Michigan Department of Treasury
4888 (08-12)

Economic Vitality Incentive Program/County Incentive Program

Certification of Employee Compensation

Issued under authority of 2012 Public Act 200. Filing of this form or Form 4978 Certification of 2011 Public Act 152 Compliance is mandatory to qualify for payments.
Each city/village/township/county applying for Employee Compensation payments must:

1. Certify to the Michigan Department of Treasury (Treasury) that the local unit listed below has developed and publicized
an employee compensation plan as required by 2012 Public Act 200. The plan shall be made available for public viewing
in the clerk’s office or posted on a publicly accessible Internet site.

2. Submit to Treasury an employee compensation plan.

City/village/township: This certification, along with the employee compensation plan, must be received by June 1, 2013 to
receive the June and August payments or on or before July 31, 2013 to receive the August payment. Post mark dates will not be
considered. For questions, call (617) 373-2697.

County: This certification, along with the employee compensation plan, must be received by June 1, 2013 (or the first day of
a payment month) in order to qualify for that month’s payment. Post mark dates will not be considered. For questions, call (517)
373-2697.

PART 1: LOCAL UNIT INFORMATION

Local Unit Name Local Unit County Name

Village of Stockbridge Ingham

Local Unit Code Contact E-Mail Address

333020 tsadowski@vil.stockbridge.mi.us

Contact Name Contact Title Contact Telephone Number
Donald Byrd Village President (517) 851-7435

Website Address, if plan is available online
www.vil.stockbridge.mi.us/FinancialTransparency.aspx

PART 2: CERTIFICATION

In accordance with 2012 Public Act 200, the undersigned hereby certifies to Treasury that the above mentioned local unit has
developed an employee compensation plan and has made the plan available for public viewing in the city, village, township, or
county clerk’s office or has posted the plan on a publicly accessible Internet site. The employee compensation plan is attached to
this signed certification.

Chief Administrative O_fficer Signature (as defined in MCL 141.422b) Printed Name of Chief Administrative Officer (as defined in MCL 141.422b)

i //’(’;y éﬁ? Donald Byrd
M s 7 2 =l

Tille B Date
Village President 9/26/2012

Completed and signed form (including required attachment) should be e-mailed to: TreasRevenueSharing@michigan.gov
If you are unable to submit via e-mail, mail the completed form and required attachment to:

Michigan Department of Treasury
Office of Revenue and Tax Analysis
PO Box 30722

Lansing Ml 48909

TREASURY USE ONLY

EVIP/CIP Certification Received EVIP/CIP Notes
Y N

Final Certification Plan Received
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VILLAGE OF STOCKBRIDGE
PERSONNEL POLICIES MANUAL

1. INTRODUCTION TO THE MANUAL
1.01 Purpose of the Manual

The purpose of these policies is to establish formal procedures to be used as a guide to
personnel matters and as a basis for consistent and fair treatment of employees of the
Village of Stockbridge (the Village). The Village reserves the right to modify or
discontinue any of the policies or employee benefits described in this manual, or
modify the compensation of employees by resolution of the Village Council as based on
the recommendation of the Village Manager, or through administrative amendment.

Employees are expected to use good judgment in their actions, especially regarding
the impact of their actions upon co-workers and the public image of the Village.

To accomplish this, it shall be the responsibility of each employee to: '

« Treat other employees and the general public in a courteous manner.

e Actin accordance with the highest ethical standards in all dealings with public
officials, employees, residents, consultants and contractors.

» Understand that discrimination based on race, color, religion, national origin,

sex, marital status, sexual orientation, age, disability, political affiliation, or
other protected classes is unacceptable.

e Perform job duties in a proper, efficient and safe manner, and to the best of
his/her ability.

« Observe at all times, all Village of Stockbridge work rules, policies and
procedures.

