
GENOA CHARTER TOWNSHIP 
BOARD OF TRUSTEES 
REGULAR MEETING 

MARCH 7, 2011 
6:30 p.m. 

 
AGENDA 

 
Call to Order: 
 
Pledge of Allegiance: 
 
Call to the Public: 
 
Approval of Consent Agenda: 
 
1. Payment of Bills 
 
2. Request to approve minutes: 02-21-11 
 
3. Request to accept and approve the Howell Area Parks and Recreation Authority fiscal year 2011-2012 budget.  
 
4. Request for approval to submit to Howell Parks and Recreation payment of $62,790 for Genoa Charter 
Township’s participation in the program.  
 
Approval of Regular Agenda: 
 
5. Request for approval of Resolution #3 to Approve Project, Cost Estimates, Special Assessment District and 
Causing the Special Assessment Roll to be Prepared for the East and West Crooked Lakes Aquatic Weed Control 
Reimbursement Special Assessment Project.  
 
6. Request for approval of Resolution #4 to Acknowledging the Filing of the Special Assessment Roll, Scheduling the 
Second Public Hearing, and Directing the Issuance of Statutory Notices for the East and West Crooked Lakes 
Aquatic Weed Control Reimbursement Special Assessment Project.  
 
7. Request for approval of an amendment to the Building Permit Fee Schedule. 
 
8. Request for approval to adopt the Genoa Charter Township Employee Handbook effective March 7, 2011 and 
cancel the Genoa Charter Township Employee Handbook Adopted May 21, 1990 and subsequent amendment.   
 
9. Request for approval of change in Oak Pointe and Lake Edgewood water and sewer rates.  
 
10. First review of the budget projections for the fiscal year of April 1, 2011 thru March 31, 2012. 
 
11. Request for authorization for publication and to set public hearing for March 21, 2011 at 6:30 p.m. for approval 
of the 2011/2012 budget.  
 
Correspondence 
Member Discussion 
Adjournment 
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Genoa Township, MI  

Building Department Fee Schedule 

 

 
Building Permit Fee Schedule: 
Determination of Building Value  
The determination of value or valuation for purposes of determining and assessing the applicable building permit fee 

shall be made by the Building Official.  The value of a project will be based on the stated value on the building 

permit application, or by applying the most recent “Square Foot Construction Costs Table” data published twice 

yearly by the International Code Council, whichever is greater.   

 

Building Permit and Plan Review Fees 
Building permit and plan review fees shall be based on the following fee schedule, as applied to the valuation. 

         TOTAL VALUATION                                            FEE 
$1.00 to $500.00 $42.50 

$501.00 to $2,000.00 $42.50 for the first $500.00 plus $2.60 for each additional $100.00, or 

fraction thereof, to and including  $2,000.00  

$2,001.00 to $25,000.00 $81.50 for the first $2,000.00 plus $11.90 for each additional $1,000.00, or 

fraction thereof, to and including $25,000.00 

$25,001.00 to $50,000.00 $355.20 for the first $25,000.00 plus $8.58 for each additional $1,000.00, 

or fraction thereof, to and including $50,000.00 

$50,001.00 to $100,000.00 $569.70 for the first $50,000.00 plus $5.10 for each additional $1,000.00, 

or fraction thereof, to and including $100,000.00 

$100,001.00 to $500,000.00 $824.70 for the first $100,000.00 plus $4.25 for each additional $1,000.00, 

or fraction thereof, to and including $500,000.00 

$500,001.00 to $1,000,000.00 $2,524.70 for the first $500,000.00 plus $3.62 for each additional 

$1,000.00, or fraction thereof, to and including $1,000,000.00 

$1,000,001.00 and up $4,334.70 for the first $1,000,000.00 plus $2.55 for each additional 

$1,000.00, or fraction thereof 

Other Inspections and Fees: 
1. Inspections outside of normal business hours  . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $75.00 per hour

1
 

(minimum charge – two hours) 

2. Re-inspection fees. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 per inspection 

3. Inspections for which no fee is specifically indicated   . . . . . . . . . . . . . . . . . . . . . .$65.00 per hour
1
 

(minimum charge – one hour) 

4. Additional plan review required by changes, additions or revisions to plans . . . . .$65.00 per hour
1
 

(minimum charge – one-half hour) 

5. For use of outside consultants for plan checking and inspection, or both . . . . . . . Actual Cost
2
 

One-Stop Fees: 
1. Pre- manufactured hot tub and 1 stop pools . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00  

2. Re-roof (no structural changes)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 

3. Siding  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 

4. Window replacement (no structural changes) . . . . . . . . . . . . . . . . . . . . . . . . . . . . .$65.00 

5. Residential Decks…………………………………………………………………..$145.00 

Building Plan Review Fees: 
1. Commercial plan review and administration fee equal 65% of the Building Permit Fee 

2. Residential plan review and administration fee equal 30% of the Building Permit Fee 
1
Or the total hourly cost to the jurisdiction, whichever is the greatest.  This cost shall include supervision, overhead, 

equipment, hourly wages and fringe benefits of the employees involved. 
2
Actual costs include administrative and overhead costs. 
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Electrical Permit Fee Schedule: 
Determination of Electrical Value  
The determination of value or valuation for purposes of determining and assessing the applicable electrical permit 

fee shall be made by the Building Official.  Valuation shall be the total cost of materials, profit and labor. The 

Minimum valuation shall be at least 5% of the building valuation. 

 

Electrical Permit and Plan Review Fees 
Electrical permit and plan review fees shall be based on the following fee schedule, as applied to the valuation. 

         TOTAL VALUATION                                            FEE 
$1.00 to $500.00 $42.50 

$501.00 to $2,000.00 $42.50 for the first $500.00 plus $2.60 for each additional $100.00, or 

fraction thereof, to and including  $2,000.00  

$2,001.00 to $25,000.00 $81.50 for the first $2,000.00 plus $11.90 for each additional $1,000.00, 

or fraction thereof, to and including $25,000.00 

$25,001.00 to $50,000.00 $355.20 for the first $25,000.00 plus $8.58 for each additional $1,000.00, 

or fraction thereof, to and including $50,000.00 

$50,001.00 to $100,000.00 $569.70 for the first $50,000.00 plus $5.10 for each additional $1,000.00, 

or fraction thereof, to and including $100,000.00 

$100,001.00 to $500,000.00 $824.70 for the first $100,000.00 plus $4.25 for each additional 

$1,000.00, or fraction thereof, to and including $500,000.00 

$500,001.00 to $1,000,000.00 $2,524.70 for the first $500,000.00 plus $3.62 for each additional 

$1,000.00, or fraction thereof, to and including $1,000,000.00 

$1,000,001.00 and up $4,334.70 for the first $1,000,000.00 plus $2.55 for each additional 

$1,000.00, or fraction thereof 

Other Inspections and Fees: 
1. Inspections outside of normal business hours  . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $75.00 per hour

1
 

(minimum charge – two hours) 

2. Re-inspection fees. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 per inspection 

3. Inspections for which no fee is specifically indicated   . . . . . . . . . . . . . . . . . . . . . .$65.00 per hour
1
 

(minimum charge – one hour) 

4. Additional plan review required by changes, additions or revisions to plans . . . . .$65.00 per hour
1
 

(minimum charge – one-half hour) 

5. For use of outside consultants for plan checking and inspection, or both . . . . . . . Actual Cost
2
 

One-Stop Fees: 
1. Temporary service . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00  

2. Pre-manufactured hot tub . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00  

 

Plumbing Permit Fee Schedule: 
Determination of Plumbing Value  
The determination of value or valuation for purposes of determining and assessing the applicable plumbing permit 

fee shall be made by the Building Official.  Valuation shall be the total cost of materials, profit and labor.  The 

minimum valuation shall be at least 5% of the building valuation. 

 

Plumbing Permit and Plan Review Fees 
Plumbing permit and plan review fees shall be based on the following fee schedule, as applied to the valuation. 

         TOTAL VALUATION                                            FEE 
$1.00 to $500.00 $42.50 

$501.00 to $2,000.00 $42.50 for the first $500.00 plus $2.60 for each additional $100.00, or 

fraction thereof, to and including  $2,000.00  

$2,001.00 to $25,000.00 $81.50 for the first $2,000.00 plus $11.90 for each additional $1,000.00, 

or fraction thereof, to and including $25,000.00 

$25,001.00 to $50,000.00 $355.20 for the first $25,000.00 plus $8.58 for each additional $1,000.00, 

or fraction thereof, to and including $50,000.00 
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$50,001.00 to $100,000.00 $569.70 for the first $50,000.00 plus $5.10 for each additional $1,000.00, 

or fraction thereof, to and including $100,000.00 

$100,001.00 to $500,000.00 $824.70 for the first $100,000.00 plus $4.25 for each additional 

$1,000.00, or fraction thereof, to and including $500,000.00 

$500,001.00 to $1,000,000.00 $2,524.70 for the first $500,000.00 plus $3.62 for each additional 

$1,000.00, or fraction thereof, to and including $1,000,000.00 

$1,000,001.00 and up $4,334.70 for the first $1,000,000.00 plus $2.55 for each additional 

$1,000.00, or fraction thereof 

Other Inspections and Fees: 
1. Inspections outside of normal business hours  . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $75.00 per hour

1
 

(minimum charge – two hours) 

2. Re-inspection fees. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 per inspection 

3. Inspections for which no fee is specifically indicated   . . . . . . . . . . . . . . . . . . . . . .$65.00 per hour
1
 

(minimum charge – one hour) 

4. Additional plan review required by changes, additions or revisions to plans . . . . .$65.00 per hour
1
 

(minimum charge – one-half hour) 

5. For use of outside consultants for plan checking and inspection, or both . . . . . . . Actual Cost
2
 

One-Stop Fees: 
1. Water Heater . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00  

2. Water Softener . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 

3. Irrigation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  $65.00 

 

Mechanical Permit Fee Schedule: 
Determination of Mechanical Value  
The determination of value or valuation for purposes of determining and assessing the applicable mechanical permit 

fee shall be made by the Building Official.  Valuation shall be the total cost of materials, profit and labor.  The 

minimum valuation shall be at least 5% of the building valuation. 

 

Mechanical Permit and Plan Review Fees 
Mechanical permit and plan review fees shall be based on the following fee schedule, as applied to the valuation. 

         TOTAL VALUATION                                            FEE 
$1.00 to $500.00 $42.50 

$501.00 to $2,000.00 $42.50 for the first $500.00 plus $2.60 for each additional $100.00, or 

fraction thereof, to and including  $2,000.00  

$2,001.00 to $25,000.00 $81.50 for the first $2,000.00 plus $11.90 for each additional $1,000.00, 

or fraction thereof, to and including $25,000.00 

$25,001.00 to $50,000.00 $355.20 for the first $25,000.00 plus $8.58 for each additional $1,000.00, 

or fraction thereof, to and including $50,000.00 

$50,001.00 to $100,000.00 $569.70 for the first $50,000.00 plus $5.10 for each additional $1,000.00, 

or fraction thereof, to and including $100,000.00 

$100,001.00 to $500,000.00 $824.70 for the first $100,000.00 plus $4.25 for each additional 

$1,000.00, or fraction thereof, to and including $500,000.00 

$500,001.00 to $1,000,000.00 $2,524.70 for the first $500,000.00 plus $3.62 for each additional 

$1,000.00, or fraction thereof, to and including $1,000,000.00 

$1,000,001.00 and up $4,334.70 for the first $1,000,000.00 plus $2.55 for each additional 

$1,000.00, or fraction thereof 

Other Inspections and Fees: 
1. Inspections outside of normal business hours  . . . . . . . . . . . . . . . . . . . . . . . . . . . . $75.00 per hour

1
 

(minimum charge – two hours) 

2. Re-inspection fees. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00 per inspection 

3. Inspections for which no fee is specifically indicated   . . . . . . . . . . . . . . . . . . . . . .$65.00 per hour
1
 

(minimum charge – one hour) 

4. Additional plan review required by changes, additions or revisions to plans . . . . .$65.00 per hour
1
 

(minimum charge – one-half hour) 

5. For use of outside consultants for plan checking and inspection, or both . . . . . . . Actual Cost
2
 

One-Stop Fees: 
1. Furnace or boiler change out . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . $65.00  
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Building Board of Appeals Fee Schedule: 
 

Appeals to the Building Board of Appeals shall be: 

 
$125.00 for an appeal for any single family residential related issue. 

 

$300.00 for all other construction related appeals. 

