflicts and the appearance of conflicts between their private interests and those of the -
general public whom they serve, To nurture and promote the faith of the public in jits
government, it is necessary to establish rules for separating their roles as private citizens
from their roles as pubhc servants. Where government is based upon the consent of the
governed, every citizen is entitled to have complete confidence in the integrity of his or her
government. Every official, employee or advisor of the government must help to earn and
must honor that trust by his or her own integrity and conduct in all official duties and actions.
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Wherever used herein, the following terms shall have the following meanings:

Agreement- an understanding between two or more persons or entities; a contract.

Appointed — selected and installed in an office or position.

Benefit — advantage; any improvement in position, finances, power, or influence.

Business- commercial, residential or industrial enterprise, establishment, store, etc; work
employment or professmn of an mdmdual or group, commerce.

Candldate — someone who seeks or has been proposed for an offi ice, posmon or award

Compensation -— any money, thing of value, or other compensatory or pecuniary benefit
received or to be received in refurn for or as reimbursement for serves rendered or to be

rendered.

Conflict of interest — cither a personal interest or a duty or loyalty to a third party that
competes with or is adverse to a Township official's or employee's duty to the publlc interest
in the exercise of official duties or official actions.

Contract ag'réement of mutual understandings supported by present or future consideration.

Decision making — exercising public power to adopt laws, regulations or standards, render
guasi-judicial decisions, establisk executive pohcy, or determme questions invelving

substantial discretion. -

Gift — anything of value given without consideration or expectation of return,

Official — any person holding an elected office of the Township or any appointed, non-
employee member of any Township board or commission, including consultants who give
professional advice or services regarding matters of his or her special knowledge or training.

Official duties or Official action — a decision, recommendation, approval, disapproval or
other action or failure to act which involves the use of discretionary authority.

Person — any individual, entity, corporation, partnership, firm, association, union, trust,
estate, and any parent or subsidiary of any of the foregoing, whether or not operated for

profit.

Potential conflict of interest — a situation where the interests of the Township and the
interests of someone else will, may or might conflict in the ordinary course of events.

Relative — a person whe is related to an official or employee as spouse or as any of the
following, whether by blood or by adoption: parent, child, brother or sister, aunt or uncle,
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niece or nephew, grandparent, grandchild, father-in-law, mother-in-law, son-in-law,
daughter-in-law, stepfather or stepmother, stepson or stepdaughter, stepbrother or stepsister,
half-brother or half-sister or members of the official or employee's household.

Rules,

Township — Van Buren Charter Township.

Township employee — an employee of Van Buren Charter Township.

1. Gift, compensation or economic interest. No official or employee of the Township shal

4.

solicit, accept, or receive, directly or indirectly, any gift, compensation, or anything
-of economiic value, whether in the form of money, service, loan, travel, entertainment,

hospitality or any other form, or a promise of any of these things for an agreement that the
vote or the official action or decision of an official employee, or candidate for elected office

in the Township would be influenced thereby.

Preferential treatment, No official or emiployee of the Township shall use or attempt
to use his or her position to secure, request or grant any privileges, exceptions,
advances, contracts, or preferential treatment for himself or herself or any other
person. All officials and employees of the Township shall treat all citizens of the
Township with courtesy, impartiality, fairness, and equality under the law.

‘Use of information. No official or employee of the Township who acquires

information in the course of his or her official duties, which information by law or
policy is not available at the time to the general public, shall use such information to
further the private economic interest of himself or herself or any other person.

Use of Township property. No official or employee of the Township shall, directly or
indirectly, use or permit any other person to use Township property of any kind for
his or her private economic interest or that of any other person. Township officials
and employees shall strive to protect and conserve all Township property including
equipment and supplies entrusted or issued to them. This rule does not preclude the
use of publicly owned property that is made available by gemeral practice éo the

public at large.

Political activify. No official or employee of the Township shall use any Township time
or property for his or her political benefit or for the political benefit of any other person
seeking elective office, provided that the foregoing shall not prohibit the use of
property or facilitics available to the general public on an equal basis, No political activity
shall interfere with the performance of the duties of any Township official or employee.

6. Doing business with the Township. No official, employee, or his or her relative shall engage
in any business with the Township, directly or indirectly, without filing a complete.
written disclosure statement for each business activity the official, employce, or
relative has an interest in. Such disclosure shall be made on an annual basis and prior to
any decision on a business activity not previously disclosed in an annual disclosure. No
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public official or employee or his or her relative shall engage in any business transaction
where the official or employee or relative may benefit financially from confidential
information that the official or employee obtained or could have obtained by reason of

that position or authority.

7. Nepotlsm The spouse of any elected Township official or any appointed official shall
be disqualified from holding any appointed office. The immediate family members
of any elected Township official or appointed official and the spouses of any such
family members shall be disqualified from holding full-time or permanent part-time
employment with the Township during the term served by said elected official or
durmg the tenureof the appoeinted official. This section shall in no way disqualify such

relatives or their spouses whe are bena fide appointed officers or employees of the
Township at the time of the election of said elected official or appointment of said

appointed official.

