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CITY OF ALLEGAN 
 CITY COUNCIL STUDY SESSION MEETING 
 Monday, September 28, 2020   6:00PM 
 City Council Chambers   -   231 Trowbridge Street 
 Allegan, Michigan 
 

 
***NO ACTION IS TAKEN DURING THE STUDY SESSION*** 

 
 
 Call to Order 
 
 Public Comment Period 
 
 Downtown Master Plan 
 
 Personnel Policies and Procedures Manual Discussion 
 

Other 
 
 Adjourn to regular meeting to begin at 7:00 pm 

 
 
 
 
 
 
 
 
 
 
 
 

 



Study Session 
 

MEMORANDUM 

 

TO:  City Council 
FROM:  Joel Dye, City Manager 
RE:  Downtown Allegan Master Plan 
DATE:  September 28, 2020 
 
Summary 
 
It is requested that City Council discuss the Downtown Allegan Master Plan. 
 
Over the past year and a half, city staff and the Downtown Development Authority have put together a 
comprehensive Downtown Master Plan to serve as the official policy guide for Downtown Allegan’s 
future development and growth. This plan summarizes the community’s vision, goals, and objectives to 
create a framework and basis for sound downtown development and land use decision-making. 
Enclosed within this Master Plan are details and goals surrounding the following: 
 

1) Existing Conditions of Downtown Allegan 
2) Vision for Downtown Allegan  
3) Downtown Streetscape 
4) Downtown Parking 
5) Downtown Buildings 
6) Downtown Parks 
7) Downtown Events 
8) Prime Opportunities 
9) Implementation Strategies 

 
It is intended that this document should be used as a point of reference for future decision makers as 
they review and approve future development throughout Downtown Allegan. 
 
 
Recommendations 
 
It is recommended that City Council discuss the Downtown Allegan Master Plan. 
 
 
Attachments 
 
Downtown Allegan: Putting It All Into Focus 



Downtown Allegan: 
Putting It All Into Focus
Downtown Allegan Master Plan 2020
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Foreword

Over the past two years, the City of Allegan’s Downtown Development 
Authority, with the assistance of Abonmarche of Benton Harbor, MI, and 
city staff, engaged with numerous community members across multiple 
public meetings to create the following 2020 City of Allegan Downtown 
Plan: Putting It All Into Focus. The plan is the official policy guide for 
Downtown Allegan’s future development and growth. This plan 
summarizes the community’s vision, goals, and objectives to create a 
framework and basis for sound downtown development and land use 
decision-making to ensure that Downtown Allegan will continue to evolve 
into the thriving civic core that its community aspires for it to one day 
become.

This 2020 City of Allegan Downtown Plan is a general guide intended to 
provide a foundation to policy makers as they review and approve future 
development throughout the City of Allegan. Previous Downtown Allegan 
studies and reports, included in this plan, still contain important 
implications and are, in part, still relevant to the future development of 
Downtown. However, it is this 2020 City of Allegan Downtown Plan that 
is the primary policy document when it comes to the future development 
of Downtown Allegan.

The future growth and development of the City of Allegan is paramount 
to its continued prosperity.

4
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Existing Conditions- 
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Previous Downtown Allegan Studies and Reports
Over the past thirty years, the City of Allegan’s public officials, staff, and community members have maintained an 
ongoing interest in the revitalization and growth of Downtown Allegan. Since 1993, there have been twelve 
documented plans and reports that have been formulated to articulate a series of visions for Downtown Allegan’s 
future, each with a set of attainable goals for reaching these visitions. These documents include:

● Allegan Master Plan, 1963, as amended December 1993
● Allegan DDA Development Plan, 1991, as amended 1996
● Allegan DDA Tax Increment Financing Plan, 1991, as amended 1996
● Allegan Downtown Redevelopment Plan, August 1993
● Allegan Zoning Ordinance, November 1993
● Second Story Reuse Strategy, 1994
● City of Allegan: A Community Profile Report, 2002
● Community Visioning Sessions, February 2003
● Downtown Strategic Plan, June 2004
● Downtown Allegan 155 Brady Street Analysis, 2013
● The City of Allegan Housing Target Market Analysis, 2016
● Place Pop, Allegan Pop-up Retail, February 2016

In this 2020 
update of Allegan’s

Downtown Master Plan,
Downtown Allegan:

Putting It All Into Focus
will build upon the visions and goals
delineated in these aforementioned 

documents, bringing each group of ideas
together into a single plan with a strategy for

 implementation that can be followed by future city
officials, staff members, and downtown stakeholders

over the next ten years.
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Current Status of Downtown Allegan
Nestled on the banks of the Kalamazoo River, the charming and historic Downtown Allegan exhibits many of the qualities that are 
found within a successful and vibrant civic center. Its variety of multi-story buildings, sprawling commercial core, and its access to
recreational assets, create a potential destination for eating, shopping,  and 
entertainment. With the completion of the Allegan Riverfront Plaza, 
Downtown Allegan has created a public space that will serve as the focal 
point for downtown development in the years to come. In addition to this 
public gathering space, other developments have included the 
rehabilitation of unoccupied buildings creating additional retail and 
residential spaces. 
Despite this progress, Downtown Allegan faces many challenges that have 
prevented it from reaching its full potential. The downtown core lacks of 
streetscapes devoted to walkability and accessibility, a variety of retail, 
dining, and entertainment options, as well as adequate parking programs. 
Coupled with imperfect building uses, these deficiencies have left Allegan’s 
Downtown at a disadvantage.
Downtown Allegan: Putting It All Into Focus addresses each of these challenges, with goals and action steps for civic leaders and 
community members to follow to help Downtown Allegan reach its true potential in the years to come. 
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Vision Statement

Downtown Allegan is committed to 
creating a well-designed place where 
the community comes together and 
fosters the local economy.

INSERT PICTURE
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Downtown Allegan Framework
The Downtown Allegan Framework is characterized by a 
commercial and entertainment-centered core, accompanied 
by a civic district with community institutions such as the 
Allegan City Hall, the Allegan County Courthouse, the Allegan 
District Library, and the Griswold Auditorium, as well as 
various natural habitats and parkland. 

Map Key:
Commerce/Entertainment

Civic

Nature/Parkland

Residential
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Current Streetscape
Over the course of 2018, and under the guidance of Abonmarche, the Allegan community, and advisory committees such as the 
Downtown Development Authority, Economic Development Corporation, and Public Spaces Commission, staff studied the current 
streetscapes of Downtown Allegan. This study included:

Through the gathering of this data, Abonmarche was able to perform an analysis on Allegan’s downtown streetscape existing 
conditions, and produce a recommendation for an improved design. The proposal put together by City staff and Abonmarche would 
address all established goals, while transforming Allegan’s downtown streetscape into a more activated civic and culture core. 

Engaging with 
the public to 

receive input on 
desired street 

designs

Measuring and 
assessing the 

quality of public 
right-of-ways

Taking an 
inventory of 

current on- and 
off-street 

parking spaces

Studying traffic 
counts at key 
intersections 
throughout 
Downtown
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Proposed Streetscape
When implementing the downtown streetscape proposal, 
the following prioritization of streets will be taken into 
account. This prioritization may change at any time.

Priority of Streets

1. Second Street & State Street
2. Cutler Street Parking Lot
3. Locust Street & Brady Street
4. Hubbard Street Parking Lot
5. Hubbard Street (from M89 to Locust)
6. Hubbard Street (from Locust to Water)
7. Trowbridge Street (from Water to Walnut) 
8. Chestnut Street (from Cutler to Hubbard) 
9. Walnut Street (Trowbridge to Hubbard)

10. Water Street 

1

2

3

6

7

8
5

9 10

4
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Improved streetscapes will be paramount for the success of Downtown 
Allegan as it continues to develop into a successful civic core. Great 
streetscapes create intrigue, vibrancy, and greater accessibility for 
commerce to flourish and fuel economic development. Better connected 
public realms encourage all forms of mobility and interactions in social 
spaces.

Based on recent investments in Downtown Allegan, the City hired 
Abonmarche, an engineering and architectural firm, to conduct a traffic 
analysis and develop a streetscape plan for Downtown Allegan.