 



 MEMO 
  

TO:  Honorable Members of the Genoa Charter Township Board 

 

FROM: Greg Tatara, Utility Director 

 

DATE: March 3, 2011 

 

RE: Genoa Charter Township Employee Handbook   

 

MANAGER REVIEW: _____________________________________ 

 

 

With the addition of Utility Operations Staff to provide combined operation of the five sanitary 

sewer or water utility systems through Genoa Charter Township, it was necessary to modify the 

existing employee manual.  Specifically new sections were required to address the manner and 

function in which these employees will conduct their profession, as well as to define the support 

that will be provided them.  As a result, we added sections to address changes that are specific to 

the Utility Operations Function, which are briefly summarized in following table: 

 

 

Utility Specific Policy Name Summary 

Probationary Period  
All employees must pass an initial 90 day probationary 

period  

Hours of Operation  
Utility work is required to be 365 days per year. Provides 

normal hours from 8-4, overtime, and 30 min. lunch break 

Inclement Weather  
Due to nature of business, must report even if township is 

closed for inclement weather 

Dress Code and Uniform  

Due to interaction with public, must maintain professional 

appearance, wear proper safety equipment, & uniform shirts.  

This section also approval and voucher forms employees 

must utilize to approve purchase of boots and clothing. 

Building and Site Security  

Due to public safety as well as dangerous vaults and 

equipment, employees must maintain locked and secure 

facilities at all times 

Code of Conduct 

With public perception, must maintain positive appearance 

and not do anything to create negative image of utility 

systems 

Safety Policy 
Describes employees and managements responsibility for 

safe work practices and safe work environments 

Drug Testing 

Due to work around potentially dangerous equipment, 

significant driving, and public safety, provides for pre-

employee, random, and suspicion testing  



Utility Specific Policy Name Summary 

Municipal Equipment Use 
States that municipal equipment can only be used for 

municipal purposes, and prohibits any personal use. 

Municipal Vehicle Use 
In addition to Genoa Safe Driving, this policy provides for 

use of vehicles for on-call duties and vehicle maintenance  

Cellular Telephone Policy 
States employees will receive $60/month to provide a cell 

phone that can be used for business.  $30 for part time. 

Complaint Procedure  

Provides the framework for utility employees to direct 

complaints to supervisors and then director before reaching 

Genoa Township Admin. Committee 

Professional Development  
Provides each employee $500 to obtain and keep licenses or 

obtain further operational training. 

 

 

Due to this significant revision to the existing employee manual, and the fact that portions of the 

townships existing manual dated to its original adoption in 1990, the Administrative Committee 

asked that the entire manual be reviewed and modified by the Human Resources Staff and Legal 

Counsel.  As a result, several existing sections to the manual have been modified to meet current 

standards, case law, and Township practices.  A summary of these changes are highlighted 

below: 

 

Handbook Section  Change Summary 

Purpose and Scope  
New sections added to define the function and extent of the 

manual and remove any inferred contractual obligations. 

Equal Opportunity   
Revised to include new ADA requirements.  Also added a 

require accommodations section to the manual.  

Harassment   
Updated to meet with case law and procedure for 

investigation. 

Base Pay  
States that merit increases shall be recommended by the 

Administrative Committee 

Resignation  

Modified that employees asked to give two weeks and 

township can accept or reject two weeks (can be asked to 

leave immediately) 

Municipal Vehicle Use  
Modified to state any citation in a municipal vehicle must be 

reported within 24 hours.   

 

 

Based on the above summary of the changes as well as the attached employee handbook, please 

consider the following motion: 

 

 

 

Moved by___________________, supported by_________________ to adopt the Genoa Charter 

Township Employee Handbook effective March 7, 2011 and cancel the Genoa Township 

Employee Handbook Adopted May 21, 1990 and subsequent amendments.  
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Genoa Charter Township is an at-will employer that reserves the right to terminate any 

employee with or without cause; and no language contained in this Handbook is intended to 

create, nor should it be construed to constitute, a contract between employer and employee. 

When this Handbook is no longer required by the holder, or upon termination, this copy must 

be returned to the employee’s supervisor, Human Resources Representative, or the Township 

Manager. 
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Purpose 

Genoa Charter Township from here forward will be referred to as the “Township”.  The Township 

Employee Handbook is provided for informational purposes to all employees of the Township. It does not 

set forth any express or implied contractual obligations on the part of the Township.  The Township 

retains the right to add, change or delete any of the handbook’s provisions, or any other policies reflected 

therein, in management’s sole judgment, at any time as circumstances may warrant without obtaining 

another person’s consent or agreement.   

Scope 

Each employee is covered by these policies, as well as those policies, procedures, guidelines and/or 

other directives as may be referenced by this handbook, other than employees who are elected. Each 

employee will be provided with their own copy of the handbook upon employment, as well as when 

requested.  Due to the size of the handbook, the electronic version of this handbook will be maintained on 

the Township computers. 

Employment At-Will 

All employees covered by this handbook are Employees-At-Will.  This means that all such employees 

are employed on an indefinite basis and may be terminated at any time, with or without notice, with or without 

prior warning or discipline, and with or without cause.  This same policy applies as to all other terms and 

conditions of employment. 

No person or representative of the Township, other than the Township Board or Administrative 

Committee, has authority to enter into any agreement for employment for any definite period of time or to make 

any agreement contrary to the foregoing.  Moreover, no such agreement by the Township Board will be 

enforceable unless it is in writing and approved and authorized by the Township Board. 

Nothing set forth in this handbook is intended to modify the employment at-will relationship in any way.  

This includes without limitation, anything that is stated in the policies on disciplinary action or performance 

rating. 

Prior Policies or Practices 

Except as otherwise stated herein, the terms and conditions in this handbook will supersede and control 

over any conflicting prior employee manuals/handbooks, policy statements, representations, agreements, or 

practices. 
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Modification 

The Township reserves the right to modify, amend, supplement, or delete any of the policies set forth in 

this handbook at any time.  No such modification, amendment, supplement or deletion will be valid, however, 

unless it is in writing and approved by the Township Board.  In no circumstances will any oral agreements or 

unwritten policies control. 

Individual Contracts of Employment 

From time to time, the Township may enter into individual contracts of employment.  Such contracts 

will be valid provided they are in writing, approved and authorized by the Township Board.  To the extent that 

there is any conflict between the terms of this handbook and the terms of such individual contract of 

employment, the latter will control. 

Equal Employment Opportunity 

It is the policy of the Township Board to provide equal employment opportunities to qualified persons 

without regard to race, creed, color, sex, pregnancy, age, religion, national origin, ancestry marital status, 

height, weight, disability, sexual orientation, veteran’s status, that is unrelated to the individual’s ability to 

perform the duties of a particular job or position, or any other status or criterion which is prohibited by federal, 

state and local law or ordinance .  This policy applies to recruiting, hiring, discharge, compensation, and all 

other terms conditions and privileges of employment. 

Accommodations 

Any individual needing a reasonable accommodation for a disability must provide the Township with 

written notice of the need within 182 days after the individual with a disability knows or reasonably should have 

known that an accommodation is/was needed. 

Harassment 

Consistent with the Township's policy of equal employment opportunity, harassment in the workplace 

based on a person’s race, color, sex, pregnancy, age, religion, national origin, marital status, height, weight, or 

handicap will not be tolerated.  As used herein, the term “sexual harassment” includes unwelcome sexual 

advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature.  Sexual harassment 

will be regarded as a violation of this policy when: 

1. submission to such conduct is made a direct or indirect condition of employment; or 

2. submission to or rejection of such conduct is used as a factor in employment-related decisions such 

as promotion, performance evaluation, pay adjustment, discipline, work assignment, etc.; or 
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3. Such conduct interferes with employment or creates an intimidating, offensive, or hostile working 

environment. 

 

If you believe you have been the victim of sexual, racial or other form of unlawful harassment, you 

should immediately come forward and express your complaint to your supervisor.  If your complaint is against 

your supervisor, you should take your complaint to the next level of management. An investigation will be 

promptly conducted following a standardized procedure. Although it is impossible to conduct an investigation 

and maintain complete confidentiality, anyone reporting or investigating a complaint for sexual harassment 

shall do so in as confidential a manner as possible. The person making the complaint will be informed of the 

conclusions reached from the investigation. If harassment is found to have occurred, appropriate action will be 

taken to prevent further harassment. 

No person will suffer adverse action for making a complaint in good faith or for taking part in the 

investigation of a complaint. It is the policy of the Township to prohibit retaliation against anyone who makes a 

complaint in good faith or who takes part in the investigation. 

This policy shall not alter or change the policy that employment is “at-will.” 

 

General Information 

A.  THE WORK-WEEK 

The workweek will normally consist of five (5) working days and /or 40 hours per week.  However, 

nothing contained herein will constitute a guarantee of 40 hours per week.  Likewise employees may be 

required to work overtime. 

B.  WORKING HOURS 

Normal Township working hours will extend from 9:00 a.m. to 5:00 p.m., unless changed by the 

Township Board. 

C.  LUNCH BREAK 

Each employee will normally be allowed one (1) hour paid break for lunch.  The Township Manager 

may schedule the specific lunch break. 
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D.  LENGTH OF SERVICE 

Subject to the limitations stated below, length of service will be measured from the employee’s date of 

hire.  Length of service may be used to determine vacation time, sick time and other benefits.  Length of service 

will be adjusted if you are on layoff for more than six (6) months, or if your employment is terminated for any 

reason.   Layoffs, which exceed 6 months, shall change one’s hire date to the date of return to employment.  If 

you are terminated, your length of service will also be terminated.  If you are re-hired, your length of service 

will be measured from the date of re-hire.   

E.  ANNIVERSARY DATE 

As used in this handbook, the term “anniversary date” refers to the month and day of commencing 

employment.   

F.  EMPLOYMENT STATUS 

1. Regular employees are hired on an indefinite basis to fill job positions that are classified as regular in 

accordance with assigned job duties and authorized by the Township Board.  Funds for regular status 

positions are budgeted specifically to support the positions.  Either full-time or part-time staff may be 

assigned regular employee status.  Regular full-time staff is regularly scheduled to work 40 hours per 

week.  Regular part-time staff is regularly scheduled to work less than 40 hours per week. 

2. Temporary employees may be full-time or part-time, and are employed in a position for a specified 

limited duration.  These employees are generally hired for the purpose of relieving regular staff 

members who are absent due to illness, vacation or leave of absence; or for augmenting the regular staff 

to meet requirements that may be occasioned by periodic workloads. 

G.  BASE PAY 

1. Regular employees, both full-time and part-time, will receive base pay in accordance with the 

recommended pay scale as set by the Township Board.  The pay scale may provide for merit step 

increases in accordance with the recommendation of the Administrative Committee.  Step increases are 

not automatic.  The Administrative Committee may or may not recommend a person for such merit 

increase.  The Administrative Committee will review the employee and advise him or her accordingly. 

2. Temporary employees will generally be paid at the base starting rate for the position they hold; any 

exceptions must by authorized in advance, in writing by the Township Board.  Temporary employees 
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will not be eligible for merit step increases unless otherwise authorized in writing by the Township 

Board. 

3. Temporary employees will not be eligible for merit step increases unless otherwise authorized in writing 

by the Township Board. 

H.  LONGEVITY 

Longevity compensation will be paid to eligible employees every December 1st, beginning December 1, 

2001.  To be eligible an employee must attain the specified tenure during the calendar year. 

10 - 14 years   $   500.00 

15 - 19 years  $   750.00 

20 + years  $1,000.00 

Part-time employees will be given the longevity bonus based upon the actual hours worked in a calendar 

year.  Their 12-month salary, as of November 30th of a given year, will be divided by the potential salary 

should they have worked full time.  E.g. If their annual salary is calculated to be $20,000.00 and they earned 

$10,000.00, they will receive a bonus equal to 50% of what is allowed.  This bonus is applicable to all 

permanent part-time and full-time employees. 

I.  OVERTIME 

Overtime is generally discouraged and employees will not be allowed to work overtime without prior 

authorization from the Department Head or Township Manager.  However, on rare occasions when overtime is 

required, Township will compensate employees at one and one-half times their regular rate of pay to the extent 

required by applicable state and federal law.  For purposes of this policy, overtime for regular full time 

employees is defined as any hours worked in excess of the normal 40 hour work-week.   In certain instances, 

where prior approval is obtained for certain events, overtime for regular part-time employees and temporary 

part-time employees may be defined as any hours worked in excess of an 8-hour work day.  

J.  PAY PERIODS 

Township employees are normally paid every other Friday; there are typically twenty-six (26) pay 

periods each year.  Each pay period covers the previous two weeks of work.  