8. Contractswith the Township. No official or employee of the Township shall take any official
action on any contract with the Township or any other matter in which he or she has

a financial interest.

9. Serving on an elected municipal governing board. No official or employeé of the
Township shall serve on an elected mumicipal government board when such service is

incomsistent with State law.

10. Dual representation. No public official or employee of the Township shall attempt to
use his or her official position to secitre special privileges or exemptions for himself

or herself or for others.

11. No official or employee of Van Buren Charter Township shall represent his or her
personal opinion as that of the Township.

12. Full disclosure. The following disclosure requirements are established to avoid both
actual and perceived conflicts between the private interests and the public interests of

public officials and employees. . .

“a. Self-interest. No public official or employee, either on his or her behalf or on
behalf of any other person, shall have an interest in any business transaction
with any public bedy of the Township unless the person shall first make
public disclosure of the nature of such interest,

b. Disclosure and disqualification. Whenever the performance of official duties
shall require a public official or employee to deliberate and vote on any matter
involving his or her financial or personal interest, that person shall publicly
disclose the nature and extent of such interest and is disqualified from
participating in the deliberations and voting on the matter unless State law

- specifies otherwise.
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c. Dual employment. No public official or employee shall engage in
employment with or render services for any person or entity that has business
transactions with any public body of the Township without first making full
‘public disclosure of the nature and the extent of the employment or service.
Disclosiires must be made before the time to perform his or her duties, If the
official is 2 member of a decision-making or advising body, he or she must make
disclosure to other members of the body on the official record. An appointed
official or employee must make disclosure to the Township Supervisor. An

- elected official must make disclosure to the general public. However, this section
shall not prohibit a part time elected official or appointed official from
engaging in private employment or business on his or her own time as a private

. citizen, and where Township business is not invelved. The Township
Superwsor must make such a disclosure to the Township Board of Trustees.

13. Reporting procedure for elected or appointed Townslnp officials but not Township
employees. Conduet that may violate this Policy should be reported to the Township
Supervisor. The report must be in writing and signed. The Supervisor will decide
who will investigate the report. The Township Board of Trustees will make the final

" decision on whether the policy has been violated.

14. Reporting procedure for Township employees, other than appoiuted employees.
Conduct that may violate this Policy should be reported to the Township Supervisor.
The report must be in writing and signed. The Supervisor will investigate the report

and if necessary carry out the appropriate discipline.

15. Rules of conduet for employees that have outside business relationships are
considered in appendix (A) to this Policy and as approved by the Township Board.

16. Full disclosure as described in section 12 including notice of all outside employment
prior to accepting such employment, shall be made by the employee on prescribed
forms and given to the Township Supervisor (See appendix B).

Penalty.

All officials and employees are expected to follow this policy as a condition of
employment or service to the community. Failure to do so by any employee will result in
disciplinary action up to and including dlscharge. Failure to do so by any elected or
appointed official will result in an evaluation by the Township Board of Trustees, and
could result in the removal of the official if the Board decides it is appropriate, unless
state law specifies otherwise. This section does not eliminate the possibility of criminal or
civil charges being filed if the circumstances warrant such action. ' ’

The appropriate action to be taken in any individual case shall be at the discretion of the
controlling authority and may include but is not limited to any of the following:
a. Referral of the matter to a hlgher authority.
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b. Pursuaing further investigation.
¢. Taking appropriate disciplinary action including discharge.
d. Deeming no action to be required.

e. Pursning such other action which is reasonable, just and appropriate under the
circumstances. !

This Resolution shall take immediate effect.

YEAS: King, Payne, Budd, Hart, Herman, Jahr and Rochowiak.

NAYS: None.

ABSENT: None.

I, Joannie D. Payne, CMC, Clerk of the Charter Township of Van Bufen do hereby
certify that the foregoing is a true and accurate resolution duly adopted by the Board of
Trustees at their regular meeting held December 16, 2003 in the Board Room, Township

Hall, 46425 Tyler Road, Van Buren Twp., Michigan.

P F
Joannie D. Payne,
Township Clerk
%oaﬁnie D. Payne, CIVIC Township Clerk
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Appendix C

Van Buren Charter Township
Raules of Conduct for Employees that
have Outside Business Relations

Purpose.

Given the sensifive nature of Township work and the complications that can result from
outside work or business interests, these rules shall pertain to all employees who have
outside employment or who have outside relationships with business pariners or any
personal business relations that could cause a conflict with their Township work. These
rules will be reviewed and are subject to the approval of the Township Board. Once
approved, they shall be enforced by the Township Supervisor. A violation of the rules shall

be cause for discipline or dismissal.

1. Employees are rgquiréd to refrain from outside work or business arrangements
that could cause a conflict with their Township work. If an arrangement occurs
that could cause a conflict, the employee is required to follow these rules of
conduet fo avoid any conflict of interest. If such relationships interfere with the
employee's ability to effectively perform his or her duties, the employee will be
required by the Township Supervisor to sever his or her outside business

relationship or give up his or her Township job.