Read the entirety of the streetscape plan here.

http://www.cityofallegan.org/Streetscape%20Report.pdf
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As Downtown Allegan continues to grow, 
a more regulated parking system must be 
designed and implemented in order to 
accommodate and support the projected 
growth. In the past, the City has failed to 
perform consistent enforcement of both 
on- and off-street parking due to the high 
availability of parking spaces and low 
parking demand in Downtown Allegan.

Now, with dozens of new apartments 
available in Downtown Allegan, the 
removal of a significant parking lot along 
the Allegan Riverfront to make room for 
public gathering space, and the 
expansion of retail and restaurant 
options, the need for a structured and 
enforceable parking program is apparent.

The goals of the proposed parking program are as follows:

● To designate overnight off-street parking spaces for downtown 
residents to ensure public right-of-ways are clear for snow removal 
and Downtown events.

● To provide Downtown shoppers with ample on- and off-street 
parking options in close proximity to the commercial core.

● To better track and regulate the abandonment of both operable and 
inoperable vehicles in the City’s public realm.

● To create a 
sustainable plan to
better accommodate 
parking for future
housing and
commercial growth.
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Parking Study The area studied, as shown in the image to the left, has 730 
public parking spaces within the downtown commercial core, 
providing access to the many vendors and services.

Inventory of Current Parking
Based on extensive research and counting of individual 
parking spaces by City staff, the above current total of 
parking spaces within the City was obtained. This total 
includes nine lots under City control. These lots include the 
lot between Water and Chestnut on the south side of Cutler 
Street, the lot nearest Schaendorf Brewing Company, the lot 
attached to the Perrigo Outlet Store, the lot at the corner of 
Water and Trowbridge, the lot between Water and Hubbard, 
the Regent Theatre lot, the two lots on the Riverfront, and a 
portion of these spaces in the lot between Brady and 
Hubbard. We’ve delineated these lots by using capital letters 
A through H, and J to correlate with each individual lot.
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Parking Study

From the data obtained in the Downtown Parking Study, the following spreadsheet illustrates the supply and demand of 
off-street parking availability in Downtown Allegan. These counts were obtained throughout the Summer of 2018.
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Parking Study
From the data obtained in the Downtown Parking Study, the following spreadsheet illustrates the supply and demand of 
on-street parking availability in Downtown Allegan. These counts were obtained throughout the Summer of 2018.

*Hyphenated road names indicate the portion of the main road being studied. For example, “Water (Monroe-State)” 
indicates the portion of Water St. between Monroe St. and State St.



Downtown Parking

20

Parking Study 
Based on these findings, it was found that 
Downtown Allegan provides a much larger supply 
of public parking than what is demanded at that 
time. With this information, the Downtown 
Development Authority and City staff can find 
ways to include already provided off-street 
parking spaces in cooperation with future 
developments.

By doing so, the City will be able to devote 
undeveloped sites towards the construction of 
future developments, rather than towards 
accessory parking spaces. However, as more 
apartments and commercial storefronts are 
developed, the need for a well-designed parking 
program is paramount as demand begins to 
increase.
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Downtown Parking Program

Public Parking
Public parking is welcomed in all on-street and off-street 
parking spaces located in publicly-owned parking lots. The 
accompanying map indicates all  publicly-owned parking lots 
including lots A, B, C, D, E, F, G, H and J.

Short-Term Customer Parking
Customers who are planning on stopping in Downtown 
Allegan for a quick errand or a last minute birthday gift are 
welcome to utilize any of the parking spaces closest to their 
desired business.

Long-Term Customer Parking
Customers who are planning on shopping in Downtown 
Allegan for an extended period of time (longer than two hours) 
are encouraged to utilize the off-street parking lots.
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Employee Parking
Employee parking is strongly encouraged to occur in the 
designated spots in Lots A, C, and E, and in some 
on-street parking spaces on Chestnut, Trowbridge, and the 
southern portion of Brady Streets, as shown on the map. 

Why?
Customers often cite difficulties parking due to an 
inadequate number of open spaces, parking spaces being 
too far from businesses, and the time it takes to find a 
parking space. 

By parking in these designated employee lots, these 
concerns will be mitigated by increasing turnover in the 
downtown on- and off-street parking spaces in the retail 
corridor.

Downtown Parking Program
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Overnight Parking
Overnight parking is only permitted in the suggested spaces 
in Lots A, C, D, E, and J for those cars with a valid permit 
between the hours of 2:30am and 5:00am. Permits may be 
purchased at City Hall 

Overnight parking for commercial vehicles is only permitted 
in Lots A and E. 

Overnight on-street parking in Downtown Allegan is strictly 
prohibited.

Failure to comply with the rules of overnight parking will be 
enforced by the Allegan City Police Department and will 
result in a warning, followed by a fine for repeat offenses.

Downtown Parking Program
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Overnight Parking Permits
Permits are available at City Hall and online at cityofallegan.org. 

Annual Passes
Annual passes can be purchased by downtown residents. Applicants must prove residence within the Downtown 
Development Authority boundaries. To purchase this, residents must visit City Hall or the website for an application. 
Annual Overnight passes must be renewed annually.

Temporary Passes
Temporary passes may be purchased by visitors, for lengths up to seven (7) days. Passes must be displayed on the 
car dashboard. To purchase this, visitors must visit City Hall, the website, or designated businesses.

Commercial Passes
Commercial passes may be purchased by downtown businesses that require a vehicle for their operations. The 
vehicle must also display the company’s insignia. Applications can be picked up at City Hall and will be reviewed on 
a case-by-case basis.

Downtown Parking Program



25

Downtown 
Buildings



Downtown Buildings

26

For a small town, Allegan boasts a downtown civic core with a 
high volume of infrastructure. With a downtown that covers 
approximately 33 acres, Allegan is home to over 110 
storefronts, most of which have second story spaces. While 
its bones may provide Allegan with a high ceiling to develop 
into a vibrant center for commerce and entertainment, one of 
Downtown Allegan’s biggest struggles over the years has 
been the ability to attract and retain a diverse collection of 
local businesses. For a downtown to be successful, there 
must be a balanced variety of uses for each available space. 
There must be office spaces to bring people to town during 
the workday, dining options to retain these workers during 
lunch and dinner times, retail and entertainment to attract 
visitors to town in the evenings and on the weekends, and 
living spaces to keep a downtown vibrant year round. In 
Allegan, however, this balance is currently out of proportion.
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The current downtown building usage in the City of Allegan does not maximize the commercial potential of the area. With 
over 25% of first floor units containing offices, the level and variety of retail and dining opportunities are being limited by 
space constraints. Because of the large number of first level offices, Allegan’s downtown is losing a chance to encourage 
leisurely window-shopping and to retain visitors and residents in the commercial core. There are also a large number of 
vacancies on the second level of buildings. The following table outlines the ill-conceived current building uses. 

The table below illustrates the number and types of first story uses that are currently contributing to Downtown Allegan.

The table below illustrates the number of utilized and vacant second story spaces in Downtown Allegan.

Office Service Retail Dining Entertainment Civic Vacancies Total

33 28 25 11 3 6 21 127

Utilized Second Story Spaces Undeveloped Second Story Spaces Total

31 32 63

Current Use
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Gibbs Retail Market Analysis
In 2019, the City of Allegan hired the Gibbs Planning Group (GPG), one of the foremost urban planning and retail 
consultants, to complete a Retail Market Analysis of the Allegan primary trade area. In determining how much additional 
retail and restaurant development is supportable in Downtown Allegan, GPG explored geographic and topographic 
considerations, traffic access in the area, retail strengths, and retail gravitation in the market. GPG found that approximately 
50% of existing retail and restaurant spending is leaving the Allegan area, suggesting a need to concentrate on quality retail 
opportunities within the Allegan Downtown Core. The Retail Market Analysis also estimated that the primary trade market 
could support up to 77,500 sq.ft. of new retail and restaurants, producing an additional $26.0 million in sales by 2024.
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Gibbs Retail Market Analysis

Detailed list of supportable retail in Allegan’s 
Downtown as proposed by Gibbs Planning Group.
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Desired Use
Downtown Allegan is committed to creating a well-designed place where the community comes together and fosters 
the local economy. As it relates to the occupancy in the downtown, the desired use of first floor units reflects retail and 
entertainment while the upper floor units accommodate office and residential space. To do this, the following goals 
have been established: 

1. Place an emphasis on the recruitment and the retainment of retail, dining, and 
entertainment uses in the downtown.

2.     Focus on occupying first story vacancies with retail, dining, and entertainment uses 
in the downtown.

3.     Incentivise the development and use of second story vacancies.

4.     Pass new ordinances or create incentives to relocate current or future office spaces 
to second floor units. 
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One of Allegan’s greatest assets for bringing people together in Downtown Allegan is its parkland. With six parks located 
in or directly adjacent to Downtown Allegan, these natural assets promote public health, sustainability, recreation, 
creativity, and serve as a primary venue for many city sponsored events. These public spaces help anchor Allegan’s 
civic core, and because of their unique viewsheds and scenic nourishment, the continued maintenance of these green 
fields will be vital towards the continued growth of Downtown Allegan moving forward.