K.  MEDICAL/HOSPITAL INSURANCE 

Effective 03/06/07 all regular full-time employees and  Township officers (Supervisor, Treasurer and 

Clerk) are eligible for individual, two person, or family medical and hospital coverage after 45 days of 
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employment, unless the same carrier previously covered the employee and a transfer can be made.  The 

Township officers and regular full time employees who do not choose coverage will be compensated as 

determined annually by the Township Board in lieu of the medical/hospital insurance.  This sum shall be paid in 

equal installment contemporaneous with the employee’s or officer’s regular pay period. 

1. The specific terms and conditions of the medical and hospital insurance, including eligibility 

requirements, will be governed by the applicable contracts and/or benefit plans.  If there is any conflict 

between the terms of this Employee Handbook and the terms of those other plan documents and/or 

contracts, the latter will control. 

2. The Township officers and full time employees may only be allowed to change their status due to a 

qualifying event such as a birth, death, divorce, marriage or loss of other insurance.  Any change to the 

insurance coverage of any employee of the Township must be reviewed and approved by the 

Administrative Committee before such change takes place.  

L.  PENSION/RETIREMENT 

Effective July 1, 1991 a retirement program providing contributions equal to 10% (amended 06-19-96) 

of compensation was adopted for all employees working more than 1000 hours a year, with vesting of 25% after 

one full year of service, 50% after two years, 75% after three years and 100% after four years of service. 

This plan is intended to be a qualified retirement plan under Internal Revenue Code Section 401 (a).  

The retirement program will be funded through the purchase of annuity contracts and the Township Board 

(Treasurer and Clerk) shall serve as the Plan Administrator and Named Fiduciary for the Plan.  If there is any 

conflict between the terms of this Employee Handbook and the terms of the plan documents and/or contracts, 

the latter will control. 

M.  WORKERS’ COMPENSATION. 

Employees involved in a work-related accident or injury may be eligible for workers’ compensation 

benefits in accordance with Michigan law.  Any employee involved in a work-related accident or injury must 

report that accident or injury to the Township Manager as soon as possible after the mishap and fill out the 

proper reporting forms.  Failure to report an injury may disqualify an employee for benefits.  No employee will 

be discriminated or retaliated against because he or she has exercised rights under the Workers’ Compensation 

statute. 
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N.  SHORT AND LONG TERM DISABILITY INSURANCE 

Effective March 4, 1996 a short and long-term disability insurance program was adopted for all 

employees by the Township Board.  This insurance is provided at no cost to township employees.  Terms of the 

policy are available upon request to the Clerk’s Office.  If there is a conflict between the terms of this Employee 

Handbook and the terms of the insurance document, the latter will control. 

 

Leave of Absence 

A.  ANNUAL VACATION LEAVE 

1.  

a. All regular full-time employees will be eligible for annual vacation leave with pay, the amount of 

which will depend upon his or her length of service at the beginning of each calendar year.  

Temporary employees are not eligible for vacation benefits.  Full time employees must use their 

vacation time before the end of the calendar year. 

b. For part-time employees vacation pay will be based upon the number of hours worked the preceding 

year divided by fifty-two (52) weeks and then multiplied by the number of weeks eligible for 

vacation worked to determine the number of benefit hours entitled by the employee.  Vacation days 

will be determined under Leaves of Absence. 

2. After six months of service and/or during the first year of employment, an eligible employee will receive 

one vacation day off with pay, for each month of service up to a maximum of ten (10) days.  For each 

calendar year thereafter,  eligible employees will receive vacation pay in accordance with the following 

schedule: 

 

Length of Service on January 

1
st
 of the Applicable Calendar Year: 

Eligible Vacation 

Time: 

1
st
 thru end of 5

th
 Year 2 weeks 

6
th

 thru end of 10
th

 Year 3 weeks 

11
th

 Year and beyond 4 weeks 

 

NOTE: employees that are hired into the Township Utility Department on April 8, 2011 as a result of 

the expansion of operational services will only have to wait until they’ve completed their 90-day Probationary 

Period to receive and use their vacation days.  The same accrual schedule as listed above will apply.   
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3. Unused vacation time shall not be carried forward nor compensated. 

4. Employee vacations should not overlap.  Vacations will be scheduled on a first come first serve basis, 

using length of service to resolve any conflict.  Only ten (10) vacation days may be taken consecutively 

without approval by the employee’s supervisor. 

5. Vacation pay will be based on the employee’s regular hours at his or her base rate in effect at the time of 

the vacation.  Bonuses, etc. will not be used in the calculation of vacation time. 

6. Upon termination of employment, by either party, for any reason, employees will be paid for any unused 

vacation time. 

B.  HOLIDAYS 

1. All regular full-time and regular part-time employees will receive time off with pay.  Part time 

employees will be compensated at the percentage determined by hours worked during the previous year. 

New Year’s Day   January 1 

Martin Luther King Day  Third Monday in January 

Memorial Day    Last Monday in May 

Good Friday    Friday before Easter 

Independence Day   July 4 

Labor Day    First Monday in September 

Columbus/Stornant Day  Second Monday in October 

Thanksgiving Day   Fourth Thursday in November 

Post-Thanksgiving   Friday after Thanksgiving 

Christmas Eve    December 24 

Christmas Day    December 25 

New Year’s Eve   December 31 

Election Day or Floating Holiday* Presidential and Gubernatorial 

(Temporary employees will receive holiday time off for such holidays, but will not receive holiday pay.) 

2. Holiday pay will be based on the employee’s regular hours at his or her base rate of pay in effect at the 

time of the holiday. 

3. Two employees, at the Clerk’s discretion, may be required to work on Election Day. 

4. If a holiday falls on a Saturday, the preceding day will be recognized as the holiday.  If the holiday falls 

on a Sunday, the following Monday will be recognized as the holiday.   
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5. If the preceding Friday or following Monday is also a holiday, then the preceding Thursday or following 

Tuesday will be recognized as the holiday, provided, however, by mutual consent of the Township 

Board or the Township Manager and a majority of the affected employees, the holiday days may be 

changed to allow the Township Hall to remain open for normal business. 

 

C.  FUNERAL LEAVE 

1. All regular full-time and part-time (provided that it is their regular day to work) employees will be 

allowed up to three (3) days funeral leave, with pay, to attend a funeral in the employee’s immediate 

family.  Immediate family means sister, brother, father-in-law, mother-in-law, grandparents, foster 

children, or other legal dependents living with the employee.  Employees will be allowed up to seven (7) 

days funeral leave with pay to attend a funeral for the employees spouse, mother, father or child.  

Temporary employees are not eligible for funeral leave benefits.  Personal leave may be used to attend 

funerals for other than immediate family members as provided in Section F. 

2. Funeral leave pay will be computed in the same manner as vacation pay and holiday pay. 

D.  COURT DUTY 

1. Regular full-time and regular part-time employees, if normally scheduled to work, will be allowed time 

off, with pay, for jury service or if he/she is subpoenaed as a witness in any case, by anybody 

empowered by law to compel attendance by subpoena.  Temporary employees are not eligible for court 

leave benefits. 

2. The amount of court leave pay will be the difference between the employee’s regular wages and the fee 

he/she receives for acting as a witness or juror upon receipt of a voucher showing the amount received 

for same.  

3. On days when an employee is required to report as a juror or witness and is excused, he/she must report 

to work immediately to be eligible for the above-stated compensation. 

E.  INCLEMENT WEATHER 

When weather conditions prevent employees from reporting to work, or when the  Township Hall is 

closed due to weather conditions, all regular full-time and regular part-time employees shall be paid for such 

time off.  Temporary employees will not be eligible for such pay.  Any two of the following may approve 

inclement weather days: Manager, Supervisor, Clerk or Treasurer.  NOTE:  Employees who have scheduled 

vacation/personal/sick time, etc. will not be paid for the inclement weather day. 
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F.  SICK OR PERSONAL LEAVE 

1. All regular full-time employees will be entitled to sick time and personal time off with pay.  Temporary 

employees and regular part-time employees may be allowed such time off but will not be eligible for 

pay. 

a. Effective 1-1-90, for each month of service, eligible employees will earn one day off, with pay, 

which may be used for the following purposes: 

i. Personal illness or physical incapacity, including pregnancy; 

ii. Exposure to contagious disease; 

iii. Illness of family member residing in the employee’s household; 

iv. Medical or dental examinations; 

v. Personal business days. 

In addition, such time off may be used for funeral leave in excess of the three- (3) days allowed under 

the funeral leave policy or for attendance at funerals other than immediate family members.

2. Unused personal leave time may be accumulated up to a total of 240 days. 

3. The Township Manager or employee’s supervisor must approve personal leave at least 24 hours in 

advance. 

4. A doctor’s statement may be required to substantiate any leave based on illness.  

Anyone returning from sick leave of more than three (3) days may be asked to submit a doctor’s 

statement.  Likewise, a doctor’s statement may be required for any leave, not pre-approved, the day 

before or day after a holiday.  Any time off that is not approved by the Township Manager will not be 

compensated and may result in disciplinary action.   

5. Unpaid time off may be allowed after review and approval of the Administrative Committee. 

6. No sick/personal time off will be allowed for more than 30 consecutive days, unless taken under the 

terms of the short and/or long-term disability insurance program. 

7. During an approved time off, the Township may continue to provide medical and hospital insurance for 

the employee. 

8. Failure to return to work at the end of a leave of absence may result in termination. 

9. Upon returning from time off, the employee will be returned to his/her prior position, if available.  If the 

position is no longer available, the employee will be considered for other job openings for which he/she 

is qualified in the Township’s judgment.  If there are no such openings, the employee will be placed on a 

preferential hire list for 30 days and will be considered for any job openings for which he/she is 
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qualified within the Township’s judgment.  If the employee is not returned to work within such 30-day 

period, his/her employment will be terminated. 

10. An employee who has accumulated 240 hours of personal leave will be compensated at a rate of half-

pay for any unused personal leave time in excess of 240 hours at the end of each fiscal year. 

11. Upon voluntary separation, employees will be compensated at a rate of half-pay for any unused 

disability leave/personal leave days, provided the employee has given two weeks written notice.  In all 

other circumstances except death (as described in paragraph F), upon separation from employment, 

employees will not be compensated for any unused disability/personal leave days. 

12. In the event of death all unused leave and vacation time will be paid at the full rate of pay. 

13. Sick time that extends longer than 90 days and does not permit a person to work full time will be 

reviewed by the Administrative Committee for possible change to part time status. 

 

Disciplinary Action 

A.  DISCIPLINARY OFFENSES 

All Township employees are expected to adhere to the following rules of conduct, as well as the rules 

and policies previously mentioned. 

1. Telephone calls:  The use of Township telephones should be limited when it comes to personal calls.  

The Township Manager may require employees to log all telephone calls should it be determined that 

the phone is being misused. 

2. Tardiness:  Employees who are late may be docked for time lost or otherwise disciplined. 

3. Absenteeism:  Unless an employee is on an approved leave of absence, that employee is expected to 

report to work for each day scheduled.  Failure to do so may result in discipline.  In addition, employees 

are required to notify the Township Manager of any expected absence, as soon as possible.  Failure to do 

so may also result in discipline. 

4. Dress and Grooming: Employees are expected to maintain a neat and well-groomed appearance in 

accordance with their position and working conditions. 

5. Fridays will be deemed "casual dress days".  Employees may wear blue jeans but not shorts or t-shirts. 

6. Public Decorum: All employees must maintain a pleasant and helpful attitude in dealing with members 

of the public and co-workers, whether by telephone or in person. 

7. Acceptance of Gifts: Employees may not solicit nor accept any gifts or gratuity from any individual or 

agency that may be construed as influencing a decision of the Township employee. 
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8. Visitors:  Friends, relatives and children of employees are allowed in the working areas, but visits should 

be brief and non-disruptive.  Children should be accompanied by an adult at all times. 

9. Harassment:  Sexual, racial and other forms of unlawful harassment are strictly prohibited.  Any 

employee engaging in such harassment shall be subject to disciplinary measures. 

10. Theft:  The theft, attempted theft, or neglect of property of the Township, its visitors, or other employees 

is prohibited and subject to immediate termination.   

11. Unauthorized Use: Employees shall conform to all rules for use and treatment of  Township facilities 

and property and shall not use  Township property, equipment, facilities or staff for personal matters of 

gain.  Unauthorized use of Township property, equipment or facilities (including telephone and 

duplicating equipment) is restricted to minimal use and will be considered at review time.  

12. Falsification: Unauthorized altering of employment application information, dishonest in reporting hours 

worked (falsifying timesheets), records (payroll or program record), or Township records are strictly 

prohibited.   

13. Insubordination:  Refusal to obey or willful failure to carry out the instructions of supervisory personnel, 

including assigned duties of the job, is prohibited. 