2. An employee shall disclose to the Township Supervisor on or before taking work or
entering into an outside business relationship, all work or business relationships in
which he or she is a partner for profit or in which he or she is paid for services in

any form or manner. (See appendix B).

3. There shall bé no meeting, casual conversations, or business of any kind
conducted during Township business hours, in or out of the office, with any
business partner or other individual that pays an employee for any services

_ whatsoever unless such is first approved by the Township Supervisor.

4. There s_hail be no Township inspections done or approvals, perniits, or licenses
issued by an employee to individuals or businesses in which the employee has any
business relationship, is a partner for profit, or is paid for services in any form or

manner whatsoever..

5. A business in which an employee is a partner for profit or is paid for any service
shall not perform services for Van Buren Charter Township unless the business
relationship is disclosed to the Township Supervisor, Approval of the proposed
business dealing shall be determined by either the Supervisor, the majority of full-
time elected officials or the Township Board based upon the thresholds outlined in
the Township Purchasing Policy, with said approval being granted at least seven
(7) days prior to any contract, transaction, or service being performed. For
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example, if the proposed business dealing was not previously approved by the
Township Board, i.e. at the time of budget adoption, and has a value up to
$3,499,99, said approval can be granted by two of the three full-time elected
officials provided neither of the two granting approval is a partner for profit to the
business dealing. At any time, the Township Supervisor, may at his/her
discretion, forward any such proposed business dealing to the Board of Trustees

for their consideration.
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Appendix D

Van Buren Charter Township
Request for Supplementary Employment and/or
Disclosure of Business Interest of Employee or Family Member

Employer or business relationship - Address
City State Zip Code Phone
Current Van Buren Charter JTownship job Depariment

What family interest is involved?

What employer or business interest is involved?

I certify that this employment or business relationship will in no way conflict or interfere with

my Township employment. I further certify that I read, understand, and agree to the

following conditions: This employment or business relationship must in no way conflict with
the Township rules concerning supplementary employment or business relationship or
cause a conflict with work hours required for Township employment. ,

1. 'This employment or business relationship will not interfere with the quality of my
Township work or the satisfactory and impartial performance of my Township
duties. ' :

2. T must secure written approval from my Departmental supervisor and the Township
Supervisor before engaging in or changing currently approved supplementary
employment. , :

3. Iam prohibited from working, whether for compensation or otherwise, for any
business or organization that does business with or provides services to the Township

without first giving at least seven (7) days’ notice to and receiving approval from the
Supervisor, the majority of full-time elected officials or the Township Board as
provided for in section #5 of Appendix A to the Ethics Policy.

Employee Signature Date

PRINT - Employee Nare

Signatare of immediate supervisor Recommendation Date
Signature of Township Supervisor  ApprovedDisapyroved Date

Commients:
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Appendix E
Charter Township of Van Buren
Electronic Mail Retention

January 18th, 2008 .

POLICY

In order for government to function administratively, undergo periodic audits,
provide for its legal requirements and document its heritage, it must manage its records
properly. Therefore, the Charter Township of Van Buren (the “Township”) requires its
employees to retain and destroy e-mail messages that are sent and received in the course of
conducting official business in accordance with an approved records Retention and Disposal

Schedule.
PROCEDURES

Definitions:

. Electronic mail (e-mail): A means of exchanging messages and documents using
telecommunications equipment and computers. A complete e-mail message not only includes
the contents of the communication, but also the transactional information (dates and times
that messages were sent, received, opened, deleted, etc.; as well as aliases and names of
members of groups), and any attachments. Transactional information can be found and
printed or saved from the e-mail system. .

. Records Retention and Disposal Schedules: Listings of records or records series that
are maintained by government agencies in the course of conducting their official business
that identify how long the records must be kept, when they may be destroyed and when
certain records can be sent to the Archives of Michigan for permanent preservation. In
accordance with Michigan law, records cannot be destroyed umless their disposal is
authorized by an approved Retention and Disposal Schedule. Retention and 'Disposal
Schedules are developed by the Department of History, Arts and Libraries, Records
Management Services, through consultation with an agency about its records. These
schedules are then approved by the Michigan Historical Center and the State Administrative

Board.

. Michigan Township Record Retention General Schedule #10:
Van Buren Township follows this State of Michigan approved schedule identifying
when certain public records may be disposed of or destroyed. This document can be viewed

via the Internet at the below address:
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httn:/fwww. nichisantow rnships.ore/records.asp

Public Records: Recorded information that is prepared, owned, used, in the
possession of, or retained by the Township in the performance of an official function. E-mail
messages may be Public Records if they are created or received as part of performmg a
Public employee’s official duties.

General Sehedule 1 - Non Records: The approved schedule identifying non
record materigls and when they may be disposed of or destroyed, a copy of which is attached.

Non Records: Recorded information in the possession of the Townshlp that is
not needed to document the performance of an official functmn. :

Trans:tory records: Recorded information related to Township activities that
have temporary value and do not need to. be retained once their intended purpose has been
fulfilied. The recommended retention period for this information is thirty (30) days.

