Personnel Administration Policy
5.1
Authority for Personnel Matters

The township board reserves all authority to hire, supervise, provide direction, discipline and terminate employees as collectively determined by the board of trustees.

5.2
Township Board Duties

The Township Board shall do all of the following:

1.
Develop job descriptions for all township positions

2.
Update job descriptions as needed, and review the accuracy and currency of all job descriptions at least once every three years

3.
Recruit applicants for position vacancies

4.
Provide all new employees with a current copy of the township personnel policies and procedures manual

5.
Monitor changes in state and federal law that impact on township personnel practices

6.
Recommend necessary changes in personnel policies and procedures manual, and provide all employees with copies of amendments to the personnel policies and procedures manual

7.
Provide interpretations of the township personnel policies and procedures when requested by department heads or employees. The interpretation of the township board shall be considered final

8.
Recommend appropriate pay grade or compensation for all employees, subject to board policies and appropriations

9.
Authorize department heads to impose employee sanctions that exceed the severity of a verbal or written warning

10.
Develop and implement a standard employee evaluation form for use by department heads in periodically evaluating the performance of employees under their supervision

11.
Authorize the use of extended leave by employees pursuant to the township personnel policies and procedures manual

12.
Conduct exit interviews of all terminating employees following a voluntary separation from township employment

5.3
Policy Manuals

The provisions of the personnel policies and procedures manual may be changed at the sole discretion of the township board. Township board members, officials and employees may submit any suggested changes or additions to these policies and procedures to the township board. Please note that the Homestead Township Fire Department has a separate set of policies that pertain specifically to the positions and duties of the Fire Department.
5.4
Authorized Work Force

The township board shall determine the number of employees assigned to the various township offices. 

The following procedure shall be used to authorize new positions:

The department head shall submit a draft job description and written position justification to the township board who may approve, modify or reject the draft job description or position justification. 

The township board may accept or reject the implementation of the new position. The board shall not create any new position without prior adoption of any necessary budget amendments.
Due to the size of the Township, elected officials are allowed to be hired as an employee and be compensated for performing non-statutory related duties.
5.5
Independent Contractors

The township board may hire independent contractors to provide specialized or requested services on a project or as-needed basis. All independent contractors will have the following: 

•
A written contract between the township and the contractor 

•
A federal identification number or Social Security number if a sole proprietor 

•
Proof of liability and worker’s compensation insurance 

•
A completed W-9 form
•
Evidence of a business (e.g., business card or current advertisement)
• Pass a background check if requested by the township

5.6
Volunteers

The township board may hire volunteers to provide services for civic, charitable or humanitarian reasons without promise, expectation or receipt of compensation for the services rendered. Township volunteers shall be reimbursed for (mileage, reasonable expenses incurred, other) at the expense reimbursement rates and expense reimbursement policies adopted by the township board. 

5.7 
Equal Opportunity Employment

The township is an equal opportunity employer and shall employ, promote and transfer all employees and job applicants without regard to religion, race, national origin, ancestry, sex, disability, age, marital status, height, weight, arrest record, genetic information, medical condition, requests for a protected leave, or any other protected characteristic under local, state or federal law. 

5.8
Employee Selection

The township shall employ, promote and transfer all employees and job applicants on the basis of merit, qualifications and competence in compliance with all applicable employment laws. 

The township board shall utilize the following procedures in filling any vacant employment positions:

•
A notice of position vacancy shall be developed, based on the current job description and discussions with the department head. The posting shall provide the position title, brief description, education and experience requirements, current pay grade, application deadline, and the township’s Equal Employment Opportunity policy.

•
The position vacancy notice shall be published (on township website an in local newspaper).

•
The applications or resumés submitted will be reviewed by the department head/township board, and a list of qualified candidates will be developed.

•
Interviews will be conducted with the department head/township board participation. Any additional screening procedures, such as employment testing, shall require prior board approval. Up to three non-related references may be contacted.