14. Other:  The following are also prohibited. 

a. Failing to report to work when scheduled; 

b. Improper use of sick/personal leave or other leaves of absence; 

c. Falsification of information to secure sick leave or other leaves of absence; 

d. Abuse of lunch period; 

e. Violation of departmental rules and confidentiality; 

f. Inefficiency, incompetence or neglect of duty; 

g. Being under the influence of alcohol or illegal drugs while at work; 

h. Use, sale or possession of alcohol or illegal drugs on  Township premises or property while on or 

off duty; 

i. Use of obscene language;  

j. Threatening other persons or instigating a fight; 

k. Unauthorized possession of firearms, dangerous weapons or personal protection devices; 

l. Verbally abusing or physically attacking customers, clients, visitors or  Township personnel; 

m. Conduct disruptive to the work of other employees; 

n. Carelessness or negligence which results in injury to another person; 

o. Illegal activity on  Township premises (misdemeanor or felony) during work or non-work hours; 
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p. Instigating, aiding or participating in any illegal strike or work stoppage; 

q. Disrespect or verbal abuse or insubordination of a supervisor or manager or elected official; and 

r. Soliciting of funds or employment from any person affiliated with the Township. 

The foregoing offenses are intended to serve as guidelines and do not include all of the offenses for 

which disciplinary action may result. 

B.  DISCIPLINARY PENALTIES 

Disciplinary penalties may include verbal or written warning, verbal or written reprimand, suspension, 

probation, or discharge, depending on the Township’s judgment as to the seriousness or the offense and other 

relevant circumstances. 

C.  TESTING 

The Township reserves the right to require testing, including but not limited to urinalyses and blood 

testing, of any employee suspected of violation of the rules on alcohol or drug use.  An employee’s consent to 

such testing will be a condition for continued employment. 

D.  RELATIONSHIP TO AT-WILL POLICY 

Nothing set forth in this disciplinary policy is intended to modify the employment-at-will policy.  The 

Township reserves the right to discipline and discharge at any time, with or without notice, with or without prior 

warning or discipline, and with or without just cause. 

E.  COMPLAINT PROCEDURE 

Any dispute regarding discipline and discharge will be resolved in accordance with the complaint 

procedure, the results of which will be final and binding. 

 

GENOA CHARTER TOWNSHIP 

PERFORMANCE REVIEW POLICY 

A.  PURPOSE AND SCOPE 

The Township is committed to the success and growth of its employees. Performance reviews may be 

given to assist employees and the Township in determining if the goals and policies of the Township, and its 

employees, are being met.   

This policy applies to all Township employees, regardless of employment status.   



Genoa Charter Township Employee Handbook                                  Page 18 of 62 

 

 

B.  POLICY 

The Township is committed to maintaining open lines of communication and setting clear and 

obtainable expectations and goals for each and every employee.  In addition to the 90-day review (refer to 

Probationary Period Policy for details), employees may be given a formal performance review every six months 

for the first two years and then on an annual basis in each calendar year.  Performance reviews may also be 

given at any time the Administrative Committee, Department Head, Utility Director, Deputy Director or 

Supervisor deems necessary when an employee demonstrates unsatisfactory performance, customer service, or a 

disciplinary offense has occurred.     

Each supervisor will evaluate his or her employee using the Performance Evaluation form provided by 

the Township.  Areas of performance strengths and weaknesses will be addressed during the evaluation. 

Employees are encouraged to provide input to the process and may include written comment if desired.   

The performance review is one factor that is considered at the time of salary review.  While a 

satisfactory review is important for ensuring your eligibility for a salary increase, it does not guarantee that an 

increase will subsequently follow.  Salary reviews and potential increases are tied to performance but also to 

external factors, such as market compensation data, the economy, and Township funding.  

This policy does not alter your at-will employment status meaning that you or the Township may 

terminate your employment at any time, with or without cause and with or without notice.  The Performance 

Review and subsequent rating is not intended to express or imply that you will be working for any particular 

duration or under a contract of employment.   

 

Complaint Procedures 

A. If any employee covered by this Handbook has any complaint regarding interpretation or application of a 

Township policy, that complaint will be resolved in accordance with this procedure.  Included are 

complaints regarding discipline, discharge, or harassment. 

B. The procedure is as follows: 

STEP ONE: The first step is to put the complaint in writing and submit it to the Administrative 

Committee.  The complaint must be submitted within five (5) working days after its occurrence, or when the 

employee should reasonably have obtained knowledge of its occurrence. 

STEP TWO: Upon receipt of such complaint, the Administrative Committee will investigate the 

matter and will render a decision in writing. 
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STEP THREE: If the employee is not satisfied with the decision of the Administrative Committee, 

he or she may appeal to the Township Board.  Such appeal must be filed in writing within ten (10) working 

days after receipt of the decision of the Administrative Committee.  Upon receipt of such appeal, the 

Township Board will schedule a hearing and will render a decision, which will be final and binding.  The 

employee will receive reasonable notice of the hearing, including reasonable notice as to the issues to be 

decided.  At the hearing, the employee will be allowed to present evidence and arguments in support of 

his/her position and will be allowed an opportunity to rebut any evidence or arguments against his/her 

position. 

C. This complaint procedure is intended to be the exclusive remedy for any disputes that are within its scope. 

D. If the employee fails to file a complaint within the time limits stated above or fails to take a timely appeal to 

the next step, the claim will be waived. 

Miscellaneous 

A.  PERSONAL DATA 

If you change your name, marry, have children, change your telephone number or address, it is 

important that you inform the Clerk’s office as soon as possible so that your records and insurance can be 

adjusted.  It is your responsibility to keep the Clerk up-to-date regarding these matters. 

B.  PERSONNEL RECORDS 

Personnel records are maintained in the Clerk’s office for employees.  These records include 

information on initial employment or re-employment, professional credentials, salary increases, promotions, 

demotions, disciplinary action, and other pertinent information.  Employees will be allowed to review their 

personnel records in accordance with applicable law. 

Social Security Numbers are used in the administration of payroll, pension and medical records.  Social 

Security Numbers, as provided by employees in the initial hiring of an individual and the maintenance of 

employee records, will be kept under lock and key in the Office of the Township Clerk.  Social Security 

Numbers are not subject to release pursuant to the Freedom of Information Act.  Documents containing an 

employee’s social security number will be retained in the office of the clerk until such time as it is determined 

that they should be destroyed.  At that time any documents will be shredded in an effort to conceal and provide 

security for any individual who has voluntarily supplied this information to the Township.  (Reference:  

Adopted Addendum-A –“Social Security Number Privacy Policy”  - Public Act 454 of 2004, attached to the 

personnel policy.)  
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C.  RESIGNATION 

. Employees are asked to give at least two (2) weeks written notice when they decide to resign their 

employment. Among other things, this provides an opportunity for the employees and the Township to explore 

the reason(s), if any, for the resignation and whether corrective action is appropriate and will influence the 

employee’s decision. However, the Township reserves the right to accept or reject the offered two (2) week 

notice. The last day the employee actually works will be considered the date of termination. 

D.  ADMINISTRATIVE COMMITTEE 

1.  The Administrative Committee shall consist of the Supervisor, Clerk, Treasurer, and Manager.  This 

committee will be responsible for all employment conditions in the Township, such as the review of 

applications for employment, the hiring and firing of non-contract employees, employee performance 

evaluations, job transfers, working conditions, employee complaints and other responsibilities assigned by 

the Township Board. 

2. Any discussion with Township employees regarding changes in wages, hours, work  assignments or other 

terms for employment shall be held only after review and agreement by the Administrative Committee. 

 

GENOA CHARTER TOWNSHIP SAFE DRIVER POLICY 

A.  PURPOSE 

The Township places the highest value on the safety and health of its employees and wellbeing of its 

citizenry.  The Township acknowledges that the safe operation of motor vehicles by municipal employees is 

essential to ensuring the safety and well-being of all, and has established as its goal to ensure that all individuals 

who are granted the privilege of driving a municipal vehicle are safe and properly licensed operators. 

The Township has full authority to determine who shall drive a vehicle, to establish vehicle operator 

standards, and to revoke the right to drive for failure to meet the standards.  This policy defines the minimum 

standards for all Township  employees.  Nothing herein shall be constructed as to limit departments from setting 

higher standards that may be needed to meet the particular needs of the individual departments. 

B.  RESPONSIBILITIES 

The Township's safe driver program depends on the participation and cooperation of employees at all 

levels of the organization.  The specific responsibilities of the employees are identified below: 
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C.  DEPARTMENT HEADS 

Department heads or their designees shall: 

 Ensure that all employees are informed of this policy. 

 Ensure the safe maintenance and operation of all assigned municipal vehicles 

 Ensure that all vehicle operators are trained in the safe operation of all assigned motor vehicles. 

 Enforce Township and departmental vehicle operating standards and procedures. 

 Ensure that all assigned vehicles are inspected as prescribed by the Administration. 

 Identify all employees who operate a vehicle and include those employees in the municipality’s 

motor vehicle record flag program.   

 Ensure that any individual departmental policies that define how safe vehicle operators will be 

disciplined are consistent with the overall intent of this policy. 

D.  SUPERVISORS 

Supervisors shall: 

 Ensure the safe operation of assigned municipal vehicles. 

 Administer and enforce all Township and departmental policies and procedures regarding vehicle 

operation. 

E.  EMPLOYEES 

All vehicle operators shall: 

 Safely operate their assigned municipal vehicles. 

 Maintain a valid and properly classed operator’s license. 

 Advise the Township Manager immediately of the loss of a valid operator's license by suspension, 

revocation, or expiration.  Failure to comply may result in discipline up to and including 

employment termination. 

 Perform safety checks of vehicles at the beginning of each work shift as described in the unit work 

rules. 

 Promptly report to an on duty supervisor any vehicle safety defect found during inspection. Failure 

to report safety defects found during inspection may result in discipline up to and including 

termination. 

 Maintain an assigned municipal vehicle’s cab, bed and/or body in a clean and safe condition. 
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 Properly use furnished seat belts and/or other vehicle safety restraints. 

F.  TOWNSHIP ADMINISTRATORS 

The Genoa Charter Township Administration shall: 

 Maintain the motor vehicle record flag program. 

 In cooperation with other departments ensure that all employees who operate vehicles have a valid 

operator’s license.  

 Monitor the motor vehicle records of all employees who may operate a vehicle and report record 

development to employee’s department. 

 Provide consultation and training to the departments as needed.  

G.  STANDARDS & PROCEDURES 

No employee shall knowingly operate a vehicle found to be in violation of a state safety code of the laws 

of the State of Michigan.  No employees shall use seatbelts or other safety restraints provided whenever they are 

operating or riding in a vehicle.  Only those employees who are determined to be safe operators will be allowed 

to drive a vehicle on behalf of the municipality. 

H.  CORRECTIVE ACTION INCLUDING DISCIPLINE 

Each department is encouraged to develop and implement a plan for reviewing vehicle accidents and 

administering appropriate corrective action.  The following are minimum standards, which should be included 

in departmental plans: 

The goal of corrective action is to ensure that employees who are entrusted with the operation of 

vehicles are safe drivers.  Awareness and knowledge through training are the keys to safe driving.  Whenever 

possible, training should be a first step in a corrective action program.  Discipline may also be an appropriate 

form of corrective action. 

An unacceptable motor vehicle driving record is one indication that an employee may not be a safer 

driver.  The Administration will identify employees who develop unacceptable driving records and notify the 

appropriate department.  Departments are encouraged to immediately enroll these employees in municipal-

sponsored drivers training programs, or consult with the Administrative Committee about other appropriate 

training opportunities, and monitor the employees driving performance. 

Preventable accidents involving stationary objects are the most frequently and preventable form of 

vehicular accident.  Preventable accidents involving stationary objects may result in disciplinary action up to 
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and including discharge.  Involvement in a preventable accident shall be considered unsatisfactory job 

performance, which may result in disciplinary action up to and including discharge. 

Failure to comply with any part of this policy shall be considered unsatisfactory job performance, which 

may result in disciplinary action.  

All vehicles shall be safely checked at the beginning of each shift by the assigned vehicle operator to 

ensure safe operating condition according to unit work rules. 

Report any vehicle deficiencies according to department policies.  Each department shall be responsible 

for ensuring that a quarterly safety inspection of all assigned vehicles occur, and are properly documented. 

No smoking will be allowed in any township vehicle. 

 

GENOA CHARTER TOWNSHIP 

MUNICIPAL VEHICLE USE POLICY 

A.  PURPOSE AND SCOPE 

The purpose of this policy is to set forth the guidelines under which municipal vehicles will be 

authorized to Township employees and the guidelines under which Township vehicles may be used.   

B.  DEFINITIONS 

Municipal Vehicle – those automobiles, trucks, vans, or other self-propelled equipment owned, rented, 

or leased by the Township and licensed for travel on a public way 

 Township – shall mean Genoa Charter Township. 