Personal Records: Recorded information that documents non-government
business or activities. See the Township’s Computer Policy and Usage Guide for further

information and requirements.
Elected Official and Employee Responsibilities: -

«  Senders and recipients of e-mail messages shall evaluate each message to determine
if they need to keep it as documentation of their role in an official function or process. (see
attached “E-Mail Retention Criteria Checklist™)

. Senders are generally considered to be the person of record for an e-mail message.
However, if recipients of the message take action as a result of the message, they should also

retain it as a record.

. Recognize that Township business conducted on home computers or other personal
e-mail devices are subjeet to this policy.

e It is recommended that only the final message in 2 communication string that

documents the contents of all previous communications be retained. This is preferable to
retaining each individual message, containing duplicate content. In the case that multiple
employees are addressed to the same message it is the recciver or receivers of the e-mail that
are addressed “To” that have the responsibility to retain that message cham Those who are
addressed as “cc:” are not required to retam the message.

J Shall evaluate the content and purpose of each e-mail message to determine which

Retention and Disposal Schedule defines the message’s approved retention period, Please .
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refer to the “Michigan Township Record Retention General Schedule #10” for the
appropriate retention period desigrated for your respective department. If you are still
unsure please contact the Township Clerk for guidance and a final determination.

. Shall retain é-mail that has not fulfilled its legally-mandated retention period by any
or all of the following:

> Retaining the message within the Township “live” E-mail system.

> Printing the message and filing it with other paper records that
document the business process.

> ‘Storing the message inan e-mall folder that resndes on the

Townshlp’s “live” E-Mail system. (Messages should NOT be stored in a Personal Folder on’

your PC or Laptopl) .

» Saving the message on a network drive in a folder that contains otiler
electronic records that document the business process.

. Shall retain transactional information (see definition of e-mail above) with the e-mail
message if there is a substantial likelihood of relevancy to a claim (with the Township’s
insurance carrier) or litigation, either pendmg, threatened or reasonably foreseeable.

. Shall organize their e-mail messages so they can be easily located and used. (Ex. by
subject, date, project number, case number, sender, etc)

’ Shall dispose of Vtransitory, non-record and personal e-mail messages from the e~-mail
system on a monthly basis if not sooner.

. Shall dispose of e-mail messages that document the official functions of the Township
in accordance with an approved Retention and Disposal Schedule. Note: Records, including
e-mail, shall not be destroyed if they have been requesied under FOIA, or if they are part of
on-going litigation even if their retention period has expired.

. Shall provide access to their e-mail to the FOIA or Depariment Director and/or
Township attorney upon request.

. Shall retain all work-related appoiniments, tasks and notes stored in the e—manl
system for 2 years. .
« . Recognizing that ¢-mail messages that are sent and received using the Township’s e-

mail system are not private, elected officials and employees are encouraged to manually
delete personal appointments (such as dental appointments, personal appointments, etc)
from the e-mail system after the event takes place. Per the Township’s Computer Usage and
Policy Guide it is understood that personal e-mail is to be kept to 2 minimum Jevel.
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. Any questions concerning these responsibilities should be directed to the appropriate

- Department Director, Township Clerk and/or the Information Technology Director.

Township Responsibilities:

. Shall ensure that its records are listed or an approved records Retention and Disposal
Schedule (Van Buren Township follows the Michigan Township Record Retention General

Schedule # 10)

. Shatl ensure that all elected officials and employees with e-mail accounts are aware

.. of and implement this-policy, and moniter compliance.

. Shall notify the “Department of Infoi'maﬁon Technology” whén the accounts of

former employees can be closed.

. Shall ensure that the e-mail messages (and other records) of former elected officials
and employees are retained in accordance with approved Retention and Disposal Schedules.

. Shall notify the FOLA Coordinator and/or the Township attorney when the Township
becomes involved in litigation or when litigation is threatened or reasonably foreseeable, or

receives a FOIA request.

. Exceptions to the procedures in this document may be granted in writing by the

Township Supervisor or Township Clerk (wheo is also the FOIA Coordinator). The
Township Clerk is the Township’s statutory “Keeper of Records”.

. Shall develop and maintain a backup schedule and process for Township servers and
off-site storage. (see attached “Van Buren Township Backup Schedule and Process”)

FOIA Coordinator Responsibilities: (VBT FOIA Coordinator is the Town#hip Clerk)

. Shall identify if the records that are requested by the public are stored in e-mail, even
if the public does not specifically request e-mail.

° Shall notify affected elected officials and employees that 2 FOIA reqaest involving e-
mail was received to prevent the destruction of relevant messages. '

. May in appropriate instances notify the “Department of Information Technology™
that a FOIA request involving e-mail was received to prevent the destruction of relevant

messages.

. Shall identify all records relevant to litigation (pending, threatened or reasonably
foreseeable) to which the Township is a party that are stored in e-mail.
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Shall notify the “Depariment of Information Technology” that e-mail related to

litigation, whether stored in active accounts or backup tapes, cannot be desfroyed until after
the case is closed,

L U U POy

E-Mail Retention Criteria Checklist

i)ogs the message i‘orm_ part of a Township transgction?
Ddes it add value to an existing fecord?