•
The township board shall select the candidate who best meets the job prerequisites for education, experience and management style, if appropriate.

•
The board may schedule an interview with the candidate at a board meeting.

•
Following board concurrence, the candidate will be offered the position, pending the satisfactory completion of a (physical examination, background check).
5.9 
Employment of Relatives 
The township permits the employment of qualified relatives of officials and employees. 

For purposes of this policy, “relative” is defined as the following, including in-law, step or adopted relations:
•
Spouse

•
Child

•
Parent

•
Sibling

•
Grandparent, grandchild

•
Aunt, uncle

•
First cousin, niece, nephew

The township board is responsible for, and will exercise sound business judgment in the placement of related employees in accordance with the following guidelines:

Relatives are permitted to work in the same facility, provided no direct reporting or supervisory/management relationship exists. No employee is permitted to work within the chain of command or supervision of a relative such that one relative’s work responsibilities, salary, discipline or career progress could be influenced by the other relative.

No relatives are permitted to work in the same department or any other positions in which the township board believes an inherent conflict of interest may exist.

Employees who marry while employed are treated in accordance with these guidelines. If, in the opinion of the township board a conflict or apparent conflict arises as a result of the marriage, one of the employees will be transferred at the earliest practical time.

An applicant for township employment shall notify the township on the application for employment, and a current employee shall notify the township board in writing if a relationship identified in this policy exists.

5.10
Employee Classification

Each employee will be assigned to a particular job with its corresponding job description, pay grade assignment (if applicable), pay range, and classification as follows: Exempt or Nonexempt; Full-time, Part-time, Temporary or Seasonal. 

5.11
Employee Compensation

Each employee shall be entitled to the annual salary or hourly wage determined by the township board and as appropriated in the township budget.

5.12
Benefits

The township board, in its sole discretion, will determine what employment benefits may be provided to township officials or employees. Township board members, officials, department heads or employees may submit suggested changes or additions to the benefits to the township board.
5.13
Employee Supervision

Department heads/township board shall provide direction to employees in a manner that complies with the provisions of the township’s policies and procedures manual, employee handbook, as well as all federal and state laws, and township ordinances.

5.14
Employee Safety

The township shall provide a workplace free from recognized hazards that may cause or are likely to cause death or serious physical harm to employees. 

5.15
Non-Retaliation

The township shall not tolerate retaliation against any employee or other person who, in good faith, reports a violation or perceived violation of township policies, or retaliation against any employee or other person who participates in any investigation as a witness or otherwise. Retaliation is a serious violation of this policy and is subject to discipline up to and including discharge. An employee must promptly report any acts of retaliation to his or her department head or to the personnel officer. 

Payroll

5.16
Payroll

The township shall comply with Michigan wage and hour laws that regulate the method of payment of wages, the payment of wages upon termination of employment, allowable deductions, income tax withholding and payment of employment taxes, wage garnishments, recordkeeping and maintenance of payroll records.

5.17
Payment on Termination

An employee who voluntarily terminates employment will be paid all wages earned and due as soon as the amount can be determined, or at the latest, on the next regularly scheduled payday.

Discharged employees will be paid as soon as the correct amount is determined, or within four days of termination.

5.18
Time Cards

All completed time cards for non-exempt employees shall be submitted to the clerk on the day following the end of each pay period. Time cards will be signed by both the employee and the employee’s department head.

5.19
Deductions and Withholdings

The township shall comply with federal and state laws regarding income tax and Social Security deductions. All voluntary deductions shall be authorized in writing. The clerk shall be notified at least 7 days prior to the end of the pay period of any changes in voluntary deductions or withholding allowances desired by an employee. 

The township shall make appropriate deductions to satisfy any court orders for garnishments or for child or spousal support orders. 