Employees – shall mean any person performing work on behalf of the Township through full time 

employment, part time employment, temporary employment, or through a contractual arrangement. 

C.  POLICY 

It is the policy of the Township that certain positions require access to municipal vehicles, either during 

the work shift or on a 24 hour on-call basis.   Township vehicles are not personal vehicles and are not for 

personal use.   Township vehicles should be viewed as belonging to citizens and are assigned solely for the 

purpose consistent with providing services to those citizens.  
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D.  PROCEDURES 

A. Assignment of a Municipal Vehicle 

The assignment of a municipal vehicle during work time is based on job description.  Appointing 

authorities who have municipal vehicles available for this purpose may assign such vehicles in a manner 

consistent with departmental workload and employee function.  The assignment of vehicles may be rescinded at 

any time by the Township Manager or appointing authority / department manager. 

B. Assignment of a Municipal Vehicle for 24 – Hour Use (Vehicle Use Approved for Commuting 

Purposes) 

1. The assignment of vehicles for 24 hour use will only be considered for employees who require a 

vehicle for the ordinary and necessary discharge of their job functions.  Criteria which will be used 

in the determination of eligibility for 24-hour vehicle use include: 

 Officially designated on-call status; 

 Requirement for emergency availability; 

 Emergency of other equipment contained in the vehicle; and/or 

2. Vehicle use is limited to travel to and from the residence and place of work.  The vehicle should not 

be utilized for travel outside a direct commuting route for personal use. 

3. Whenever a position becomes vacant, the authorization for 24 hour use shall be re-evaluated. 

4. Township personnel assigned a municipal vehicle on a 24 hour basis will be provided a copy of this 

policy and will be required to sign a confirmation of receipt. 

C. General Rules Governing Municipal Vehicle Use 

1. Municipal vehicles may only be used for legitimate municipal business. 

2. Municipal vehicles will not be used to transport any individual who is not directly or indirectly 

related to municipal business.  Passengers shall be limited to employees and individuals who are 

directly associated with Township work activity (board members, consultants, contractors, etc…) 

Family members shall not be transported in Township vehicles. 

3. Vehicles should contain only those items for which the vehicle is designed.  The Township shall not 

be liable for the loss or damage of any personal property transported in the vehicle. 

4. Employees are expected to keep municipal vehicles clean, perform necessary preventative 

maintenance, and report damage or malfunction to their supervisors immediately. 

5. Employee’s assigned vehicles for commuting purposes are expected to park such vehicles in a safe 

location. 
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6. Employees must wear seatbelts in vehicles so equipped during operation of the vehicle and 

otherwise comply with the Township safe driver policy. 

7. Employees may not operate municipal vehicles under the influence of alcohol, illegal drugs, or 

prescription drugs or medications which may interfere with effective and safe operation.  

8. Employees who operate municipal vehicles must have a valid motor vehicle license issued the by the 

state of their residence and may be required to provide proof of valid motor vehicle license once 

every six (6) months. 

9. Employees driving municipal vehicles shall obey all applicable traffic and parking regulations, 

ordinances, and laws. 

a. Employees who incur parking or other fines in municipal vehicles will generally be 

personally responsible for payment of such fines unless the payment of such fines is 

approved by the Township Manager. 

b. Employees who are issued citations for any offense while using a municipal vehicle must 

notify their supervisor immediately when practicable, but in no case later than 24 hours after 

the accident or citation.  Failure to provide such notice will be grounds for disciplinary action 

in accordance with Section VI of this policy. 

c. An employee who is assigned a municipal vehicle and who is arrested for or charged with a 

motor vehicle offense for which punishment includes suspension or revocation of the motor 

vehicle license, with in his/her personal vehicle or in a municipal vehicle, must notify his/her 

supervisor within 24 hours.  Conviction of such an offense may be grounds for loss of 

municipal vehicle privileges and/or further disciplinary action. 

E.  SPECIAL CIRCUMSTANCES 

This policy is intended to provide a basic framework governing the use of municipal vehicles, and as 

such, cannot contain provisions governing every situation that might arise.  Employees seeking clarification of 

or exemption from the provisions of this policy should contact the Township Manager who will provide such 

clarification and may authorize exceptions to the policy under mitigating circumstances. 

F.  SANCTIONS 

Failure to comply with any provisions of this policy may result in disciplinary action up to and including 

removal of municipal vehicle privileges, suspension, and/or termination from Township service. 
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EMPLOYEE SIGNATURE 

 

I, _______________________________________, having read this policy, agree to comply with the 

provisions of Genoa Charter Township's vehicle use policy. 

 

____________________________            ________________________ 

Employee Signature    Today’s Date 

 

 

 

 

I, ______________________________________________acknowledge receipt of the Genoa Charter 

Township Employee Handbook. 

 

       _________________________________   

Employee Signature    Today’s Date 
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ADOPTION OF  

GENOA CHARTER TOWNSHIP 

 UTILITY-SPECIFIC HANDBOOK 

 

 

Due to the nature of the work that the Township Utility Department employees perform, specific 

policies have been carefully developed that apply solely to the above-mentioned employees. These employees, 

however, should also review and acknowledge receipt of the Genoa Charter Township Employee Handbook 

that was originally adopted on May 21, 1990 and amended thereafter.  For these employees, where there is a 

discrepancy between this Utility-Specific Handbook and the general Employee Handbook in interpretation of a 

policy or practice, the Township Utility- Specific policy will supersede those other policies and amendments. 
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GENOA CHARTER TOWNSHIP UTILITY DEPARTMENT 

PROBATIONARY PERIOD POLICY 

I.  PURPOSE  

Genoa Charter Township (hereinafter referred to as the “Township”) places the highest value on 

integrating new employees into the Township and making sure that they are successful. We feel that it is 

important to identify an Introductory Period in which your performance, based on clearly identified 

expectations, is being evaluated. Genoa Charter Township identifies this period as the “Probationary Period”. 

We sincerely value the input of all employees and hope you find your employment with us rewarding, enjoyable 

and sustainable.   

 

II. SCOPE 

This policy applies to all Genoa Charter Township Utility Department employees, regardless of 

employment status.  

 

III. POLICY 

The first 90 days of your employment are considered to be a Probationary Period that gives you and the 

Company a chance to get to know each other. Your performance will be evaluated during this time to assess 

your potential for continued employment. This period also provides you with the opportunity to evaluate us as 

an employer. You will have a formal review at the end of this 90-day period. We encourage you to share your 

thoughts with your supervisor during your 90-day review, as well as throughout your employment.   

This policy does not alter your at-will employment status meaning that you or the Township may 

terminate your employment at any time, with our without cause and with or without notice. The Probationary 

Period is not intended to express or imply that you will be working for any particular duration or under a 

contract of employment. 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

HOURS OF OPERATION POLICY 

 

I.  PURPOSE AND SCOPE 

The purpose of this policy is to provide employees with the guidelines for what Genoa Charter 

Township considers normal workplace practices that affect day-to-day activities. Such practices include, but are 

not limited to, an employee’s work week and normal work hours, employment status, lunch break, and 

overtime.   

The policy is applicable to all regular full-time, regular part-time and temporary employees.    

 

II. WORK WEEK AND NORMAL WORKING HOURS 

Regular Township working hours are Monday through Friday, 9:00 a.m. to 5:00 p.m., as indicated in the 

Genoa Charter Township Employee Handbook. The workweek will normally consist of five (5) working days 

and/or 40 hours per week, however, nothing will constitute a guarantee of 40 hours per week.   

 Due to the nature of our work, some of the Utility Department staff may be assigned regular 

work hours that differ from the Township’s standard office hours as listed above. These special schedules will 

be discussed with employees upon employment so that there is a clear understanding of what is expected and so 

that  Township operations can run smoothly. Normal hours of operations for the Field Services and Plant 

Division’s staff are Monday through Friday, 8:00 a.m. to 4:00 p.m. The work week will normally consist of five 

(5) working days and/or 40 hours per week. The working days are not limited to week days.   

 The following table outlines the normal hours of operation for the Water and Wastewater 

Treatment Plants that are run by the Township, starting with the beginning of a work week. NOTE: If a 

Wastewater Treatment Plant Operator is asked to cover the weekend shifts, then he or she will receive the 

following Thursday and Friday off.     

 

 Saturday Sunday Monday Tuesday Wednesday Thursday Friday 

Wastewater 

Treatment Plants 

8am - 4pm 8am - 

4pm 

8am - 4pm 8am - 4pm 8am - 4pm 8am - 4pm 8am - 4pm 

Water Treatment 

Plants 

As demand 

dictates 

As 

demand 

dictates 

8am - 4pm 8am - 4pm 8am - 4pm 8am - 4pm 8am - 4pm 

 



Genoa Charter Township Employee Handbook                                  Page 30 of 62 

 

 

III. OVERTIME 

A willingness to work overtime as necessitated by workload and job function is a requirement of 

employment. Overtime is defined as hours worked in excess of 40 hours per work week. For non-exempt/hourly 

positions, overtime will be paid at time-and-one-half the hourly rate of pay.   

The overtime policy for office personnel is outlined in the Township Employee Handbook (please see 

page 10 for details); overtime for office personnel is generally discouraged, and requires prior authorization. 

This section is applicable to Township Field Services and Plant personnel.   

The Township will appoint weekly primary and secondary “on-call” employees for emergency purposes 

and to cover unplanned events. The primary “on-call” employee will receive two (2) hours of overtime pay (if 

qualified in chart below), whether he or she is called or not. The secondary “on-call” employee will receive one 

(1) hour of overtime pay for the week, whether he or she is called or not (please see chart below for 

qualifications). If the on-call designated employee is called in and works more than the OT scheduled overtime 

above, he or she is entitled to receive pay for the additional time. This additional overtime will be counted from 

the time of departure to the time of return with a maximum of thirty (30) minutes allowed for drive time (one-

way).  

 

IV.  EMPLOYMENT STATUS 

The amount of hours an employee works per week is dependent upon his or her employment 

status. The following table reflects Township’s employment status classifications and their respective 

scheduled hours and pay statuses. 

 Full-time regular Part-time regular Temporary 

Employees 

Scheduled weekly hours  

40 

Less than 40 but a 

routine amount/week 

Varies based on 

assignment 

Overtime Pay 

Eligibility 

Determined by Job Classification: 

Non-Exempt  Yes  

Exempt   No 

 

All Non-Exempt:  

Yes 

 

All Non-Exempt: 

Yes 
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Non-Exempt and Exempt Employees 

When hired, you will be classified as either an exempt or non-exempt employee. This is necessary 

because, by law, employees in certain types of jobs are entitled to overtime pay for hours worked in excess of 

forty hours (40) per work week. These employees are referred to as non-exempt in this policy. This means that 

they are not exempt from (and therefore should receive) overtime pay.  

Exempt employees are, for example, managers, supervisors, professional staff, and others whose duties 

and responsibilities allow them to be exempt from overtime pay provisions as provided by the Federal Fair 

Labor Standards Act ("FLSA") and applicable state law. If you are an exempt employee, you will be advised 

that you are in this classification at the time you are hired, transferred or promoted. 

 

I. LUNCH BREAK 

Each employee will normally be allowed a 30-minute paid lunch break.  This break should be scheduled 

between 11:00 a.m. to 1:00 p.m.   

 

GENOA CHARTER TOWNSHIP UTILITY DEPARTMENT 

INCLEMENT WEATHER POLICY 

I. PURPOSE  

The purpose of this policy is to address the Township's practice in the event of inclement weather. 

 

II. SCOPE 

This policy applies to all Township Utility Department employees, regardless of employment status.  

 

III. POLICY 

Due to the nature of our business, we are required to provide uninterrupted service to our citizens.  As a 

result, Township Utility Department facilities and sites are never officially closed.  It is the employee’s 

responsibility to report to active duty on time and on the day he or she is scheduled to work, regardless of the 

weather conditions.  If an employee calls off due to inclement weather, he or she is required to report that time 

as a vacation or personal day if the employee is entitled to such time.  So that we can maintain “24-hour 365-

day per year” service, absence due to inclement weather must be reported with sufficient notice so that 

arrangements can be made to cover the essential duties of the absent employee. 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

DRESS CODE AND UNIFORM POLICY 

I. PURPOSE AND SCOPE 

The purpose of this policy is to provide employees with the guidelines for what the Township considers 

appropriate attire for the workplace. The policy also covers special work apparel that is required to be worn for 

certain positions.   

The policy is applicable to all regular full-time, part-time, and temporary employees.    