1.02 Application of Policies

Nothing in this manual is designed, nor to be interpreted, as creating a contract between
the Village of Stockbridge and the employee. This Handbook is applicable to all Village of
Stockbridge employees. Except as noted below, the provisions of this Handbook do not
apply to elected Village officials, members of Downtown Development Authority, nor to
members of any other similar appointed commission, board or entity. However, the policy
regarding Unlawful Harassment applies to ali Village employees, even those specifically
excluded above.

The provisions contained in this Handbook supersede any and all contrary representations
that have been made by the Village, any officer or elected official, or any employee.
However, if the terms of this handbook vary from a specific policy, procedure, work rule,
etc. currently in effect for a certain classification or group of employees, that specific
policy, procedure, work rule, etc., shall remain in effect. If the terms of a policy,
procedure or benefit vary according to the classifications that an employee holds, the
terms that apply to employees in that classification will be specifically described.



The Village Council shail remain responsible for all employment conditions within the
Village including, but not limited to: the hiring and firing of employees, job transfers,
working conditions, employee complaints and other similar responsibilities.

1.03 Distribution

A copy of this manual shall be provided to each employee of the Village of Stockbridge
and may be distributed electronically. Each employee receiving a copy of this manual
will sign and return a standard form certifying his/her receipt and review of the
manual. The Village Manager will promptly forward revisions to the manual to all
affected individuals. This manual shall be available for inspection at Village Hall during
regular business hours,

1.04 Severability

If one or more provisions of this policy manual are superseded by or become in conflict
with state or federal laws, or if they are determined by a court of competent jurisdiction
to be inappropriate and voided, then the balance of the manual shall remain in effect.

2. WORKFORCE

2.01 Employee Types

The Village's organization is comprised of different types of employees, depending upon
Village needs and employment arrangements. Unless specified otherwise, all employees
are subject to the conditions outlined in this personnel policy manual and are subordinate
to the Village Manager and his/her respective department heads. The various employee
types are described below.

2.02 Full-time Employees

Full-time employees are regularly scheduled to work between thirty-two (32) and forty
(40) hours per week. Regular full-time employees are eligible for the Village's complete
array of employee benefits, as outlined in Sections 8 and 9.

2.03 Part-time Employees

Part-time employees are regularly scheduled to work less than thirty-two (32) hours per
week, except in cases of filling in for absent co-workers or when operational needs
dictate. Part-time employees are not eligible for benefits except as specified as applying
to part-time employees.

2.04 Seasonal Employees

Seasonal employees are employed during certain months of the year or for special-
events or projects. Seasonal-employees may be “full-time,” but their position does not
exist year-round. "Seasonal” employees are not eligible for benefits except those
specified as applying to seasonal employees.



2.05 Temporary Employees

Temporary employees are employed for a specific period of time not to exceed
ninety (90) days for special projects, replacement or fill-in work or other assignments
of a non-recurring nature. Temporary employees may be "full-time,” however their
position does not exist permanently. Temporary employees are not eligible for
benefits.

2.06 Orientation Period

Probationary employees are newly hired employees who are in the process of
completing the Orientation Period. The Orientation Period is provided to familiarize
new employees with the organization and the specific duties and responsibilities of
their positions. The Orientation Period is discussed in detail in Section 3.10.

A probationary employee will become eligible for benefits after ninety (90) days. For
purposes of calculating benefits, an anniversary date is considered the date the
employee began work (not the date the Orientation Period was successfully
completed.)

3. EMPLOYEE SELECTION AND RELATED REQUIREMENTS
3.01 Equal Employment. Opportunity

It is the policy of the Village of Stockbridge to provide equal opportunity to all
qualified individuals in its recruitment, hiring and employment practices and to
assure that there will be no discrimination against any person on the grounds of
race, color, religion, sex, age; sexual orientation, national origin, political affiliation,
marital status, disability, or other protected classes.

3.02  Accommodation of Disability

Federal and State law requires employers to make accommodations to applicants and
employees with disabilities where the accommodation does not impose an undue
hardship on the employer. Disabled employees and applicants may request an
accommodation of their disability by notifying the Village in writing of the need for
accommodation within one hundred and eighty-two (182) days of the date the person
knows or should know that an accommodation is needed. Failure to properly notify the
Village will preclude any claim that the Village failed to accommodate for the disability.