Allegan’s parklands are overseen by the Allegan Public 
Spaces Commission. The City has invested resources in 
enhancing these assets through the creation of the 
Allegan Parks and Recreation Five Year Master Plan, 
which was most recently approved in 2019. Through the 
vision of the Public Spaces Commission, the plan will bring 
into focus a vision for generating greater public awareness 
for the City’s parks, move towards installing public art to 
create more unique and interesting public spaces, and a 
greater overall emphasis on creating a user-friendly 
experience for park users and recreation enthusiasts alike.
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Location of Downtown Allegan Parks

1. Jaycee Park
2. Water Street Riverfront Park
3. Allegan Dam Viewing Park
4. Mahan Park
5. Riverfront Plaza
6. Hanson Park

1

2

3

4
5

6



Downtown Parks

Many of Allegan’s downtown parks offer unequivocal aesthetic and recreational opportunities for residents and visitors of 
the region. Downtown Allegan’s parks feature the following assets:

● Skatepark
● Dog Park
● Basketball Court
● Shelter & Tables
● Restrooms
● Paved Sidewalks
● Grills
● Benches
● Drinking 

Fountain
● Lighting
● 9-hole Disc Golf
● 9,700 sq.ft. 

playground
● ADA Accessible 

Kayak Launch

● Pavilion
● Picnic Tables & 

Benches
● Drinking Fountain
● Decorative 

Lighting
● Boardwalk
● Paved Sidewalks 

w/ Brick Pavers
● Accessible 

Parking

● Benches
● Rustic Kayak 

Launch
● Paved 

Sidewalks
● Accessible 

Parking

● Gazebo
● Amphitheater-

  Style Seating 
● Picnic Tables & 

Benches
● Commemorative 

Plaques
● Paved Sidewalks 

w/ Brick Pavers
● Lighting

● Splash Pad
● Outdoor 

Fireplace
● Fishing Dock
● Lighting
● Picnic Tables & 

Benches
● Concert Stage
● Public Art
● Veterans 

Memorial
● Privately-owned 

Zipline

● Gazebo
● Lighting
● Picnic Tables & 

Benches
● ADA Accessible 

Kayak Launch
● Kayak Storage
● Paved Walkway
● Adjacent 

Playground
● Accessible 

Parking
● Hammock 

Grove

Jaycee 
Park

Water Street 
Riverfront Park

Allegan Dam 
Viewing Park

Mahan 
Park

Riverfront 
Plaza

Hanson 
Park

34
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Events provide a vital source for commerce and generate activity in downtown commercial and civic cores. In partnership with its non-profit 
subsidiary, Positively Allegan, the City of Allegan hosts a great number of events that take place downtown throughout the calendar year. 
These events help to create a place where the community comes together to enjoy downtown and its many offerings, as well as help invite 
new people who may have yet to discover the appeal of Allegan. Annually, the City of Allegan, in conjunction with Positively Allegan hosts 
several events, including the ones listed below:

Girls Night Out
Extended business hours, sales, and specials 
on the last Friday of April.

Bridgefest
An all-day community festival featuring 
activities for kids and adults, music and 
entertainment, food and beverages, fireworks 
and more on the second Saturday of June.

Rollin’ on the River
A free Friday night concert series held on the 
Riverfront Stage June through August.

July 3 Jubilee
A patriotic community festival featuring a 
parade, food, music and entertainment,, 
activities for kids and adults, and fireworks.

Allegan Festival of Beers
Allegan County breweries showcasing their 
signature thirst quenching brews, 
mouthwatering food trucks, and rollicking live 
music on the Allegan Riverfront.

Festive Fridays
Extended shopping opportunities and free, 
family-oriented activities every Friday in 
December before Christmas.

NYE! Allegan’s New Year’s Eve Celebration
Michigan’s largest New Year’s Eve ball drop 
on the Riverfront. This free event features 
food and beverages, music, activities for kids 
and adults, and fireworks at midnight. 

Sidewalk Sales
Outdoor sales and specials at participating 
downtown businesses.
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With a proportionally large geographic footprint, the City of Allegan’s downtown area offers a variety of prime opportunities. With a 
vacant lot teeming with ground-up potential, to multiple historic rehabilitation projects combining a piece of the past with modern-day 
progress, there is a great opportunity for private development and investment in the downtown. Throughout this section, key sites have 
been identified for development. These locations hold a key role in the future of Allegan’s economic and community growth.

In the past few years, two expansive rehabilitation projects have 
been completed, triggering a chain reaction of intrigue and 
investment. These two projects, the Shoppes at the Penney’s 
Block as well as The Heritage at 136 Brady, have provided 
necessary residential and retail locations to ensure continued and 
expanded commercial activity in the Downtown.

Prime opportunities such as these solidify Allegan as a community 
full of opportunity and ambition. These identified key development 
sites, in conjunction with current economic development steps 
being taken by the City of Allegan and it’s partners, will be the 
next step in recognizing Allegan’s vision of creating a 
well-designed place where the community comes together and 
fosters the local economy.
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101 Brady Street Lot 
Located at a significant entryway into the community, 101 Brady 
Street has remained a vacant lot for decades, failing to activate a 
valuable piece of real estate. While this lot once contained a 
commercial development, today it serves as a bleak introduction 
to our town, conveying a sense of abandonment and lifelessness.

A market study completed by a regional developer in 2019 proved 
that a hotel in this general area is financially feasible.

Currently, a proposal exists to construct a 5-story, 80 room hotel 
contingent on the City of Allegan vacating a portion of 2nd Street, 
turning the 2nd Street Bridge into a one-way entrance into town, 
as detailed in the Streetscape Plan.

The City of Allegan’s Request for Proposal can be read here.

http://www.cityofallegan.org/101%20Brady%20RFQ.pdf
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The Mill District
The Mill District, located on the eastern edge of Allegan’s Downtown Core, was once 
the driver of Allegan’s economic vitality. The area once boasted fifteen water 
powered mills before transitioning to a hub of furniture making with Imperial Carving. 
In 1997, Imperial Carving closed their doors leaving the Mill District largely 
abandoned.

To maximize the potential of the Mill District, a strategic approach will be necessary 
to assemble all available land possible to create a new recreational area that will 
serve as a draw for both commercial and residential investment. Furthermore, the 
new recreational area will draw new visitors into the community to experience 
Allegan and support local businesses through the purchase of goods and services 
while in town.

In order to activate this unique piece of real estate, there is a proposed mixed-use 
development with a focus on leveraging non-developable areas to drive value to 
potential developable parcels. 

Read the entirety of the Mill District Report here. 

http://cms7.revize.com/revize/alleganmi/Mill%20District%20Report%20.pdf
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Allegan City Dam Removal
For some time, there has been a continued discussion regarding the future of the City-owned dam and riverfront. The current 
conditions of the powerhouse and dam structure, combined with the contaminated river sediment, necessitated an in-depth 
analysis to explore potential solutions. In January 2020, the Allegan City Council voted in favor of a full dam removal, contingent 
on funding being acquired and community input into the design of the newly formed Riverfront.