 

II. PROFESSIONAL APPEARANCE 

Professional appearance, attitude and manner enhance the impression our community has of the Utility 

Systems.  Employees should be cognizant of this and dress appropriately for the activity involved. Attire 

considered unsuitable for any business organization should be avoided. Examples of unsuitable attire are torn 

and tattered clothing, shorts, revealing low cut tops, t-shirts with offensive language, etc. If in question, don’t 

wear it.  If an employee’s supervisor advises the employee that his or her attire is unacceptable, he or she may 

be sent home to change. This time is generally not paid by the Township. 

 

III. BOOT REQUIREMENT 

For the employees’ safety, all Township utility field staff will be required to wear protective footwear. 

Safety boots must be manufactured and labeled in accordance with Occupational Safety and Health 

Administration (OSHA) and the Township’s standards. Boots must be leather, steel-toed, all weather purpose, 

and have a minimum of six inch ankle height. 

 The Township will cover the cost for one pair of approved safety boots per year. A year is 

calculated from the date of the purchase. All safety boot requests should be directed to the employee’s 

supervisor prior to purchase.  

 

IV. UNIFORMS 

The Township will issue uniform shirts and may purchase inclement weather clothing from time to time.  

Genoa Township Operators will receive six (6) uniform shirts for the first year of employment. If needed, at the 

discretion of the Administrators, the employee may request replacement of worn uniform clothing which will be 

replaced at the cost of the Township. It is the responsibility of the employee to purchase his or her own pants. 

Pants must be jeans or traditional work pants and must not have any holes. Managers who make appearances in 
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the field are also subject to wear appropriately deemed work pants as described above, with the exception of 

jeans.     

It is mandatory that Township issued clothing be worn during an employee’s shift. All uniform requests 

should be directed to the employee’s supervisor prior to purchase.    

 

V. PRE-AUTHORIZATION  

As stated in the policy, all boot and uniform requests should be directed to employee’s supervisor prior 

to purchase by means of completing the Uniform and Safety Boot request form. the Township has established 

contracts with local vendors who supply the type of uniforms and boots that we require. Therefore, in most 

cases, the  Township will pay for the cost of the approved purchases by way of a direct bill. A list of pre-

approved stores will be provided to employees. Employees will be required to bring a voucher into the store so 

that employment can be verified. This voucher should be requested and obtained from the employee’s 

supervisor after official authorization has been granted.   

 

VI. REIMBURSEMENT 

In some cases, the employee may need to purchase his work boots and/or uniform attire such as winter 

bibs or coveralls at his own expense and submit a request for reimbursement. When possible, this situation 

should be avoided.   

As stated above, all purchases require supervisor’s approval. If an employee makes a purchase without 

prior authorization, the Township may deny the reimbursement request.  
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VII. EMPLOYEE SIGNATURE 

 

 

I, ________________________________, having read this policy, agree to comply with the provisions 

of Genoa Charter Township's Utility Department Dress Code and Uniform Policy. 

 

 

____________________________                               _______________________ 

Employee Signature        Today’s Date 
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Uniform and Safety Boot   Approval Form 

 
Requestor: 

    

Employee Name   Date 

 

Supervisor’s Pre-purchase Approval: 

The requestor is required to wear safety boots on the job and management has determined that he/she is 

eligible for reimbursement. 

Reimbursement Limit (includes sales tax) (Check one) 

  $200 for steel-toe (leather or equivalent) boots meeting company and OHSA requirements 

  Winter bib 

  Winter coat 

  $______ for specialty uniform (describe):______________________________ 

I have informed the requestor that footwear must be OSHA compliant. Note: post-purchase verification of 

compliance is required for reimbursement. 

    

Supervisor’s signature  Date 

 

Supervisor’s Post-purchase Verification   

The subject protective footwear meets the applicable ANSI/company standards:  

 Yes      No 

    

Supervisor’s signature  Date 

 

Final Routing  

(Sends form to Human Resources for recordkeeping) 

  Entered in boot and/or uniform tracker 

Received date: _______________ 

                         Date   

  

Previous boot reimbursement date: ____________  

                                                          Date 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

BUILDING AND SITE SECURITY POLICY 

 

I. PURPOSE AND SCOPE 

The purpose of this policy is to provide employees with the guidelines of the Township’s building and 

site security procedures.   

The policy is applicable to all regular full-time, part-time, and temporary employees.    

 

II. POLICY 

 The Township maintains building security systems to protect office and facility property (i.e. water and 

wastewater treatment plants, pump stations, etc.), municipal equipment, and work-in-progress. Maintaining the 

security of municipal buildings/facilities and vehicles is the responsibility of every employee and should be 

treated seriously. Employees will be advised about the proper building entrances, exits, and lock-up procedures 

at the time of hire and when changes in security practices or procedures occur. Confidential information, master 

records or procedures, and personal property of value should be securely stored in desks or filing cabinets as 

appropriate. Visitors should be kept to a minimum.   

Questions regarding building or site security procedures and practices should be directed to the 

employee’s supervisor or the Utility Department Administrators.   

 

III. ENFORCEMENT 

Failure to comply with any provisions of this policy may result in disciplinary action up to and including 

removal of building access, municipal vehicle privileges, suspension with or without pay, and/or termination of 

employment. 
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IV. EMPLOYEE SIGNATURE 

 

I, ________________________________, having read this policy, agree to comply with the provisions 

of Genoa Charter Township Utility Department Building and Site Security Policy. 

 

 ____________________________       _______________________ 

Employee Signature      Today’s Date
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

CODE OF CONDUCT POLICY 

 

I. PURPOSE AND SCOPE 

In addition to Genoa Township’s Harassment Policy (as outlined in the Employee Handbook), Genoa 

Charter Township (the "Township") Utility Department maintains a personal appearance and behavior Policy. 

This policy is directed toward conduct that may not otherwise fall within the definition of harassment, but 

nonetheless projects potential image problems for the Township. 

The policy is applicable to all regular full-time, part-time, and temporary employees. 

 

II. POLICY 

The Township Utility Department has a Dress Code and Uniform Policy.  The Township relies on 

employee’s strict adherence to this policy as well as using good judgment to dress appropriately for the 

Township’s business and the job he or she is performing. An employee should always be cognizant that while 

dressed in company attire he or she is projecting a professional image of the Township for our current and 

potential customers.  Employees should not visit certain questionable establishments while in uniform. Visiting 

such establishments for example, bars, gentlemen’s clubs, etc., jeopardizes the professional image of the 

Township. For this same reason, municipal vehicles should not be parked at such establishments. 

Likewise, unprofessional behavior in the workplace, such as rude or vulgar language, sexually related 

conversations, inappropriate touching (i.e. kissing, hugging, massaging, sitting on laps) of another employee or 

customer, and any other behavior of a sexual or unprofessional nature is prohibited.   

 

III. MANAGEMENT RESPONSIBILITY 

Supervisors are responsible for creating and maintaining a positive, productive, and professional work 

environment. Supervisors are required to notify the Township’s Utility Director or the Deputy Director 

immediately of any allegations or evidence of misconduct. As representatives of the  Township, supervisors and 

other members of management understand that they may be held personally liable and responsible for acts of 

misconduct that they commit, condone, tolerate or fail to report and/or investigate. The Township requires all 

members of management to cooperate completely in the investigation of any claims of misconduct, and to 

refrain from penalizing any person for making a complaint of misconduct. 
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IV. ENFORCEMENT 

All Township Utility Department new employees will receive a copy of this policy and existing 

employees will be required to periodically acknowledge review and understanding of this policy. Failure to 

comply with any provisions of this policy may result in disciplinary action up to and including suspension with 

or without pay and/or termination of employment. This applies to all employees, including supervisors and 

management.     

 

GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

SAFETY POLICY 

I.  PURPOSE AND SCOPE 

 The Township is committed to providing and maintaining a healthy and safe work environment for 

all employees. A strong health and safety program protects employees, customers, and the Township and 

ensures the success of all parties involved.   

This policy applies to all Township Utility employees. 

 

II. POLICY STATEMENT 

The Township recognizes that the health and safety of our employees and the public we serve is of 

paramount importance in the delivery of our services. Safety shall be the first consideration in the design, 

delivery and performance of any job, task or assignment. The health and safety of our employees and 

public will not be compromised in order to provide expedient service. 

 

III. MANAGEMENT RESPONSIBILITY 

The management and leadership of the Township do, and will continue to, use its best efforts to 

ensure that an effective health and safety program is developed, implemented, periodically reviewed, and 

maintained. This program, including all applicable rules, policies and procedures, shall meet or exceed 

established federal, state, and local laws or regulations as well as those accepted as general industry 

practices. The Township’s health and safety program shall be administered under the guidance of the 

Township Utility Director and Deputy Director. 

Employees will be provided with ongoing training and education relative to preventative measures 

that can help minimize, control or eliminate known work place hazards. Employees will also be provided 

with the appropriate personal protective equipment to help guard against such hazards, and as such, shall 

be properly trained in its application and use. 
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IV. IMMEDIATE SUPERVISOR’S RESPONSIBILITY 

During any working time, emergency response or training, the immediate supervisor is responsible 

for assuring that all safety regulations, rules, policies and procedures are implemented and properly 

adhered to. The immediate supervisor shall also ensure that subordinates exercise the proper use of 

personal protective equipment in conjunction with receiving the appropriate safety training for their 

assigned duties. The immediate supervisor is also responsible for responding to employee safety 

complaints, concerns or potential uncontrolled hazards that may be identified. This is then followed up 

through the use of the chain of command and shall involve the Township’s Utility Director and/or Deputy 

Director as needed. 

 

V.  EMPLOYEE RESPONSIBILITY  

Each employee of the Township has an important role in assuring the success of the health and 

safety program. The employee’s responsibilities include, but are not limited to, the following: 

 Remain safety conscious at all times, both on and off the job. 

 Follow established health and safety rules, policies and procedures in the performance of 

their duties and assignments.  

 Always use, and correctly wear, the appropriate personal protective equipment that has 

been provided and is relevant to the hazards of the task or duties assigned. 

 Request additional information or clarification on any assignments that are unclear and for 

which there may be an unknown or uncontrolled hazard present. 

 Operate all equipment, tools, machinery and vehicles in accordance with the manufacturer 

guidelines, safety practices and operator training instructions. 

 Perform all assigned tasks and duties in accordance with the Township’s policies, 

procedures, standard operating guidelines and training provided. 

 Always use seat belts when operating or riding as a passenger in  Township and 

privately owned vehicles (as stated in the Vehicle Use Policy). 

 Immediately report to your immediate supervisor and co‐workers any unsafe working 

condition, equipment malfunction, or other situation that could endanger you, other 

employees, or the public. 

 Immediately report any injury, accident or incident involving injury, loss or a near miss 

that could have resulted in injury or loss, to your immediate supervisor. 
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 Cooperate and assist in the investigation of any injury, accident, incident or near miss 

investigation as may be required. 

 Do not accept short cuts, alternative plans or actions, equipment, tasks or duties that may 

not comply with the Township’s standards or that may present an uncontrolled hazard to 

you, other employees or the public. 

New and existing Township Utility department employees will be trained relative to their job function 

and work requirements. Under no circumstance should an untrained or unequipped employee complete a task 

that could put him or her in danger.     

 

I. ACCIDENT, INJURY AND INCIDENT REPORTING 

As previously mentioned, an employee shall immediately notify his or her Supervisor of any 

accident or incident that involves injury, damage, loss of property, private property, or well-being of a 

citizen.  Immediately is defined as within 24 hours of the occurrence, preferably sooner.   

The supervisory personnel, upon notification of an accident, incident, or near miss, shall 

immediately initiate an investigation including any rescue, medical response or care, scene stabilization, 

evidence preservation and/or corrective action as may be necessary. This investigation shall be 

documented utilizing the Township’s process and forms, and shall include the immediate notification of 

the Utility Director and Deputy Utility Director. Initial documentation of the event should be submitted 

within 24 hours of the occurrence, to the administrative offices, understanding that additional follow‐up, 

actions and/or measures may continue past this time period. In the unfortunate instance where notification 

of a family member or emergency contact may need to be made, it shall be the responsibility of the officer 

in charge or supervisor on duty and immediate notification shall also be made to the Utility Director. 

The Township Utility Director and Deputy Director shall review all documentation of the event and 

perform follow‐up as may be warranted. Each incident will be reviewed to determine the root cause of the 

incident and any potential corrective actions that may need to be taken to help prevent the reoccurrence, or 

reduce the potential impact of such an event. Policies, procedures, standard operating guidelines, work 

practices, personal protective equipment and the overall conditions of the event will be reviewed to 

determine if there is the need to change, modify or improve such measures. 
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II. ENFORCEMENT 

All Township Utility employees must comply with the health and safety standards and policies 

applicable to their job function. Clear and willful violation and disregard of this policy will be considered 

grounds for disciplinary action, up to and including termination of employment.   
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III. EMPLOYEE SIGNATURE 

 

 

 

I, ________________________________, having read this policy, agree to comply with the provisions 

of Genoa Charter Township Utility Department Safety Policy. 
 