3.03 Application for Position Opening

All applicants seeking employment with the Village must complete a job application
form and submit it to the Village Manager. Additionally, a resume may be required



depending on the particular position. The purpose of the application is to obtain
pertinent information related to the applicants' education, training and qualifications.

3.04 Réjection of Applications

The Village considers the accuracy of the information the applicant provides during the
employment process to be of utmost importance. The Village may reject employment
applications, or dismiss current employees if the Village finds inaccuracies in the job
application or submitted resume whenever they are discovered. Further, applications
may be rejected for any legally permissible reason.

3.05 Selection: Internal Promotions and New Appointments

Internal Promotions

The Village of Sto*ckbridge may give preference to internal candidates who possess
qualifications and experience equal to that of any external candidate.

Employees who have successfully completed the Orientation Period may submit
application for promotion. Probationary employees shall not be considered for
promotion until they. have successfully completed their probationary period.

The Village Manager shall make appointments or promotions according to merit as
established by:

1. Knowledge, training and ability to successfully perform the work

2. Performance evaluation

3. Ability to meet the requirements of the position, with or without
reasonable accommodation.

Newly promoted employees are required to complete a six month Orientation Period in
their new position according to the guidelines contained in Section 3.01. A promoted
employee may return or be returned to their former position within that six month
Orientation Period if performance standards are not satisfied.

New Appointments

Vacancies will be open to the public. These will be posted and published, with
applications available through the Village Clerk's office.

The Village shall actively strive to hire the best-qualified individual available for the
position as determined by a review of qualifications or possibly, a competitive exam.
Occasionally, outside experts or consultants may be used to assist the Village in
recruiting, testing and evaluating applicants.

3.06 [Blank]



3.07 Background and Reference Checks

The Village will verify information provided during the application process through
background and reference checks. This will include a driver's license review and driving
record check to establish insurability and validity. Driving records will be checked
periodically for employees who operate vehicles for Village related business.

In addition to the driver's license and driving record check, the Village will contact the
personal and professional references provided by the applicant, or as identified by the
Village, as well as obtaining verification of criminal conviction records. All positions may
be subject to a credit history check as public employees have access to public property,
public funds and often have access to private property in the course of their duties.

Consent forms will be provided to inform employees of the specific checks being
conducted, and to obtain liability waivers. Consent forms will be provided prior to the
conduct of a background or reference check. Applicants declining to authorize such
checks shall be barred from further consideration for any position with the Village.

3.08 Physical Examination and Drug Screening

Upon conditional offer of employment, the Village will require a physical exam or written
documentation acceptable to the Village that the potentiai employee is physically fit to
perform job duties, with or without accommodation. For some classifications, this will
include a drug screening. Proof of physical fitness must be obtained from a qualified
physician as designated by the Village. The cost of the physical exam and drug screening
will be borne by the Village. Returning seasonal employees may be required to complete
this process upon each return to employment with the Village. Furnishing false or
misleading information will result in immediate discharge.

3.09 Nepotism

Relatives of elected or appointive officers of the Village are ineligible for hire during the
tenure of the related officer. "Relative” is defined by the Village as a spouse, child, parent,
grandchild, grandparent, sibling, half-sibling, or spouse of any of the aforementioned,
including relationships established through adoption. Due to the small size of the
community, persons already employed by the Village upon the election of a relative as
defined above may be retained in their position as long as they are not under the direct
supervision of the Village Council or the appointed officer.

Village Council may, exempt individuals from this policy if such an exemption is believed
to be in the best interest of the Village. Individuals who are appointive officers or
employees of the Village at the time a relative is elected are in no way disqualified or
jeopardized by this policy.

3.10 QOrientation Period

All new employees of the Village or newly promoted employees will complete an
Orientation Period during which they are considered a probationary employee. The



orientation period is 90 days, but may vary based on position requirements. Absences and
leaves during the Orientation Period will extend it accordingly.