The Allegan City Dam Feasibility and Conceptual Design Report can be read here.

http://www.cityofallegan.org/Allegan%20Dam%20Report%20060419%20wAppx.pdf
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142 Hubbard Street - The Flatiron Building
The flatiron building at 142 Hubbard Street is located on the corner of Downtown 
Allegan’s largest intersection. This physically and architecturally imposing 
structure is a major focal point of three joining roads and is visible for the length 
of the main street. It has sat vacant for more than a decade. 

This hollow building diminishes the charm of Downtown Allegan and detracts 
from the progress made on other exciting projects.
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245 Hubbard Street
Serving as a bookend to Hubbard Street’s sizable stretch of commercial 
and office spaces, 245 Hubbard Street has been identified as a prime 
opportunity for development. Not only does this location mark the 
beginning of a commercial block, but it also serves as a gateway to the 
Allegan Riverfront Plaza. By sitting vacant, a key commercial 
opportunity with high traffic and visibility is underrealized. 
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137 Brady Street
137 Brady Street is the southern bookend of the stretch of buildings along the 
Riverfront. Most recently home to a high-end specialty market, the now-vacant 
building faces three directions -- the Riverfront, Mahan Park, and Brady Street, 
where the recent redeveloped building, The Heritage, is home to five 
commercial spaces on the first floor and four residential units on the second 
floor.

Although the second floor of this property is occupied, the empty first floor is 
particularly exacerbated by the recent accomplishment of The Heritage located 
directly across the street.
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155 Brady Street - Second Floor
One of the largest buildings located in Downtown Allegan is home to an 
insurance company on the street level, an ice cream shop on the lower 
Riverfront level, and remains vacant on the top floor. 

Located at the corner of Hubbard and Brady Streets, 155 Brady Street 
serves as a visual terminus -- the end point of the Locust Street corridor.

Once activated, this three level building has the potential to join the 
Shoppes at the Penney’s Block and Lumberman Lofts to be one of the 
most impressive fully utilized properties in Downtown Allegan.

This location is an anchor of the core downtown.
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200 Locust Street - Second Floor
As one of the most architecturally unique buildings in Downtown Allegan, 
200 Locust Street has maintained an imposing presence in the main 
downtown intersection of Locust and Trowbridge Streets since 1903. 

This building has had several main level uses throughout the years including 
the home of Allegan’s original post office, and is currently home to Minnie 
Sophrona’s Restaurant since 1991. 

While the main level boasts a beloved diner, the second floor of this location 
is vacant, failing to realize great potential for a residential development. 
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125 Locust Street - Second Floor
Like all of the previously mentioned locations, 125 Locust Street is another 
anchor location in Downtown Allegan.

Home to the R B Huff Store for over 50 years, when the cornerstone store went 
out of business, a locally owned handmade headband business quickly occupied 
and grew into what would have been a sore sight on the corner of the 
downtown’s main shopping street.

Now a successful women’s clothing boutique complete with in-house light 
manufacturing of the specialty headbands, the eye-catching building’s vacant 
second floor has now come into focus.
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Next Steps
For Implementation



Next Steps for Implementation

In addition to following other strategic plans such as the City of Allegan’s Economic Development Plan, the following action 
plans will be utilized to accomplish the various developments and desired uses stated within this Downtown Strategic Plan:

● Pursue funding 
through grant 
programs such as 
the Rural Business 
Development 
Grant.

● Engage further 
with community 
members and local 
businesses to 
ascertain what 
streetscape 
features best suit 
their needs.

● Continue working 
with the City Police 
Department and 
Department of 
Public Works to 
ensure reliable 
enforcement and 
maintenance.

● Effectively 
communicate a new 
permit system to 
residents and 
business owners.

● Work with City 
Council members 
and building 
owners to develop 
potential incentive 
programs to utilize 
second floors for 
optimized office 
space and 
residential units.

● Implement similar 
programs for first 
floor vacancies 
with emphasis on 
retail & dining.

● Reach out to 
developers to 
gauge interest in 
investing in the 
Mill District. 

● Bring the 
discussion of the 
proposed increase 
in recreational 
usage to the 
Public Spaces 
Commission.

● Continue 
sub-committee 
work to gather 
community input 
on final design of 
the Allegan 
Riverfront.

● Acquire grant 
funding in 
conjunction with 
the Department of 
Natural Resources 
and the State of 
Michigan. 

Streetscape Parking Buildings 101 Brady 
Street Lot 

Mill District 
Development

Allegan Dam 
Full Removal
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● Continue to work 
with regional 
developers to 
create a 
significant mixed 
use multi-story 
investment.



Conclusion

50

The Downtown Allegan: Putting It All Into Focus Master Plan 2020 is the 
result of the combined efforts of the Allegan City Council, Downtown 
Development Authority, Planning Commission, Public Spaces 
Commission, multiple private firms, and City of Allegan Staff.

It is the intention of this document to act as the principle guideline in the 
continued development of the City of Allegan. The commentary, strategy, 
and recommendation contained herein was put forth through extensive 
work and with great consideration and input from the many groups made 
up of members of the public who come together for the betterment of 
their shared community. Future decision makers should not rely on this 
document in its entirety, but should make continual use of its instruction 
and reference the Master Plan frequently as they review and approve 
future development throughout the City of Allegan.

If the City of Allegan is to experience a longevity of prosperity, its 
continued growth and development must be maintained and broadened. 
Policy makers and residents of the City of Allegan must be prepared for 
and willing to foster innovation.

Progress is not possible without change.



Study Session Discussion

MEMORANDUM 

TO: 
FROM: 
RE: 
DATE: 

Allegan City Council 
Joel Dye, City Manager 
 City of Allegan Personnel Policies and Procedures Manual September 
23, 2020 

Summary 

 

As emailed earlier to council and discussed at the September 14, 2020 City Council Meeting, 
city staff has spent considerable time over the past few months completely rewriting and 
updating our City of Allegan Personnel and Procedures Manual.  This work was done to 
reorganize the document, so it is more readable, address some legal language as it relates 
to harassment, as well as better define various leaves of absences, such as non-duty medical 
leave, bereavement leave, and holiday.   

In light of the discussion on September 14th, City Staff made changes to the Personal 
Appearance and Hygiene Section on Page 74, Work Related Expenses on Page 33, and 
corrected the spelling error of FMLA on page 43.   

We believe this captures council’s concerns with the original document. 

Recommendation 

.  

Attachment 

City of Allegan Personnel Policies and Procedures Manual 
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WELCOME 
 
 
The City of Allegan firmly believes you, as an employee, are an important member of the City of 
Allegan, who, over the years, has enjoyed an enviable tradition of integrity, friendliness and service 
to our fellow citizens.  It is sincerely hoped that, by working together in understanding and confidence, 
the public will continue to receive the highest measure of service. 
 
This Manual is intended to acquaint you with the personnel policies of the City of Allegan.  You 
should read it carefully and keep it available for ready reference.  If your questions are not answered 
in the following pages, please feel free to contact your Supervisor or your Department Head. 
 
 

         
       Joel Dye, City Manager 
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SECTION 1.0 
 

APPLICATION OF PERSONNEL POLICIES AND PROCEDURES 
 
I. PURPOSE 
 

To establish policies and procedures for personnel employed by the City of Allegan 
 
II. APPLICATION 
 

The City Council is responsible for the creation of policies for the operation of the City. The 
City Manager is responsible for implementation of City policies and has administrative 
control over City operations. The City’s ability to provide services is directly related to the 
efficiency of the employees working for the City.  An important factor in attracting and 
keeping efficient and fully trained personnel is the establishment of uniform personnel rules 
and regulations. The City has accordingly adopted the rules and regulations contained in this 
Personnel Policies and Procedures Manual but changing circumstances may require their 
revision from time to time.  
 
The rules and regulations contained in this Personnel Policies and Procedures Manual 
apply to all City employees; provided however, where the provisions on this Manual 
conflict with or differ from the provisions of a written employment agreement or a 
collective bargaining agreement entered into between the City and a recognized labor 
representative, the provisions of the written employment agreement or collective 
bargaining agreement shall be applied to the signatory to the written employment 
agreement rather than the provisions of this Manual. These rules and regulations are subject 
to change, and employees should consult with the City Manager to determine whether a rule 
or regulation remains in effect.  