Does it show how a Township fransaction was dealt with?
Does it show how a Township decision was made?

Does it show ﬁrhen or where a Township event happened?
Does it indicate who was‘involved or what advice was given?
Isita for.mal draft of an agréement or legal document?

Do I need to keep this message to document my work?

Is it evidence? Is there a substantial likelihood of relevancy to a claim (with the -

Township’s insurance carrier), dispute, FOIA request or litigation, either pending,
threatened or reasonably foreseeable.

If the answer to any of these questions is YES then the message cannot be destroved. |
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Van Buren Township Backup Schedule and Process

The Van Buren Township 1.T. Department performs a full backup of the Township Servers
every week night. *Full Backups are performed Monday — Friday each night. Both Sexrvers
have separately labeled tapes that correspond to each weekday. **In addition, a “First
Monday of the Month” full backup is done which is then stored off-site for a one month time
period. :

) rld
(Fulb)

: Monday | Tuesday
1 (Bl ) (Full)
“Monthly:
Week | Monday | Tuesday | Wednesday { Thursday : Friday
2 (Full) (Full) (Full) (Full) (Full)

(Full)

i

Week | Monday | Tuesday } Wednesday | Thursday | Friday
3 Ful) | (@ul) | (Full) (Full) | (Fall)

P B

Week | Monday | Tuesday | Wednesday | Thursday | Friday
4 (Full) | (Full) (Fulh (Fulb) (Fall)

Monday (Full) Monthly Backup - Performed the first Monday of every month and saved off-
site until the following month when this tape is overwritten again on the first Monday of the

following month.
(This tape is stored off-site for one month.)

All other Davs receive Full Backups - -
With the specific Monday/Tuesday/Wed/Thursday/Friday tape which is then overwritten the

following week on that specific day using the corresponding weekday labeled tape.
(These tapes are stored off-site for one to four days.)

This backup process aliows the Township to restore any data back to a server going back to
the previous week for the most recent data restore capability or restoring up to the previous
month using the “First Monday of the Month” menthly tape.

* This process has been in effect since the yeai' 2000
** This process has been added this year (2007)

Note: Off-Site Storage was implemented in October of 2006,
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Appendix F

Charter Township of Van Buren
Van Buren Township, M1
Computer Pelicy and Usage Guide
Revised March 6, 2012

Vi Burer Township

Introduction

This document is designed as a guide regarding access to all Van Buren Township computer
and network resources by Township employees. This policy does not apply to Township
Elected Officials or authorize the monitoring or inspection of Elected Officials e-mails or
computer usage. Elected Officials shall not be considered to be Township Employees for the

‘purposes of this policy. One (1) copy of this document will be available in each Township

Department inclnding Township Fire Stations, Parks Building, and the Belleville Area

Museum. The Township reserves the right to modify this pelicy at any time. All
modifications will be made available throughout the Departments stated above.

Policy Statement and Purpose

The use of Van Buren Township automation systems, including computers, laptops, IPADS,
other mobile technology and equipment, portable storage media, fax machines, and all forms
of Internet/Intranet access, is for Township business and for authorized purposes only. Brief
and occasional personal use of the electronic mail system or the Internet is acceptable as long
as it is not excessive or inappropriate, occurs during personal time (lunch or other breaks),
and does not result in expense to the Township. - However, all personnel are expected to
demonstrate a sense of responsibility and not abuse this privilege.

Use is defi ned as "excessive" if it interferes with normal job functions, responsiveness, or the
ability to perform daily Job activities. Electronic communication should not be used to solicit
or sell products or services that are unrelated to the Township’s business; distract,
intimidate, or harass coworkers or third parties; or disrupt the workplace.

Use of Township computers, networks, and Internet access is a privilege granted by
management and may be revoked at any time for inappropriate conduct carried out on such

systems, including, but not limited to:
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Sending chain letters or participating in any way in the creation or transmission of

“unsolicited commercial e-mail ("spam') that is unrelated to legitimate Township

purposes;

Engaging in private or personal business activities, including excessive use of instant

messaging and chat rooms (see below);

o Misrepresenting oneself or the Township or intending to represent the Township

official view of a public issue unless anthorized to do so;

Violating the Iaws and regulations of the United States or any other nation or any

state, city, province, or other local jurisdiction in any way;

Engaging in unlawful or malicious activities or activities contrary to the Township’s

policy or business interest;

o Deliberately propagating any virus, worm, Trojan horse, trap-door program code, or
- other code or file designed to disrupt, disable, impair, or otherwise harm either the

Township's networks or systems or those of any other individual or entity; :

o Sending, receiving, or accessing pornographic, obscene or sexually explicit materials;

« Causing congestion, disruption, disablement, alteration, or impairment of Township

networks or systems; .