Under certain circumstances, the Orientation Period may be waived completely or
extended at the discretion of the applicable department head, with approval of the Village
Manager.

During the Orientation Period, training is provided regarding Village operations and
specific job duties. Probationary employees will be provided instruction and guidance from
their supervisors and co-workers during this period. Employees should seek job and
performance clarification and actively participate in orientation to the Village and their
jobs during this period.

Benefits are not available to new employees during the Orientation Period. Employees
working in a new position as the result of internal promotion will maintain the benefit
levels earned in their former position until the Orientation Period is successfully
completed. Following successful completion of orientation to the new position, a
promoted employee will receive any modifications to their benefits package that may
result from the promotion.

Nothing in this Section shall be construed to change an employee’s “at will” status.
3.11 At Will Employment

All employees of the Village are employed at the will of the Village for an indefinite
period and are subject to termination at any time, for any reason, with or
without cause or notice. Likewise, Employees may terminate their employment at any
time and for any reason. '

Except as authorized in writing by the Village President and Village Council, no Village
representative is authorized to medify this policy for any employee or to enter into any
agreement, oral or written, that changes the at-will relationship. Statements contained in
this' manual or any other employee handbooks, employment applications, Village
recruiting materials, Village memoranda, or other materials provided to applicants and
employees in connection with their employment, may not modify this policy. None of
these documents, whether singly or combined, create an express or implied contract of
employment for a definite period, or an express or implied contract concerning any terms
or conditions of employment. Similarly, Village policies and practices with respect to any
matter are not to be considered as creating any contractual obligation on the Village's
part or as stating in any way that termination will occur only for "just cause.”
Statements of specific grounds for termination set forth in this manual or in any other
Village documents are examples only, not all-inclusive lists, and are not intended to
restrict the Village's right to terminate at-will.

Employment at will is a right of both the employee and the employer. However, all
employees are part of a team, working ultimately for the same individuals, the
CITIZENS. Let's all pull together-teamwork will result in the continued progress for our

Village.
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3.12 Residency
Village of Stockbridge employees are encouraged to reside within the Village

4. GENERAL QPERATING PROCEDURES
4.01 Work Day and Work Week
The normal workday for Village employees will vary based on position and department.

Full-time employees shall have a workweek of approximately 32-40 hours of work per
week. The typical week shall be five (5) days per week, but shall be subject to the
Employer’s scheduling needs and the particular demands of an employee’s position.

Any overtime work must be specifically approved by the respective Department Head or
the Village Manager, and overtime pay is subject to the guidelines in Section 5,
"Compensation and classification”.

The Villager Manager or posted work schedules shall determine an employee's daily
starting and ending times. An employee's hours of work may be rescheduled to satisfy
workload demands, operational needs, or to accommodate special requests.

All Village jobs involve providing services to the public. Therefore, it is important that
employees report to work on time, leave for and return from lunch and breaks according
to established schedules, and depart at the end of the day according to policies and
schedules, Any departure from the established work schedule, either as a special
circumstance or permanent change, must be approved by the appropriate supervisor in
advance. :

Repeated tardiness or absences are detrimental to the proper conduct of Viliage
operations and will not be tolerated.

4.02 Attendance

Prompt and regular attendance is an important job performance factor. All employees
shall attend each day of scheduled work unless they receive authorized leave.
Unnecessary, habitual or frequent tardiness or absence will result in disciplinary action up
to and including discharge.

4,03 Breaks

Employees may take a thirty (30) to sixty (60) minute unpaid lunch break. The length of
the lunch break shall be determined by the Employer. Employees will also be entitled to
two (2) fifteen minute paid breaks, one mid morning and one mid-afternoon. Breaks may
not be taken to extend the lunch period, nor at the start or end of the workday. In the
event of a call-in, any breaks shall be allowed or taken only at such times as may be
approved by the Employer.

4.04 Courtesy
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Public inquiries, questions and complaints should be addressed in a prompt and tactful
manner. In dealing with confrontational individuals, employees are expected to remain
calm and composed and, if possible, direct the individual to an appropriate person for
assistance.