 
III. POLICY 
 

A. Personnel policies have been developed to assist employees of the City to 
understand the terms and conditions of their employment.  These personnel policies 
are subject to change. 

 
B. A Personnel Policies and Procedures Manual containing applicable personnel 

policies shall be given to all employees of the City. Employees will be required to 
sign a statement indicating that they have received a copy of the Personnel Policies 
and Procedures Manual and that they understand that the policies contained in that 
Manual, are subject to change and govern their employment with the City. 

 
C. This Personnel Policies and Procedures Manual, or any other written or verbal 

communication by the City, is not intended as and does not create a contract of 
employment, either expressed or implied. 
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SECTION 1.1 
 

CODE OF CONDUCT 
 

I. PURPOSE 
 

To establish policies and procedures regarding code of conduct. 
 

II. POLICY 
 

The workplace brings together many different types of people whose unique perspectives 
and individual skills and talents add tremendous value to the City of Allegan.  All 
employees at every level within the organization, are expected to treat each other as 
respected and valuable colleagues.   
 
With regard to general rules of conduct, it is impossible to create an exhaustive list of 
behaviors or potential infractions.  The City expects that common sense, professionalism, 
and general decency will govern personal conduct.  Employees, officers, and volunteers 
should act as good stewards of the City and should always follow the guidelines below.  
However, these guidelines are in no way to be construed in a manner which conflicts with 
personnel policy, administrative rules, or State or Federal law, or other regulations 
particularly as related to such matters as harassment, discrimination, or other personnel 
related issues.   

 
A. Be Polite, Courteous, and Professional.   

 
1. Personal friendship is discretionary. Civility, professionalism, and courtesy at 

the workplace and when representing the City is required. 
2. Respect deadlines, both yours and others.  Manage your own work; let others 

manage theirs.  
3. Critique and improve your own performance and that of your department. Limit 

interdepartmental scrutiny to the problems created for your department. 
 

B. Consciously Manage Interpersonal Communication.  
  
1. Speak directly to the listener. Do not make comments in passing or under your 

breath. 
2. Try to be civil and polite. You do not need to be jovial, but you are required to 

be civil and professional. 
3. Exercise extreme caution in the use of humor. It is too often being intentionally 

or unintentionally misunderstood, misused or taken out of context. 
4. Discuss all issues directly to avoid confusion, particularly issues that deal with 

personnel matters. 
5. Avoid interpersonal gamesmanship and detrimental office politics. 
6. Take personal responsibility to stop the flow of gossip, insinuations, opinions, 

etc. Respect the confidentiality associated with departmental, organizational, 
personnel or personal matters. 
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7. Actively encourage a sense of trust, unity of common interests and 
responsibilities, as developed among a group of persons closely associated in a 
common goal. 

 
C. Respect the Organizational Hierarchy. 

 
1. Address interpersonal matters directly whenever possible. 
2. Address matters progressively up the chain‐of‐command. 
3. Address internal matters internally. 
4. Address administrative matters administratively, not politically. 
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SECTION 1.2 
 

EQUAL OPPORTUNITY POLICY 
 
I. PURPOSE 
 

To establish a policy guaranteeing equal opportunity in employment. 
 
II. POLICY 
 

The City is an equal opportunity employer and will not discriminate with regard to religion, 
race, color, national origin, age, sex, height, weight, marital status, disability, sexual 
orientation, or genetic information.  Individuals who believe that they have been unlawfully 
discriminated against may file a complaint with the City Manager, who is designated as the 
EEO/ADA/Section 504 Compliance Officer. In the event of an alleged act of discrimination 
caused by the City Manager, the report shall be made to the City Attorney or to a member of 
the Allegan City Council.  The City will ensure that a prompt and equitable resolution of the 
complaint is achieved.  
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SECTION 1.3 
 

PERSONNEL RECORDS 
 
I. PURPOSE 
 

To establish policies and procedures regarding personnel records. 
 

II. POLICY 
 

Personnel files are maintained for all employees at City Hall.  Employees are required to 
advise the Finance Department in writing of their current address, telephone number, name, 
and marital status as well as any changes in this information.  Employees requesting 
personnel information released to outside parties shall provide a signed authorization to the 
Finance Department.  Employees may review the contents of their personnel files upon 
request to the City Manager but may not remove their personnel file from City Hall.  Access 
to an employee’s personnel file is limited to the City Manager, an employee’s immediate 
supervisor, the employee and such other agents of the City as deemed necessary by the 
City Manager and/or the City Council and consistent with state laws. 
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SECTION 1.4 
 

PERSONAL HEALTH INFORMATION PRIVACY (HIPPA) 
 
 
I. PURPOSE 
 

The City sponsors group health plans that provide medical, dental, and other benefits to 
eligible employees. The Privacy Rules under the Health Insurance Portability and 
Accountability Act (HIPAA) generally restrict the ability to use and disclose certain health 
or medical information about you that is created or received by these group health plans or 
by the City in connection with these group health plans.  This Notice describes how medical 
information about you may be used or disclosed and describes your legal rights regarding 
your medical information. References to the Plan throughout this notice also shall mean 
the City, as plan sponsor.  If you have any questions about this Notice, please contact the 
City Manager or Finance Director, which serves as plan administrator. 
  

II. POLICY 
 

Protected Health Information 
 

The HIPAA Privacy Rules protect only certain medical information known as protected 
health information (“PHI”). Generally, PHI is individually identifiable health information, 
including demographic information, collected from you or received by a health care 
provider, a health care clearinghouse, a health plan or your employer on behalf of a group 
health plan, that relates to: (1) your past, present, or future physical or mental health or 
condition; (2) the provision of health care to you; or (3) the past, present, or future payment 
for the provision of health care to you. 

 
Our Pledge and Responsibilities Regarding PHI 
 
We understand that PHI about you and your health is personal, and the Plan is committed 
to protecting PHI. The Plan is required by law to satisfy the following responsibilities with 
respect to any PHI created or received by the Plan: (1) maintain the privacy of your PHI; 
(2) provide you with certain rights with respect to your PHI; (3) give you this Notice of the 
Plan’s legal duties and privacy practices with respect to your PHI; and (3) follow the terms 
of the Notice that are currently in effect. 

 
How the Plan May Use and Disclose Medical Information About You 
 
As permitted by law, the Plan may use or disclose your PHI under certain circumstances 
without your permission. The following categories describe different ways that the Plan 
may use and disclose PHI. For each category of uses or disclosures an attempt will be made 
to provide an explanation and examples. Not every use or disclosure in each category is 
listed. However, all the ways the Plan is permitted to use and disclose PHI will fall within 
one of the categories. 
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For Treatment. The Plan may use or disclose your PHI to facilitate medical treatment or 
services by providers. The Plan may disclose PHI about you to providers, including 
doctors, nurses, technicians, medical students, or other hospital personnel, who are 
involved in taking care of you. For example, the Plan might disclose information about 
your prior prescriptions to a pharmacist to determine if prior prescriptions contraindicate a 
pending prescription. 

 
For Payment. The Plan may use and disclose PHI about you to determine eligibility for 
Plan benefits, to facilitate payment for the treatment and services you receive from health 
care providers, to determine benefit responsibility under the Plan, or to coordinate Plan 
coverage. For example, the Plan may tell your health care provider about your medical 
history to determine whether a treatment is experimental, investigational, or medically 
necessary or to determine whether the Plan will cover the treatment. The Plan also may 
share PHI with a utilization review or pre-certification service provider. Likewise, the Plan 
may share PHI with another entity to assist with the adjudication or subrogation of health 
claims or to another health plan to coordinate benefit payments.  The Plan may release PHI 
about you to a family member, friend or other person who is involved in your medical care 
or payment for your medical care, unless you tell us not to release such information. 

 
For Health Care Operations. The Plan may use and disclose PHI about you for other 
Plan operations. These uses and disclosures are necessary to run the Plan. For example, the 
Plan may use PHI in connection with: conducting quality assessment and improvement 
activities; underwriting, premium rating, and other activities relating to Plan coverage; 
submitting claims for stop-loss (or excess loss) coverage; conducting or arranging for 
medical review, legal services, audit services, and fraud and abuse detection programs; 
business planning and development such as cost management; and business management 
and general Plan administrative activities. 