Maintaining, organizing, or participating in non-work-related Web logs ("blogs™),

Web journals, "chat rooms", or private/personal/instant messaging;

Failing to log off any secure, controlled-access computer or other form of electronic

data system to which you are assigned, if yon leave such computer or system

unattended;

» . Using recreational computer games excessively; o

Defeating or attempting to defeat security restrictions on Township systems and

applications;

« Violating any license governing the use of sofiware or copyrights.

Leaving mobile equipment in an unsecured fashion, making it vulnerable to theft,

damage or accessible to unauthorized individuals,

Failure to properly maintain the charge of mobile equipment for use, which causes a

disruption of the assigned duties using such equipment.

Using Township automation systems fo access, create, view, transmit, retrieve, store or

receive discrimatory, harassing, defamatory, derogatory, racist, abusive, profane, sexist,
threatening, or otherwise objectionable language or illegal material is strictly prohibited.
"Material" is defined as any visnal, fextual, or auditory entity. Such material violates the
Township’s anti-harassment policies and is subject to disciplinary action.

The Township's electronic mail system, Internet access, and computer systems must not be
used to violate the laws and regulations of the United States or any other nation or any state,
city, province, or other local jurisdiction in any way. Use of Township resources for illegal
activity can lead to disciplinary action, up to and including dismissal, legal action and

criminal prosecution.

The Township will comply with reasonable requests from law enforcement and regulatory
agencies for logs, diaries, archives, or files on individual Internet activities, e-mail nse, and/or

computer use,

Page 72




I

,.4
Mg

NI

Unless specifically granted in this policy, any non-business use of the Township's automation
systems is expressly forbidden.

If you violate these policies, you could be subject to disciplinary action, up to and including
dismissal.

Ownership and Access of Electronic Mail, Internet Access, and Computer Files

The Township owns the rights to all data and files in any computer, network, or other
information system used at the Township. The Township also reserves the right to monitor
electronic mail messages (including personal and or private instant messaging systems) and

“their content, as well as any and all use of the Internet and of computer equipment used to

create, view, or access e-mail and Internet content. Employees must be aware that the
electronic mail messages sent and received using Township equipment are not private and
are subject to viewing, downloading, inspection, release, and archiving by Township officials
at all times. In addition, Freedom of Information Act (“FOIA”) regulations provide that any
electronic activities generated with Township resources are subject to FOIA, unless a specific
exclusion applies due to the nature of the information. :

Township Management, in accordance with the procedure set forth in this pelicy, shall have
the right to inspect any and all files of Township employees including e-mail, Internet related
usage, files stored in private areas of the network or on individual computers or storage
media in order to assure compliance with policy and state and federal Iaws.

No employee may access another employee's computer, computer files, or electronic mail
messages except in accordance with the provisions of this policy.

The following process which is to be done via Township e-mail or written request is to be
followed regarding searches or monitoring of any Township employee’s e-mail or Internet

related usage.

I a request is made fo search an employee’s computer records, nofice shall be given in
writing or by e-mail to all three Township full-time elected officials. Upon receipt of written
or email anthorization from at least two of the three full-time elected officials, the L.T.
Director is authorized to conduct such search and provide the information te the three-full-

~ time elected officials. -

The three full-time elected officials may lawfully use or release such infor;nation as they
deem appropriate.

The Township has licensed the use of certain commercial software application programs for

. pusiness purposes. Third parties retain the ownership and distribution rights to such

software. No employee may create, use, or distribute copies of such software that are not in
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compliance with the license agreements for the software. Violation of this policy can lead to
disciplinary action, up to and including dismissal, legal action and criminal prosecution. '

Confidentiality of Electronic Mail

As noted above, electronic mail is subject at all times to monitoring, and the release of specific
information is subject to applicable state and federal laws and Township rules, policies, and

procedures on confidentiality.

Existing rules, policies, and procedures governing the sharing of confidential information
also apply to the sharing of information via commercial software. Since there is the

- - possibility that any message eould be shared with or without your permission or knowledge,

the best rule to follow in the use of electronic mail for non-work-related information is to
decide if yon would post the infermation on the office bulletin board with your sigaature.

it is a violation of Township policy for any employee, including system administrators and
supervisors, to access electronic mail and computer systems files to satisfy curiosity about

the affairs of others.

Employees found to have engaged in such activities will be subject to disciplinary action up
to and including dismissal, legal action and criminal prosecution. : '

Electronic Mail Tampering

Electronic mail messages received should not be altered without the sender's permission; nor
should electronic mail be altered and forwarded to anmother user and/or unauthorized

attachments be placed on another’s electronic mail message.

- Policy Statement for Internet/Intranet Browser(s)

The Internet is to be nsed to further the Township’s mission, to provide effective service of
the highest quality to the Townskip’s residents and staff, and to support other direct job-'

- related purposes. Department Director’s should work with employees fo determine the

appropriateness of using the Internet for professional activities and career development. The
various modes of Internet/Intranet access are Township resources and are provided as
business tools to employees who may use them for research, professional development,

and work-related communications. Limited personal use of Internet resources is a special
exception to the general prohibition against the personal use of computer equnipment and

software.