 

 

 

 

____________________________                               _______________________ 

Employee Signature        Today’s Date 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

DRUG TESTING POLICY 

 

I. PURPOSE AND SCOPE 

The Township believes that a healthy work force, free from the effects of drugs/controlled substances 

and alcohol, helps to ensure the provision of quality service to our customers.  Conversely, the abuse of 

drugs/controlled substances and alcohol creates a variety of work force and workplace problems, including 

increased absenteeism, increased on-the-job injuries, increased cost for health care and other benefits programs, 

and decreased employee morale, resulting in a loss of productivity and a decline in the quality of services 

provided to our customers. 

The quality of services provided to our customers is particularly important when we are entrusted with 

maintaining the safety of water supplies.  We believe that any employee involved in the water quality field has 

the ability to affect the integrity of water supplies, so we are extending this policy to all Utility Department 

Field and Water/Wastewater Division employees. 

 

II. NON-DISCRIMINATION 

In accordance with the requirements of the Americans with Disabilities Act, the Township does not 

discriminate against employees or applicants who are qualified individuals with a disability who are not 

currently engaged in the use of illegal drugs and who do not otherwise violate the provisions of this Policy, 

including but not limited to individuals who: 1) have successfully completed or who are currently participating 

in a supervised rehabilitation program and are no longer engaging in such use; or 2) have otherwise been 

rehabilitated successfully and are no longer engaging in such use. 

 

III. POLICY 

The Township will test these employees or any person who has been offered employment with the 

Township that falls within the scope listed above, for the presence of alcohol or illegally used drugs/controlled 

substances in accordance with the provisions of this policy. 

For purposes of this policy: 

 "Alcohol" means ethyl alcohol or ethanol, the types of alcohol found in alcoholic beverages. 

 "Drugs" means any substance recognized as a drug in the official United States Pharmacopoeia, 
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the National Formulary, the official  Homeopathic Pharmacopoeia of the United States, or other 

drug compendia, or supplement to any of those compendia; and as otherwise defined by Article 7, 

Part 71 of the Michigan Public Health Code, being MCL 333.7101 et seq, and as amended.. 

 “Controlled substance” means a drug, substance, or immediate precursor included in schedules 1 

to 5 of Article 7, part 72 of the Michigan Public Health Code, being MCL 333.7201 et seq, and as 

amended and includes a controlled substance analogue as that term is defined by Article 7, Part 71 

of the Michigan Public Health Code, being MCL 333.7101, et seq, and as amended. 

A. Pre-employment 

Any individual offered employment with the Township, as part of his or her general post-offer, pre-hire 

physical, will undergo testing for the presence of alcohol or illegally used drugs/controlled substances. A 

negative result (as well as demonstrated ability to perform the essential functions of the job offered) is required 

as a condition of hire. Conversely, candidates who test positive (or do not demonstrate the ability to perform the 

essential functions of the job) will not be hired. This contingency will be written in the employee’s offer letter.  

The Township shall pay for the cost of the drug/controlled substance/alcohol screen. The prospective 

employee will not be compensated for time nor reimbursed for transportation or other expenses. 

B. Active Employment 

Random 

Township Utility employees will be required to submit to random testing.  This will include employees 

in the Field Services, Water, and Wastewater Division Department.  The service provider selected by the 

Township to provide testing will select employees using a random number generator. An employee base of 0 - 

24 will generate one test per quarter. 

Reasonable suspicion 

When there is reasonable suspicion that an employee is using alcohol or drugs/controlled substances, has 

reported to work or is working while impaired, the employee may be subject to alcohol/drug/controlled 

substance testing.   

Post-Accident 

Involvement in or responsibility for a work-related accident or safety incident may be cause for 

alcohol/drug/controlled substance testing. 

Drug/controlled substance or alcohol testing shall occur during or immediately after the regular work 

period of current employees.  The Township will pay all costs of testing. 

Usually, the drug/controlled substance/alcohol test will involve only the collection of a urine sample. All 

sample collection and testing shall be performed in accordance with the following conditions: 
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 The collection of samples shall be performed under reasonable and sanitary conditions by a 

recognized health services provider selected by The Township. 

 Samples shall be collected and tested with due regard to the privacy of the individual being tested 

and in a manner reasonably calculated to prevent substitutions or interference with the collection 

or testing of reliable samples. 

 Sample collection shall be documented and the documentation procedures shall include: 

(a) labeling of samples so as to reasonably  preclude the probability of erroneous identification of 

test results; and 

(b) an opportunity for the employee or prospective employee to provide notification of any 

information which he or she considers relevant to the test, including identification of currently 

or recently used prescription or non-prescription drugs, or other relevant medical information. 

 Sample collection, storage, and transportation to the place of testing shall be performed so as to 

reasonably preclude the probability of sample contamination or adulteration. 

 Sample testing shall be performed by certified or accredited laboratories, and sample testing shall 

conform to scientifically-accepted analytical methods and procedures. Testing shall include 

verification or confirmation of any positive test results before the result of any test will be used as 

a basis for any action by the Township. 

 The Medical Review Officer will notify the Township Utility Director of negative and confirmed 

positive test results. 

 

IV. CONFIDENTIALITY 

All drug/controlled substance and alcohol test results reported to the Township will remain and be considered 

confidential. Results will only be disclosed within the Township and on a need-to-know basis and as 

allowed by law and retained in a secure location with controlled access. Information about an employee’s 

medical condition or history obtained in connection with a drug/controlled substance and alcohol test will be 

kept in a file separate and apart from the employee’s personnel file. The release of an individual’s 

drug/controlled substance and alcohol test results and other information gained in the testing process will 

only be otherwise disclosed in accordance with an individual’s written authorization or as otherwise 

required by applicable law. 
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Consequences of Refusal to Test or Positive Test 

As stated in the Township Employment Handbook , the Township is an at-will employer, which means 

that you or the Township can terminate your employment at any time, with or without cause.  We realize that 

drug/controlled substance and alcohol testing involves personal intrusion; but, after lengthy consideration, we 

have concluded that safety in the workplace and protecting the integrity of water supplies outweighs the 

intrusion. We have tried to design this program to be as un-invasive as possible while still meeting the goal of a 

drug/controlled substance and alcohol-free workplace. The following discussion of possible consequences is 

given because we want employees to know what to expect, but this discussion will not limit our right to 

terminate employment at any time, with or without cause. 

The first thing an employee should know is this: If you use or are under the influence of drugs/controlled 

substances or alcohol, either while you work or close enough to your work time that the substances can be 

detected in your urine, you should expect to lose your job. This does not mean that we will terminate 

employment for every positive drug/controlled substance or alcohol test result, but be forewarned that 

termination certainly could happen. Also, if you refuse to provide a sample for testing when requested under 

this policy, the integrity of our program and safety of the workplace could be threatened, so you should expect 

to lose your job under this circumstance as well. 

Because safety is our primary concern, in all cases in which a positive test results or the employee 

refuses to submit to a test, the employee will be relieved of duties as soon as possible. In most cases, we may 

immediately terminate employment. This is most likely to occur if there have been performance problems with 

the employee before or after testing, or when there was a reasonable suspicion of drug/controlled substance or 

alcohol use or influence, or an accident before testing. However, termination may also occur when none of these 

circumstances are present.  Township management will use its discretion, after consultation with the Medical 

Review Officer, in making such decisions.  In some cases, we may suspend the employee for a period of time 

without pay.   

The Township reserves the right to change or suspend this policy or any part thereof at any time and at 

its sole discretion. 
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Acknowledgment of Receipt of Genoa Charter Township Drug-Testing Policy 

 

I have received and reviewed a copy of the Genoa Charter Township Field and Water/Wastewater 

Division Drug-Testing Policy. 

 

 

____________________________                               _______________________ 

Employee Signature        Today’s Date 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

MUNICIPAL EQUIPMENT USE POLICY 

I. PURPOSE AND SCOPE 

The purpose of this policy is to provide employees with the guidelines under which Township owned 

equipment will be authorized to employees and the rules under which the equipment may be used. 

The policy is applicable to all full-time employees, part-time employees, and temporary employees.   

 

II. DEFINITION 

Municipal equipment is defined as any equipment that is owned, rented or leased by the Township, 

Marion, Howell, Oceola and Genoa Sewer and Water Authority ("MHOG"), or Genoa Oceola Sewer and Water 

Authority.  (Examples of municipal owned equipment are, but not limited to, leaf blowers, chainsaws, snow 

removal equipment, lawn equipment, hand tools, lights, and power equipment.)  

 

III. POLICY 

The municipal equipment is restricted to be used for business purposes only and is to be used only 

during an employee’s shift. Employees are expected to maintain and treat municipal equipment at least as well 

as they would their personal equipment. Any damage to this equipment should be reported immediately to 

employee’s supervisor. 

The use of municipal equipment for personal use is strictly prohibited.   

If an employee is assigned to a municipal vehicle for 24-hour use and that vehicle stores municipal 

owned equipment, that equipment should remain in the vehicle while at employee’s place of residence. 

 

IV. VIOLATION OF POLICY 

If the Township discovers that an employee is using municipal owned equipment for personal use, the 

employee would be in direct violation of this policy. This may result in disciplinary action up to and including 

removal of municipal equipment privileges, suspension with or without pay, and/or termination of employment. 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

MUNICIPAL VEHICLE USE POLICY 

I. PURPOSE AND SCOPE 

The Township places the highest value on the safety and health of its employees and well being of its 

citizens.  The Township acknowledges that the safe operation of motor vehicles by Utility employees is 

essential to ensuring the safety and well-being of all, and has established its goal to ensure that all individuals 

who are granted the privilege of driving a municipal vehicle are safe and properly licensed operators. The 

purpose of this policy is to set forth the guidelines under which municipal vehicles will be authorized to  

Township employees and the guidelines under which the Township vehicles may be used.   

 

II. DEFINITIONS 

Municipal Vehicles – are defined as those automobiles, trucks, vans, or other self-propelled equipment 

owned, rented, or leased by the Township and licensed for travel on a public way. 

Township – shall mean the Genoa Charter Township Utility Department. 

Employees – are defined as any person performing work on behalf of the Township through full-time 

employment, part-time employment, temporary employment, or through a contractual arrangement. 

 

 

III. POLICY 

It is the policy of the Township that certain positions require access to municipal vehicles, either during 

the work shift or on a 24 hour on-call basis. Township vehicles are not personal vehicles and are not for 

personal use. Township vehicles should be viewed as belonging to citizens and are assigned solely for the 

purpose consistent with providing services to those citizens.  

 

IV. PROCEDURES 

A. Approved Drivers: Employees will be approved for driving Municipal Vehicles provided they meet 

all of the following criteria: 

 Hold a valid driver’s license in the state of residency. 

 Have a driving record acceptable to Genoa Charter Township’s insurance carrier. 

 Have not had approval denied in writing by Genoa Charter Township within the last 12 months.   
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B. Assignment of a Municipal Vehicle: 

The assignment of a municipal vehicle during work time is based on job description. 

Appointing authorities who have municipal vehicles available for this purpose may assign such 

vehicles in a manner consistent with departmental workload and employee function. The assignment 

of vehicles may be rescinded at any time by the Utility Director or appointing authority / department 

manager. 

C. Assignment of a Municipal Vehicle for 24 – Hour Use (Vehicle Use Approved for Commuting 

Purposes): 

The assignment of vehicles for 24-hour use will only be considered for employees who 

require a vehicle for the ordinary and necessary discharge of their job functions. Criteria which will 

be used in the determination of eligibility for 24-hour vehicle use include: 

 Officially designated on-call status 

 Requirement for emergency availability 

 Emergency of other equipment contained in the vehicle; and/or 

 Vehicle use is limited to travel to and from the residence and place of work. The vehicle 

should not be utilized for travel outside a direct commuting route for personal use. If an 

employee is in violation of this policy and using a Municipal Vehicle for personal use, the 

employee may be responsible for the full cost of any damages and/or liabilities that occur 

during such use.   

1. Whenever a position approved for 24-hour use becomes vacant, the authorization for 24-hour use 

shall be re-evaluated. 

2. Township personnel assigned a municipal vehicle on a 24-hour basis will be trained in the safe 

operation of all assigned municipal vehicles and be expected to maintain the municipalities’ 

motor vehicle record log, in addition to signing confirmation of receipt of this policy.    