 
For Business Associates. The Plan may contract with individuals or entities known as 
Business Associates to perform various functions or to provide certain types of services on 
the Plan’s behalf. In order to perform these functions or provide these services, Business 
Associates will receive, create, maintain, use and/or disclose your PHI, but only if they 
agree in writing with the Plan to implement appropriate safeguards regarding your PHI. 
For example, the Plan may disclose your PHI to a Business Associate to administer claims 
or provide support services, such as utilization, management, pharmacy benefit 
management or subrogation, but only after the Business Associate enters into a Business 
Associate Agreement with the Plan. 

 
As Required by Law. The Plan will disclose PHI about you when required to do so by 
federal, state, or local law. For example, the Plan may disclose PHI when required by a 
court order in a litigation proceeding, such as a malpractice action.   

 
To Avert a Serious Threat to Health or Safety. The Plan may use and disclose PHI about 
you when necessary to prevent a serious threat to your health and safety or the health and 
safety of the public or another person. Any disclosure, however, would only be to someone 
able to help prevent the threat. For example, the Plan may disclose PHI about you in a 
proceeding regarding the licensure of a physician.  
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To Plan Sponsor (i.e. The City). For the purpose of administering the Plan, PHI may be 
disclosed to certain employees of the City. However, those employees will only use or 
disclose that PHI only as necessary to perform plan administration functions or as 
otherwise required by HIPAA, unless you have authorized further uses or disclosures. Your 
PHI cannot be used for employment related purposes without your specific, written 
authorization. Information also may be disclosed to another health plan maintained by the 
City for purposes of facilitating claim payments under that health plan. 

 
Special Situations. In addition to the above, the following categories describe other 
possible ways that the Plan may use and disclose your PHI. 
 
A. Organ and Tissue Donation. If you are an organ donor, the Plan may release PHI to 

organizations that handle organ procurement or organ, eye or tissue transplantation 
or to an organ donation bank, as necessary to facilitate organ or tissue donation and 
transplantation. 
 

B. Military and Veterans. If you are a member of the armed forces, the Plan may 
release PHI about you as required by military command authorities. The Plan also 
may release PHI about foreign military personnel to the appropriate foreign military 
authority. 
 

C. Workers’ Compensation. The Plan may release PHI about you for worker’s 
compensation or similar programs. These programs provide benefits for work 
related injuries or illness.          

 
 

D. Public Health Risks. The Plan may disclose PHI about you for public health 
activities. The activities generally include the following: (1) to prevent or control 
disease, injury or disability; (2) to report births and deaths; (3) to report child abuse 
or neglect; (4) to report reactions to medications or problems with products; (5) to 
notify people of recalls of products they may be using; (6) to notify a person who 
may have been exposed to a disease or may be at risk for contracting or spreading 
a disease or condition; and (7) to notify the appropriate government authority if we 
believe a patient has been the victim of abuse, neglect or domestic violence. The 
Plan will only make this disclosure if you agree or when required or authorized by 
law. 
 

E. Health Oversight Activities. The Plan may disclose PHI to a health oversight 
agency for activities authorized by law. These oversight activities include, for 
example, audits, investigations, inspections, and licensure. These activities are 
necessary for the government to monitor the health care system, government 
programs, and compliance with civil rights laws. 
 

F. Lawsuits and Disputes. If you are involved in a lawsuit or a dispute, the Plan may 
disclose PHI about you in response to a court or administrative order. The Plan also 
may disclose PHI about you in response to a subpoena, discovery request, or other 
lawful process by someone else involved in the dispute, but only if efforts have 
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been made to tell you about the request or to obtain an order protecting the 
information requested. 

 
G. Law Enforcement. The Plan may release PHI if asked to do so by a law enforcement 

official: (1) in response to a court order, subpoena, warrant, summons or similar 
process; (2) to identify or locate a suspect, fugitive, material witness, or missing 
person; (3) about the victim of a crime if, under certain limited circumstances, we 
are unable to obtain the person’s agreement; (4) about a death we believe may be 
the result of criminal conduct; and (5) in emergency circumstances to report a 
crime; the location of the crime or victims; or the identity, description or location 
of the person who committed the crime. 

 
H. Coroners, Medical Examiners and Funeral Directors. The Plan may release PHI to 

a coroner or medical examiner. This may be necessary, for example, to identify a 
deceased person or determine the cause of death. 

 
I. Coroners, Medical Examiners and Funeral Directors. The Plan may release PHI to 

a coroner or medical examiner. This may be necessary, for example, to identify a 
deceased person or determine the cause of death. 

 
J. National Security and Intelligence Activities. The Plan may release PHI about you 

to authorized federal officials for intelligence, counterintelligence, and other 
national security activities authorized by law. 

 
K. Inmates. If you are an inmate of a correctional institution or under the custody of a 

law enforcement official, the Plan may release PHI about you to the correctional 
institution or law enforcement official. This release would be necessary (1) for the 
institution to provide you with health care; (2) to protect your health and safety or 
the health and safety of others; or (3) for the safety and security of the correctional 
institution. 

 
Required Disclosures 

 
The following is a description of disclosures of your PHI the Plan is required to 
make: 

 
Government Audits. The Plan is required to disclose your PHI to the Secretary of the 
United States Department of Health and Human Services when the Secretary is 
investigating or determining the Plan’s compliance with the HIPAA Privacy rule. 
 
Disclosures to You. When requested, the Plan is required to disclose to you the portion of 
your PHI that contains medical records, billing records, and any other records used to make 
decisions regarding your health care benefits. The Plan also is required, when requested, 
to provide you with an accounting of most disclosures of your PHI where the disclosure 
was for reasons other than for payment, treatment or health care operations, and where the 
PHI was not disclosed pursuant to your individual authorization. 
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Other Disclosures 
 

Personal Representatives. The Plan will discuss your PHI to individuals authorized by you, 
or to an individual designated as your personal representative, attorney in fact, etc., as long 
as you provide the Plan with a written notice/authorization and any supporting documents 
(e.g. durable power of health care attorney). Note that under HIPAA privacy rule, the Plan 
does not have to disclose PHI to a personal representative if we have a reasonable belief 
that: (1) you have been, or may be, subjected to domestic violence, abuse or neglect by such 
person; (2) treating such person as your personal representative could endanger you; or (3) 
in the exercise or professional judgment, it is not in your best interest to treat the person as 
your personal representative. 

 
Authorizations. Other uses or disclosures of your PHI not described above will only be made 
with your written authorization. You may revoke written authorization at any time, as long 
as the revocation is in writing. Once we receive your written revocation, it will only be 
effective for future uses and disclosures. It will not be effective for any information that 
may have been used or disclosed in reliance upon the written authorization and prior to 
receiving your written revocation. 

 
Your Rights 

 
You have the following rights regarding PHI that the Plan maintains about you:  

 
Right to Inspect and Copy. You have the right to inspect and copy PHI that may be used to 
make decisions about your Plan benefits. To inspect and copy PHI that may be used to make 
decisions about you, you must submit your request in writing to the Contact Person listed 
above. If you request a copy of the information, you may be charged a fee for the costs of 
copying, mailing or other supplies associated with your request. The Plan may deny your 
request to inspect and copy PHI in certain very limited circumstances. If you are denied 
access to PHI, you may request that the denial be reviewed by submitting a written request 
to the Contact Person listed above. 

 
Right to Amend. If you believe that PHI the Plan has about you is incorrect or incomplete, 
you may ask us to amend the information. You have the right to request an amendment for 
as long as the information is kept by the Plan.  To request an amendment, your request must 
be in writing and submitted to the Contact Person listed above. In addition, you must provide 
the reason that supports your request.  The Plan may deny your request for an amendment 
if it is not in writing or does not include a reason to support the request. In addition, the Plan 
may deny your request if you ask us to amend information that: (1) is not part of the PHI 
kept by the Plan; (2) was not created by the Plan, unless the person or entity that created the 
information is no longer available to make the amendment; (3) is not part of the information 
which you would be permitted to inspect and copy; or (4) is already accurate and complete. 
 