Employees are individually liable for any and all damages incurred as a result of violating
Township security policy, copyright, and licensing agreements. Employees shall also
indemnify and hold the Township harmless from any claims, damages, loss, costs, liabilities

or expenses related to these violations.
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All Township policies and procedures apply to employées' conduct on the Internet,
especially, but not exclusively, relating to: intellectual property, confidentiality, Township
information dissemination, standards of conduct, misuse of Township resources, anti-

harassment, and information and data security.

Personal Electronic Equipment

Employees should not bring personal computers to the workplace or connect them to
Township electronic systems unless expressly permitted to do so by the Township. Any
employee bringing a personal computing device or image recording device onto Township
premises thereby gives permission to the Township to inspect the personal computer or

-image recording device at any time with personnel of the ‘Township's choosing and to analyze
. any files, other data, or data storage media that may be within or connectable to the personal

computer or image recording device in question.

- Employees who do not wish such inspections to be done en their personal computers or

imaging devices should not bring such items to work at alL

Employees are forbidden to copy any sensitive Township data such as Social Security
Numbers or resident addresses and phone numbers to portable storage devices. Non-
sensitive Microsoft Word or Excel documents are permitted to be placed on portable storage
devices for work at home. Employees ‘should seek approval of their Depariment Supervisor
if they are unsure of the document sensitivity. '

Employees should not connect any Township portable computing or storage device to any
Non-Towanship network. .

Violation of this policy, or failure to permit an inspection of any device covered by this policy,
shall result in disciplinary action, up to and possibly including immediate {ermination of
employment. In addition, the employee may face both civil and criminal liability from the
Township or from individuals whose rights are harmed by the violation

Sign and return to:

T have read the Van Buren Township “Computer Policy and Usage Guide” and understand
my responsibilities in the use of Van Buren Township computer and network resources and

agree to comply with the foregoing policies, rules and conditions.

Signatnfe:

Print Name:

Director:

Dated:
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Appendix G
Charter Township of Van Buren County of Wayne
Resolution 2014-13

Prohibition against ‘Interdepartmental Employment by Township Employees

Effective immédiately, Township »personriel will not be aliowed to be employed in more than -
one job classification. Current Township personnel employed in more than one job
classification will be allowed to continue in that capacity until such practice is phased out.

Yeas: Combs, Wright, Jahr and Miller,

Nays: None.
_ Absent: Budd, Hart and MeClanahan,

, I hereby certify that the foregoing is a true and correct resolution adopted by the Board of |
é:} Trustees of the Charter Township of Van Buren at its regular meeting of May 6, 2014.

T st

Leon Wright, Clerk
Charter Township of Van Buren
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Appendix H
Charter Township of Van Buren
County of Wayne, Michigan
Resolution 2015-07
Prohibition against Using Accrued Time While still working for the Township

EFFECTIVE IMMEDIATELY, Township employees will not be permitted to use ény
accrued time (vacation, personal and/or comp time) while at the same time working for the

Township in some other paid capacity.

Yeas:
Nays:
Absent:

I hereby certify that the foregoing is a true and correct resolution adopted by the Board of
Trustees of the Charter Township of Van Buren at its regular meeting of March 3, 2015. .

Leon Wright, Clerk Date
Charter Township of Van Buren
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Appendix I

Van Buren Charter Township
Resolution 2005-41
Social Security Namber Privacy Policy

Moved by, Trustee Hart, seconded by, Treasurer Budd

1. Purpose.
Van Buren Charter Township (“Van Buren Charter Township®) is required by the Michigan Social

Seounty Number anacy Act, Public Act 454 of 2004, MCL 445.81 ef seq., (the “Act”) to create

" a privacypolicy concerning the ‘Social Security numbers that it possesses or obtains.

Pursuant to the Act, the privacy policy must at Jeast:

a. Ensure to the extent practicable the confidentiality of the Social Security numbers.
"~ b. Prohibit unlawful disclosure of the Social Security numbers.
c. Limit who has access to information or documents that contain the Social Security
numbers.
d. Desctibe how fo properly dispose of documents that contain the Social Security
numbers,
e. Establish penalties for violation of the privacy policy.

This Privacy Policy sets forth Van Buren Charter Township’s policies and procedures regarding
how Social Security numbers are obtained, stored, transferred, used, disclosed and disposed.

2. Policy.

ft is the policy of Van Buren Charter Township to protect the confidentially of Social Security
numbers obtained in the ordinary course of Van Buren Charter Township’s business from
employees, vendors, contractors, customers or others. No person shall knowingly obtain, store,
transfer, use, disclose, or dispose of a Social Security number that Van Buren Charter Township
obtains or possesses except in accordance with the Act and this Privacy Policy.

3 Procedure.

a.  Obtaining Social Security Numbers. Social Security numbers should be
collected only where required by federal and state law or as otherwise permitted by
federal and state law for legitimate reasons consistent with this Privacy Policy.

Legitimate reasons for collecting a Social Security number include, but are not limited to:
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Applicants may be required to provide a Social Security number for purposes of a pre-

employment background check.