D. General Rules Governing Municipal Vehicle Use 

1. Municipal vehicles may only be used for legitimate municipal business. 

2. Municipal vehicles will not be used to transport any individual who is not directly or indirectly 

related to municipal business.  Passengers shall be limited to employees and individuals who are 

directly associated with Township work activity (board members, consultants, contractors, etc…) 

Family members shall not be transported in Township vehicles. 
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3. Vehicles should contain only those items for which the vehicle is designed. The Township shall 

not be liable for the loss or damage of any personal property transported in the vehicle. 

4. Employees are expected to maintain and treat Municipal Vehicles at least as well as they would 

their personal vehicle. Employees are expected to keep municipal vehicles clean, perform 

necessary preventative maintenance, and report damage or malfunction to their supervisors 

immediately.  A vehicle record log should be kept in the municipal vehicle and usage should be 

tracked by drivers on a weekly basis. Oil is to be checked per manufacturer’s guidelines. Vehicle 

record logs are collected from vehicles periodically.  

5. Employee’s assigned vehicles for commuting purposes are expected to park such vehicles in a 

safe location. 

6. Employees must wear seatbelts in vehicles so equipped during operation of the vehicle.  

7. No smoking will be allowed in any Township vehicle. 

8. In accordance to Michigan Law, employees shall not read, manually type, or send a text message 

on a wireless 2-way communication device that is located in the employee’s hand or in the 

employee’s lap, including a wireless telephone used in cellular telephone service or personal 

communication service, while operating a Township vehicle that is moving on a highway or 

street.  

9. Employees may not operate municipal vehicles under the influence of alcohol, illegal drugs, or 

prescription drugs or medications which may interfere with effective and safe operation.  

10. Employees who operate municipal vehicles must have a valid motor vehicle license issued the by 

the state of their residence and may be required to provide proof of valid motor vehicle license 

once every six (6) months. 

11. Employees driving municipal vehicles shall obey all applicable traffic and parking regulations, 

ordinances, and laws. 

a. Employees who incur parking or other fines in municipal vehicles will generally be 

personally responsible for payment of such fines unless the payment of such fines is 

approved by the Township Manager.  Every effort will be made to make a fair and consistent 

judgment call and the Township may require a written statement of events that led to the fine. 

b. Employees who are issued citations for any offense while using a municipal vehicle must 

notify their supervisor immediately when practicable, but in no case later than 24 hours.  

Failure to provide such notice will be grounds for disciplinary action in accordance with 

Section VI of this policy. 
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c. An employee who is assigned a municipal vehicle and who is arrested for or charged with a 

motor vehicle offense for which punishment includes suspension or revocation of the motor 

vehicle license, with in his/her personal vehicle or in a municipal vehicle, must notify his/her 

supervisor within 24 hours.  Conviction of such an offense may be grounds for loss of 

municipal vehicle privileges and/or further disciplinary action. 

E. Check-in/Return of Vehicle 

Employees’ adherence to the following check-in procedures should ensure that vehicles are kept clean 

and in good operating condition and minimize inconvenience to other drivers.  Upon return of Municipal 

Vehicle to the Township: 

1. Fill up the gas tank if it is less than ½ full. 

2. Remove all trash and equipment from vehicle. 

3. Clean the interior and exterior - wipe up dust, sweep out mud and dirt, and clean seats and floor 

mats if needed.  Clean out the bed of the pick-up. 

4. Take vehicle to the car wash if warranted. 

Any significant information relative to the condition or operation of a vehicle (strange noises, 

malfunctions, dents or scratches, necessary maintenance, etc.) is to be reported by the driver to the Facilities and 

Equipment Coordinator. 

 

 

V. SPECIAL CIRCUMSTANCES 

This policy is intended to provide a basic framework governing the use of municipal vehicles, and as 

such, cannot contain provisions governing every situation that might arise.  Employees seeking clarification of 

or exemption from the provisions of this policy should contact the Township Manager who will provide such 

clarification and may authorize exceptions to the policy under mitigating circumstances. 

 

VI. SANCTIONS 

Failure to comply with any provisions of this policy may result in disciplinary action up to and including 

removal of municipal vehicle privileges, suspension, and/or termination from Township service. 

  



Genoa Charter Township Employee Handbook                                  Page 55 of 62 

 

 

 

 

VII. EMPLOYEE SIGNATURE 

 

 

I, ________________________________, having read this policy, agree to comply with the provisions 

of Genoa Charter Township Utility Department Municipal Vehicle Use Policy. 

 

 

___________________________________                            _______________________ 

Employee Signature       Today’s Date 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

CELLULAR TELEPHONE POLICY 

 

I. PURPOSE AND SCOPE 

The purpose of this policy is to provide employees with the guidelines under which cellular phones and 

applicable allowances will be authorized to Township Utility Department employees and the rules under which 

the cellular telephones should be used for business purposes. 

The policy is applicable to all regular full-time employees, regular part-time employees, and full-time 

and part-time temporary employees who work in the field or supervise field staff. This policy does not apply to 

office personnel.    

 

II. POLICY 

As a condition of employment, all Township Utility Department employees are required to carry a 

cellular telephone during the employee’s shift as well as when he or she is assigned to be available for on-call 

coverage. While working an assigned shift, personal calls should be made during breaks or after regular 

business hours.  

The Township understands that it is more convenient to carry one cellular device for both personal and 

business use.  For this reason, the Township is providing an allowance for the use of personal cellular 

telephones for business purposes. In exchange for use of a personal phone for business purposes, eligible 

employees will receive a monthly allowance. The allowances have been determined by the employee’s 

employment status and are as follows: 

 Full-time regular employee:  $60.00 per month 

 Part-time regular employee:  $30.00 per month 

 Temporary employees:  $30.00 per month 

A separate check, specifically for this cellular phone allowance, will be issued on a monthly basis and is 

subject to all applicable tax withholdings. Since the Township is providing an allowance, it is critical that 

downtime of service is kept to a minimum.    

Employees are responsible for making their cellular telephone payments, even when the cost exceeds the 

monthly allowance. If the employee does not own a cellular telephone, he or she is required to purchase one 

prior to their first day of employment. The Township has chosen Verizon as their “carrier of choice” and as a 

result requires that all eligible employees purchase their cellular telephone devices thru this chosen carrier. A 

new employee is not expected to drop a current contract with another vendor but upon expiration of a non-
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Verizon contract agrees to sign on with Verizon. The employee will be responsible for the cost of his or her 

own cellular phone accessories (e.g. charger, headset, Bluetooth devices, etc.) unless approved by the Township 

in advance. 

 

III. LIABILITY  

Employees are responsible for their cellular telephones. If a device is lost, stolen, or damaged, the 

employee should immediately report this to his or her cell phone carrier and supervisor.  Employees should 

resolve cellular telephone issues within five business days and may request the use of a Township loaner phone 

while their personal device is in service. We highly recommend that your personal cellular telephone plan 

includes an insurance policy.  The Township will not be held liable for any cell phone contractual obligations in 

the event of voluntary or involuntary separation of employment. 

  



Genoa Charter Township Employee Handbook                                  Page 58 of 62 

 

 

 

 

IV. EMPLOYEE SIGNATURE 

 

I, ________________________________, having read this policy, agree to comply with the provisions 

of Genoa Charter Township Utility Department Cellular Telephone Policy. 

 

________________________________________                    ___________ _______________________ 

Employee Signature        Today’s Date 
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GENOA CHARTER TOWNSHIP: UTILITY DEPARTMENT 

COMPLAINT PROCEDURE POLICY 

 

I. PURPOSE AND SCOPE 

The Township recognizes that problems will arise from time to time and believes all employees should 

be treated in a fair and equitable manner. Thus, the following procedures have been established to achieve 

equitable resolution. 

The Township as a whole is committed to maintaining an open door policy. Any discrimination or 

allegation against an employee for presenting an issue, problem or complaint is prohibited. 

This policy applies to all Township Utility Department employees, regardless of employment status.   

 

II. POLICY 

General - Any problems brought to the attention of the Township Utility or Deputy Director by an 

employee will receive an objective and unbiased hearing and, if appropriate, investigation. Every effort will be 

made to promptly resolve the issue in a fair and equitable manner without prejudice to any individual. 

Responsibility - Each manager responsible for supervision and direction of other employees is 

responsible for the successful administration of this policy. In general, problems directly related to particular 

projects should be addressed to the appropriate supervisor first.  

 

III. PROBLEM RESOLUTION PROCEDURES 

1. Problems should be orally addressed with the appropriate supervisor as soon as possible, preferably 

within five (5) working days after its occurrence, or when the employee should reasonably have 

obtained knowledge of its occurrence.  The discussion should include (a) a summary of the problem; 

b) the suspected cause; and c) possible solutions.   

2. The employee should personally present the case. 

3. The employee’s direct supervisor will make every effort to resolve the issue. Should the questions be 

beyond the scope of existing policy or precedent, the supervisor shall seek the advice of the 

Township Utility or Deputy Director. In any event, a decision will be communicated by the 

supervisor to the employee as soon as possible. 
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4. Depending on the severity of the complaint, the problem and its solution may be recorded and 

include the signatures of the employee and the supervisor. The data collected may become a part of 

the employee's personnel record. 

5. If the issue cannot be resolved within a reasonable period of time by the Director, or if the employee 

is not satisfied with the resolution, the problem may be submitted in writing to the Township 

Manager for further discussion and resolution attempts. Upon receipt of such complaint, the  

Township Manager will seek the advice of the Administrative Committee and together will 

investigate the matter and will render a decision in writing. 

6. If the employee is not satisfied with the decision of the Administrative Committee, he or she may 

appeal to the Township Board, as outlined in the Genoa Township Employee Handbook.  Such 

appeal must be filed in writing within ten (10) working days after receipt of the decision of the 

Administrative Committee.  Upon receipt of such appeal, the Township Board will schedule a 

hearing and will render a decision, which will be final and binding. The employee will receive 

reasonable notice of the hearing, including reasonable notice as to the issues to be decided. At the 

hearing, the employee will be allowed to present evidence and arguments in support of his/her 

position and will be allowed an opportunity to rebut any evidence or arguments against his/her 

position.   

7. If the employee fails to file a complaint within the time limits state above or fails to take a timely 

appeal to the next step, the claim may be waived. 

 

GENOA CHARTER TOWNSHIP UTILITY DEPARTMENT 

PROFESSIONAL DEVELOPMENT POLICY 

I. PURPOSE  

The Professional Development policy has been implemented because the Township Utility Department 

feels that it is important to encourage and promote the continuous technical and professional advancement and 

overall growth of its employees. The professional development of Township employees benefits the employees, 

as well as the citizens we provide service to.  

The Township strives to maximize its professional potential in a way that is equitable among staff and 

mindful of the cost of this investment.   
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Generally speaking, certifications/licenses and training expenses that are covered under this policy include 

a) expenses for training directly related to water and sewer operation, b) continuing education credits (CEC’s) for 

license maintenance, and c) exam fees for obtaining a relevant license. Specific examples of reimbursable 

licenses/certifications include, but are not limited to, Municipal Wastewater Treatment Plant Operator, Storm 

Water Operator, Drinking Water and Wastewater System Operator, Distribution Operator, Industrial Wastewater 

Treatment Plant Operator, etc.  The Township will also consider reimbursement for tuition-based classes that 

will enhance the employee’s job related skill set.   

 

II. SCOPE 

This policy applies to all regular full-time Township Utility Department employees.     

 

III. POLICY 

Employees will be reimbursed for allowable costs if the following conditions are met: 

 Prior approval is obtained from the employee’s supervisor and the Township Utility Director or 

Deputy Utility Director. 

 The license/certification or training being sought directly relates to an employee’s current job 

responsibilities or one to which the employee can reasonably aspire within the Department.   

 

Approval will be subject to the availability of Township funds and the relevance of the training to the 

Township needs.  If an employee meets the requirements listed above, the Township Utility Department will 

cover up to $500 per calendar year, for approved professional development expenses.   

 

NOTE: Time required for review courses, sitting for exams, etc. are the employee’s responsibility. This 

includes mileage and travel time to testing and/or exam sites.  
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ACKNOWLEDGMENT 

 

 

By signing below, I acknowledge that I have received a copy of the Genoa Township Employee 

Handbook, dated March 2011, and as amended.  I understand that, except as provided in the Handbook, the 

terms and conditions of the Handbook supersede and control over any prior conflicting policy statements, 

representations, agreements or practices.  I further understand that the Township reserves the right to modify, 

amend, supplement or delete any of the policies set forth in the Employee Handbook at any time, but that no 

such modification, amendment, supplement or deletion is valid unless it is in writing, approved by the 

Township Board. 

 

____________________________________________  __________________________________ 

Employee Signature       Today’s Date  
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