If the Plan denies your request, you have the right to file a statement of disagreement with 
the Plan, and any future disclosure of the disputed information will include your statement.  
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Right to an Accounting of Disclosures. You have the right to request an “accounting” of 
certain disclosures of your PHI. The accounting will not include (1) disclosures made for 
purposes of treatment, payment or health care operations; (2) disclosures made to you; (3) 
disclosures made pursuant to your authorization; (4) disclosures made to friends or family 
in your presence or because of an emergency; (5) disclosures for national security purposes; 
and (6) disclosures incidental to otherwise permissible disclosures. 

 
To request this list of accounting of disclosures, you must submit your request, in writing, 
to Finance Department. Your request must state a time period which may not be longer than 
six years and may not include dates before seven (7) years of the request. Your request 
should indicate the form you want the list (for example, paper or electronic). The first list 
you request within a 12-month period will be free of charge.  For additional lists, the Plan 
may charge you for the costs of providing the list. The Plan will notify you of the cost 
involved, and you may choose to withdraw or modify your request at that time before any 
costs are incurred. 

 
Right to Request Restrictions. You have the right to request a restriction or limitation on the 
PHI the Plan uses or discloses about you for treatment, payment, or health care operations. 
You also have the right to request a limit on the PHI the Plan discloses about you to someone 
who is involved in your care or the payment for your care, such as a family member or 
friend. For example, you could ask that we not use or disclose information about a surgery 
you had.  The Plan is not required to agree to your request.  To request restrictions, you must 
make your request in writing to Finance Department. In your request, you must tell us what 
information you want to limit; whether you want to limit our use, disclosure or both; and to 
whom you want the limits to apply, for example, disclosures to your spouse. 

 
Right to Request Confidential Communications. You have the right to request that the Plan 
communicate with you about medical matters in a certain way or at a certain location. For 
example, you can ask that we only contact you at work or by mail.  To request confidential 
communications, you must make your request in writing to Human Resources. The Plan 
will not ask you the reason for your request. The Plan will accommodate all reasonable 
requests.  
 
Right to a Paper Copy of This Notice. You have the right to a paper copy of this Notice. 
You may ask the Plan to give you a copy of this Notice at any time. Even if you have agreed 
to receive this Notice electronically, you are still entitled to a paper copy of this Notice.  To 
obtain a paper copy of this Notice, contact Human Resources. 

 
Changes to This Notice 

 
The Plan reserves the right to change the terms of this Notice. The Plan reserves the right to 
make the revised or changed Notice effective for PHI the Plan already has about you as well 
as any information the Plan receives in the future. If the Plan makes any material change to 
this Notice, you will be provided with a copy of a revised Notice of Privacy Practices either 
by mail or electronically. 
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Complaints 
 

If you believe your privacy rights have been violated, you may file a complaint with the 
Plan or with the Office of Civil Rights. Complaints to the Plan must be submitted in writing 
to Finance Department.  A complaint to the Office of Civil Rights should be sent to Office 
for Civil Rights, U.S. Department of Health & Human Services, 233 N. Michigan Ave. - 
Suite 240, Chicago, IL 60601, (312) 886-2359; (312) 353-5693 (TDD), (312) 886-1807 
(fax).  You also may visit OCR’s website at: http://www.hhs.gov/ocr/privacyhowtofile.htm, 
for more information. 

 
You will not be penalized, or in any other way retaliated against, for filing a complaint with 
the Plan or the Office of Civil Rights. 
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SECTION 1.5 
 

SOCIAL SECURITY NUMBER PRIVACY 
 
I. PURPOSE 

 
To establish policies and procedures regarding employee selection. 

 
II. POLICY   

 
Pursuant to Public Act 454 of 2004 the City of Allegan will protect the confidentiality of 
social security numbers. No person shall knowingly acquire, disclose, transfer, or 
unlawfully use the social security number of any employee or other individual unless in 
accordance with applicable state and federal law and the procedures and rules established 
by this policy. 

 
The term “social security number” includes both the entire nine-digit number and more 
than 4 sequential digits of the number. Social security numbers shall not be placed on 
identification cards or badges, membership cards, permits, licenses, timecards, employee 
rosters, bulletin boards, or any other materials or documents that are publicly displayed. 
Documents, materials, or computer screens that display social security numbers or other 
sensitive information shall be kept out of public view at all times. 

 
Only persons authorized by the City Manager or his/her designee shall have access to 
information or documents that contain social security numbers. 

 
Documents containing social security numbers shall only be mailed or transmitted in the 
following circumstances: 

      
A. State or Federal law, rule, regulation, or court order or rule authorizes, permits, or 

requires that a social security number appear in the document. 
B. The document is sent as part of an application or enrollment process initiated by 

the individual whose social security number is contained in the document. 
C. The document is sent to establish, confirm the status of, service amend, or terminate 

an account, contract, policy, or employee or health insurance benefit or to confirm 
the accuracy of a social security number of an individual who has an account, 
contract, policy, or employee health insurance benefit.   

D. The document or information is a copy of a public record filed or recorded with the 
county clerk or register of deeds office and is mailed by that office to a person 
entitled to receive that record. 

E. The document or information is a copy of a vital record recorded as provided by 
law and is mailed to a person entitled to receive that record.  

F. The document or information is mailed at the request of an individual whose social 
security number appears in the document or information or his or her parent or legal 
guardian. 
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Documents containing social security numbers that are mailed or otherwise sent to an 
individual shall not reveal the number through the envelope window, nor shall the number 
be otherwise visible from outside the envelope or package. 
 
Social Security numbers shall not be sent over the Internet or a computer system or network 
(e.g. through e-mail or websites) unless the connection is secure, or the transmission is 
encrypted. No individual shall be required to use or transmit his or her social security 
number over the internet or a computer system, or to gain access to an internet website, 
computer system, or network (e.g. through e-mail or websites) unless the connection is 
secure, the transmission is encrypted, or a password or other unique personal identification 
number or other authentication device is also required to gain access to the internet website 
or computer system or network. 

 
All documents or files that contain social security numbers shall be stored in a physically 
secure manner. Social security numbers shall not be stored on computers or other electronic 
devices that are not secured against unauthorized access. Documents or other materials 
containing social security numbers shall be discarded or destroyed only in a manner that 
protects their confidentiality, such as shredding. 

 
Social security numbers should only be collected where required by federal and state law 
or as otherwise permitted under the Michigan Social Security Number Privacy Act. If a 
unique identifier is needed, a substitute for the social security number shall be used. 

 
Any officer or employee of the City of Allegan who violates the provisions of this policy 
shall be subject to disciplinary actions provided by City policies and applicable laws, up to 
and including dismissal or discharge, as well as civil and/or criminal action. 

 
If any questions regarding social security number privacy and security should arise, contact 
the City Manager or the Manager’s designee for policy clarification and guidance. 
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SECTION 2.0 
  

EMPLOYEE SELECTION 
 
I. PURPOSE 
 

To establish policies and procedures regarding employee selection. 
 
II. POLICY 

 
The City Council is responsible for the selection, employment, discipline, and discharge of 
the City Manager.  The City Manager is responsible for the selection, employment, 
discipline and discharge of all employees of the City, except for the City Clerk, the Finance 
Director/Treasurer and the Police Chief and any contracted employee such as the City 
Assessor, City Attorney, etc. In the case of the City Clerk, the Finance Director, the Police 
Chief and any contracted employee the City Manager has responsibility for discipline and 
advises City Council on the selection, employment and discharge. 

 When a permanent full-time or regular part-time job or vacancy occurs in a City position, 
notice of the job or vacancy shall be advertised by such means as deemed appropriate by the 
City Manager.  Individuals interested in the position may file a written application by the 
deadline established in the vacancy notification. The City Manager shall give due 
consideration to all applicants for the permanent vacancy, including applications from non-
City employees. The applicant considered by the City Manager to be the best qualified shall 
be awarded the permanent vacancy, but the City reserves the right to determine that none of 
the applicants are qualified and leave the position open or to seek further applicants. 