In addition to personal contacts, courtesy and consideration are expected of Village
employees while operating a Village vehicle, talking on the phone, or otherwise
representing the Village.

4.05 Personal Appearance

The appearance and demeanor of our employees is important to demonstrating the
professionalism of our organization and commitment to public service. For this reason,
each employee is expected to report for work each day with a positive attitude and an
appropriate appearance for his or her position.

Attire should be consistent with job responsibilities and should not jeopardize the safety
of the employee or distract others. Anyone reporting to work in inappropriate clothing will
be sent home to change. The Village Manager and/or department supervisor may
determine whether or not attire is acceptable.

4,06 Personal Hygiene

Cleanliness is a must for all Village employees. Personal hygiene shall be tended to not
only for the individual's comfort but also for the protection and safety of fellow
employees. Body odors, strong perfume, or smoke may all be particularly offensive to the
public and co-workers. Employees should take pride in their personal appearance and
assure cleanliness and neatness of hair, shoes, clothing and uniforms.

4.07 Drug Free Workplace

The Village of Stockbridge is dedicated to maintaining a safe and drug free workplace.
To do so, employees must comply with the following rules:

« Controlled substances or alcohol are not permitted on the Village's
property.

o Employees may not use, distribute, manufacture, dispense, or possess
controlled substances or alcohol while on work time or in the workplace.

o Employees may not come to work under the influence of any controlled
substances or alcohol.

« Employees may not come to work under the influence of any prescription
or non-prescription medication which may interfere with their ability to
work safely, or which impairs judgment, driving ability, or otherwise may
constitute impairment of their ability to perform their job. In case where
an employee needs to take such medication on an on-going basis, he/she
should bring in a doctor's slip detailing whether it will impair his/her ability
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to perform his/her job safely and properly. Failure to comply with this
provision shall be considered a serious violation of work requirements.

e Possession, use or being under the influence of alcohol or a controlled
substance is grounds for disciplinary action up to and including immediate
termination.

The Village encourages any employee with a chemical dependence problem or
concern about chemical dependence to seek professional treatment before the
problem becomes a deterrent to job performance.

The Village's Drug Free Workplace policy, contained in Appendix A of this manual,
provides further detail. Additionally, specific rules and guidelines for random drug
testing apply to those employees with a Commercial Driver's License (CDL), and
provisions for drug testing based on "reasonable suspicion" are contained in CDr
publications. Consult those documents for detail.

4.08 Use of the Village's Resources

Vehicles, materials, facilities and equipment owned by the Village shall only be used
for Village business. Further, Village employees shall only perform work related to
Village business while on work time. Specific examples, while not an all-inclusive fist,
include the following:

e Mail - Employees may not use the Village's postage for personal mail.
Additionally, employees should not routinely receive personal mail or package
deliveries while at work.

e Phone - All phone lines are to be kept available for the Village's business. Further,
the Village incurs expense for every call placed from the Village, local or long
distance. Therefore, telephone activity in general, and personal calls in particular,
must be held to a minimum. Employees are expected to reimburse any expense
associated with personal long distance calls or excessive personal calls made using
a Village telephone.

« Vehicles - Village-owned vehicles are to be used for official Village business only,
unless otherwise approved by the Village Council or Village Manager, or specified in
an employment contract. '

« Equipment, Facilities and Supplies - Equipment, facilities and supplies are to be
used for Village business only, including computers, copiers and other office
machines.

« Personnel - Village personnel are only to perform work related to Village business
and/or projects while on work time. Employees having other employment shall file
a notice of such employment with the Village Clerk. Outside employment that
presents a potential conflict of interest with Village employment is prohibited
unless approved by the Village Council.

Any visitors to Village buildings or facilities or those seeking access to Village property
should report first to the Village Hall. Prior approval is required from the Village Manager
before bringing visitors into work areas or allowing access to non-public areas of Village
property. Visitors must be escorted at all times to ensure their safety.
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