Copies of Social Security cards may be obtained for purposes of verifying employee
eligibility for employment.

Social Security numbers may be obtained from employees for tax reporting purposes, for
new hire reporting or for purposes of enroliment in any Van Buren Charter TOWI]Shlp

employee benefit plans.

Social Security numbers may be obtained from employees for the issuance of business

) related credlt card accounts.

Social Security numbers may be obtained from creditors or vendors for tax reporting
purposes.

b. Public Pisplay. All or more than four sequential digits of a Social Security number
shall not be placed on identification cards, badges, time cards, empioyee rosters, bulletin
boards, permits, licenses or any other materials or documents designed for public display.

Documents, materials or computer screens that display all or more than four sequential
digits of a Social Security number shall be kept out of public view at all times.

¢.  Account Numbers. All or more than four sequeritial digits of a Social Security
number shall not be used as a primary account number for an individual. :

d. Computer Transmission. All or more than four sequential digits of a Social .
Security number shall not be used or transmitted on the Internet or on a computer system
ot network unless the connection is secure or the transmission is encrypted.

e Mailed Documents. Van Buren Charter Township documents containing all or
more than four sequential digits of a Social Security number shall only be sent in cases
where state or federal law, rule, regulation, or court order or rule authorizes, permits or
requires that a Social Security number appear in the document. Documents containing all
or more than four sequential digits of a Social Security number, that are sent through the
mail, shail not reveal the number through the envek)pe window or otherwise be visible

from outside the envelope or package.

£, Freedom of Information Act. Where all or more than four sequential digits of a
Social Security number are contained within a document subject to release under the
Freedom of Information Act, the Social Security number shall be redacted or otherwise
rendered unreadable before the document or copy of a document is disclosed.

g. Storage. All documents containing Social Security numbers shall be stored in a

physically secure manner. Social Security numbers shall not be stored on computers or
other electronic devices that are not secured against unauthorized access.
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Yeas:

Nays:

h. Access to Social Security Numbers. Only personnel who have legitimate business
reasons to know will have access to records containing Social Security numbers. The
department heads having access to records containing Social Security numbers shall
determine which other personnel within their departments have a legitimate reason in Van

Buren Charter Township’s ordinary course of business to have access to such Social .

Security numbers. Personnel using records containing Social Security numbers must take
appropriate steps to secure such records when not in immediate use.

i Disposal. Documents containing Social Security numbers will be retained in
accordance with the requirements of state and federal laws. At such time as documents
containing Social Security numbers may be disposed of, such disposal shall be
accomplished in a manner that protects the confidentiality of the Social Security numbers,

such as shredding.

i Unauthorized Use or Disclosure of Social Security Nwinbers. Van Buren
Charter Township shall take reasonable measures to enforce this Privacy Policy and to
cotrect and prevent the reoccurrence of any known violations. Any employee, who
knowingly obtains, uses or discloses Social Security numbers for unlawful purposes or
contrary to the requirements of this privacy policy shall be subject to discipline up to and
including discharge. Additionally, certain violations of the Act carry criminal and/or civil
sanctions, Van Buren Charter Township will cooperate with appropriate law enforcement
or administrative agencies in the apprehension and prosecution of any person who

knowihgly obtains, uses or discloses Social Security numbers through Van Buren Charter |

Township for unlawful purposes.

King, Payne, Budd, Hart, Herman, Jahr and Rochowiak.
None.

Absent and excused: None.

1, Joannie D. Payne, Clerk of Van Buren Charter Township, hereby certify that the foregoing is a
true and correct copy of a Resolution approved by the Van Buren Charter Township Board of

Trustees at a meeting held December 20, 2005.

Joannie D, Payne, CMC
Township Clerk
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Appendix J

Point elassification table

Incident

Points

Incident was beyond the driver’s control

Driving aggressively or discourteously

Failing to make allowance for adverse light, road, weather, and vehicle load or traffic conditions.

Operating a vehicle with defective equipment.

Failing to properly adjuét vehicle mirrors, seat, and headrest or sun visor,

Failing to secure loose objects inside the vehicle. -

Failing fo heed warning labets.of zﬁcdicaiicns.

Fatigue, falling asleep at the wheel.

Exceeding posted speed lmit.

Lack of proper type or valid license, or failing to comply with license restriction.

Failing to maintain sufficient clearance when operating vehicle,

Following too closely (tailgating).

Failing to signal intentions.

Overloading vehicle or not following operating manual.

Operating vehicle in an unsafe manner.

Improperly backing the vehicle.

Disregarding stop signs or signals.

Making an improper tutn, lane change or other movement errors.

Driving on the wrong side of the road.

Failing to yield the right-of-way or other failure to yield error.

WWNWNNNNNMNM,NH»—::—A»—AMHO

Committing involuntary manslaughter or criminally negligent homicide.

ot
N

Attempting to elude a law officer, or hit/run.

ot
&)

Operating a vehicle while operator’s license is suspended or revoked.

Operating vehicles under the influence of atcohol or drugs. -

Total points
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