5.20
Payroll Changes

A payroll change order or other documentation shall be used to make any employee changes (e.g., setting or changing compensation, and deductions or withholdings) or to add a new employee to payroll. A payroll change order or other documentation must be signed by the employee and clerk.
A new employee change order shall also be accompanied by the following if applicable: 

•
New Hire Reporting Form 

•
I-9 Form

•
W-4 Form 

•
Direct deposit authorization and any other voluntary deduction forms

5.21
Pay Advances

Pay advances shall not be authorized under any circumstances. 

5.22
Payroll Problems

Employees shall immediately notify the clerk of any problems or errors on their paychecks. A written account of the problem and its resolution shall be created by the clerk.
Personnel Recordkeeping

5.23
Personnel Files

The township clerk shall maintain a permanent personnel record of each township employee. The personnel records shall be kept complete and accurate in compliance with federal and state laws and any applicable general record retention schedules adopted by the State of Michigan. 

Each employee’s personnel file shall contain the following (not an exhaustive list; include, add or omit as applicable):

1.
Personnel data, including full name, Social Security number, current address, resumé or application submitted and physical examination (if required)

2.
Performance evaluations

3.
Use of authorized leaves

4.
Commendations or disciplinary actions

5.
Tax withholding information

6.
Beneficiary information

7.
Record of positions held

8.
Insurance and pension records

A personnel file shall not include:

1.
Employee references supplied to an employer if the identity of the person making the reference would be disclosed.

2.
Materials relating to the employer’s staff planning with respect to more than one employee, including salary increases, management bonus plans, promotions and job assignments.

3.
Medical reports and records made or obtained by the employer if the records or reports are available to the employee from the doctor or medical facility involved.

4.
Information of a personal nature about a person other than the employee if disclosure of the information would constitute a clearly unwarranted invasion of the other person’s privacy.

5.
Information that is kept separately from other records and that relates to an investigation of the employee by the employer regarding criminal activity that may result in loss or damage to the employer’s property or disruption of the employer’s business operation.

6.
Records limited to grievance investigations that are kept separately and are not used for the purposes provided in this subdivision.

7.
Records kept by an executive, administrative or professional employee that are kept in the sole possession of the maker of the record, and are not accessible or shared with other persons. But a record concerning an occurrence or fact about an employee may be entered into a personnel record if entered not more than six months after the date of the occurrence or the date the fact becomes known.

5.24
Employee Access to Personnel File

Upon written request that describes the personnel record, any employee may examine the contents of his or her personnel file under the direct supervision of the clerk. If an employee demonstrates that he or she is unable to review his or her personnel record at the township, then the township, upon that employee’s written request, shall mail a copy of the requested record to the employee.

An employee may obtain a copy of the information or part of the information contained in the employee’s personnel record. 

5.25
Employer Access to Personnel Files 

Board members and department heads shall be allowed to view any personnel file when necessary within the scope of their authority and responsibility. Confidential information contained in a personnel file shall be released to others only with written authorization of the employee. 

The contents of an employee’s personnel file shall not be removed from the township (hall, facility) by anyone. 

The contents of the employee personnel files shall be considered confidential. 

5.26
Release of Personnel Records to a Third Party

The clerk shall review an employee or former employee’s personnel record before releasing information to a third party and, except when the release is ordered in a legal action or arbitration to a party in that legal action or arbitration, shall delete disciplinary reports, letters of reprimand or other records of disciplinary action that are more than four years old.

When notice is required by law, the clerk shall provide written notice to an employee or former employee of a release of the employee’s personnel records.

5.27
Freedom of Information Requests for Personnel Records

Copies of documents contained in the personnel files that are requested pursuant to the Freedom of Information Act may be released only after information that is exempt from FOIA disclosure that may be contained on the document is redacted (deleted or edited out). The FOIA coordinator may contact the township attorney for advice in responding to a FOIA request involving personnel records. 

Motion to approve Personnel Policies 5.1-5.27 was made by _________________ and seconded by ______________________.
Ayes:

Nayes:

Absent:

Motion Approved or Denied

These Policy approvals were passed by Homestead Township at their Regular Board 

meeting held on   _______________________, 2022

Signed: ____________________________    Dated: ____________________