 
III. PROCEDURES 
 
A. All new employees shall be selected exclusively on merit. Employment of relatives of the 

City Manager or City Council Members for full time employment will require unanimous 
approval of the City Council; this does not apply to part time employment or internships.  
Employment of relatives of employees shall be at the discretion of the City Manager.  In 
no case will a full-time employee be a direct subordinate to an immediate family member.   

 
B. When a vacancy exists, the City Manager will initially consider the feasibility of filling the 

vacancy by promotion from within the City. The decision as to whether qualified 
employees exist within the City is reserved to the City Manager, who will determine 
whether solicitation of candidates for the position will be limited to current employees or 
open to outside candidates as well. 

 
C. Position vacancies will be posted on the City’s website. In addition, the City Manager may 

publicize the notice of vacancy through the use of regularly circulated newspapers, 
professional publications, departmental bulletin board, e-mail bulletin boards, listings with 
employment services and other means of communication as deemed appropriate by the 
City. The notice of position vacancy shall include a statement that the City is an equal 
opportunity employer and does not discriminate on the basis of religion, race, color, national 
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origin, age, sex, height, weight, marital status, disability, sexual orientation, or genetic 
information.  Application forms will be available at the City Office.  

 
D. Each applicant shall submit a written application and references in the form to be determined 

by the City. The application form will request information concerning conviction of crimes 
and disclosure of pending felony charges and will advise prospective employees that their 
employment is subject to termination if the information provided is subsequently determined 
to be false.  In addition, each applicant shall be requested to sign a waiver allowing a thorough 
background search to be conducted, and to provide evidence of citizenship or lawful entry 
into the United States.  

 
E. Applicants will not be employed unless they meet the minimum requirements for the position. 

The City may require applicants to undergo written, oral, or physical testing to demonstrate 
the skills and qualifications necessary for the position. 

 
F. The City Manager or their designee will normally review the employment history of the 

applicants, interview those applicants considered to be potentially eligible for the position, 
and make a decision regarding the applicant to be hired. In accordance with state and 
federal law, the City will give preference in hire to qualified veterans.  

 
G. Applicants tentatively selected for appointment to a position may be required to undergo a 

medical examination by a physician designated by the City at the City’s expense prior to 
commencement of employment. This pre-employment physical examination may include 
drug testing. The physician will be provided with a copy of the job description of the 
position and requested to advise the City if the applicant can presently perform the essential 
functions required for that position.     

 
H. Each appointment to a position shall be on a probationary basis for at least 6 months. 
 
I. The City Manager may vary the hiring procedures in appropriate circumstances. 
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SECTION 2.1 
 

JOB CLASSIFICATION 
 
I. PURPOSE 
 

To establish policies and procedures regarding job classifications. 
 
II. POLICY 
 

Written job descriptions are maintained for all job classifications.  Each job description 
includes a classification title, a general statement of normal duties and responsibilities, a 
listing of the position’s essential functions, a statement of the qualification requirements 
for the position and a determination whether the position is required to be paid overtime 
under the Fair Labor Standards Act. The City Manager will periodically review and update 
job descriptions. 
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SECTION 2.2 
 

CATEGORIES OF EMPLOYMENT 
 

I. PURPOSE 
 

To establish policies and procedures regarding categories of employment. 
 
II. POLICY 
 

In addition to an employee’s job classification, employees are categorized as follows: 
 

A. Full-Time Employees are normally scheduled to work forty (40) hours per week. 
Full-time employees are eligible for the employee benefit programs described in 
this manual. 

B. Part-Time Employees are those employees not designated as a full-time employee 
and who are not regularly scheduled for work or who are normally scheduled to 
work less than 40 hours per week. Part-time employees are not eligible for the full 
employee benefit programs but will earn paid time off on a pro rata basis.  

C. Temporary/Seasonal Employees are those employees hired on a temporary basis to 
work either full-time or part-time which may include seasonal work, summer work, 
a special job assignment, or for a specific period of time. Temporary/seasonal 
employees are not eligible for employee benefit programs. 

D. Non-Exempt Employees are those Employees who are covered by the minimum 
wage and overtime provisions of the Fair Labor Standards Act. Non-exempt 
employees receive overtime payment for work in excess of forty (40) hours per 
week (or compensatory time in accordance with this Personnel Policies and 
Procedures Manual) and are usually paid on an hourly basis. 

E. Exempt Employees are those employees who, by the nature of the work they 
perform, are exempt from the overtime provisions of the Fair Labor Standards Act 
and are paid on a salaried basis. 
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SECTION 2.3 
 

PROBATIONARY PERIOD 
 

I. PURPOSE 
 

To establish policies and procedures regarding employee probationary period. 
 

II. POLICY 
 

All full time and regular part-time employees are in a period of probation for their first 6 
months of continuous employment. The City reserves the right to extend the probationary 
period of individuals whose service is not entirely satisfactory for a period of an additional six 
months upon written notice to the employee. The probationary period is a time for an 
employee to decide whether to continue to work for the City and for the City to determine if 
the employee can provide the level of performance required from City employees. An 
employee may be discharged for any reason during the probationary period without recourse 
to the grievance procedure.  The employment relationship with the employee after probation 
is at-will.  
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SECTION 2.4 
 

ANNIVERSARY DATE 
 
I. PURPOSE 
 

To establish policies and procedures regarding employee anniversary dates. 
 
II. POLICY 
 

An employee’s anniversary date is the most recent date upon which the employee 
commenced work for the City, and the same date thereafter in succeeding years.  
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SECTION 2.5 
 

TERMINATION OF EMPLOYMENT 
 

I. PURPOSE 
 

To establish policies and procedures regarding termination of employment. 
 
II. POLICY 
 

The employment relationship with employees of the City is at-will and is subject to 
termination for any reason by the employee or the City.  This at-will employment 
relationship with the City exists regardless of any other written statements or policies 
contained in the Personnel Policies and Procedures Manual or any other City document or 
any verbal statement to the contrary.  The at-will employment relationship cannot be 
changed, except pursuant to written and signed authorization from the City Council.  
Nothing in this Personnel Policies and Procedures Manual should be interpreted as being 
inconsistent with at-will employment.   
 
In most instances, the City will work with employees on a performance improvement plan 
prior to terminating an employee. Employees who resign or retire shall notify the City 
Manager in writing at least two weeks prior to the effective date of the resignation or 
retirement and make arrangements for the return of any City equipment in their possession 
on or before their last day of work. The City Manager may schedule an exit interview with 
employees who leave City employment. The final paycheck for employees who leave City 
employment will be the first regularly scheduled payday following termination of 
employment. 
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SECTION 2.6 
 

PERFORMANCE EVALUATIONS 
 
I. PURPOSE 
 

To establish policies and procedures regarding performance evaluations. 
 
II. POLICY 
 
 Annually, employees may be provided with a formal evaluation of their performance by their 

supervisor, which will also be reviewed by the City Manager.  A performance evaluation is 
an ongoing assessment process that assists employers and employees in reaching 
organizational goals by providing a formal opportunity to review objectives, identify 
strengths, and to define training or improvement programs for areas requiring development.  
Completion of the performance evaluation form and discussion of noted ratings will facilitate 
communication and an understanding of expectations while providing a history of employee 
progress and development.  A special evaluation of an employee's performance may be 
required at any time. 
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SECTION 3.0 
 

HOURS OF WORK 
 
I. PURPOSE 
 

To establish policies and procedures regarding hours of work. 
 
II. POLICY 
 

Work Period. The work period for all employees shall begin at 12:00 a.m. on Monday and 
ends at 11:59 P.M. the following Sunday. 
 
Hours of Work.  The regular work hours of all City employees shall be determined by 
each Department Head and City Manager.  The normal workweek for full-time employees 
shall be 40 hours and the normal workday shall consist of eight hours, not including meal 
periods.  Nothing contained herein shall be construed to constitute a guarantee of any 
number of hours of work or pay per day or hours of work or pay per week.  The City may 
change the normal workweek and workday whenever the City Manager determines that 
operating conditions warrant such changes. 
 
Schedule.  The work schedule of all City employees shall be determined by each 
Department Head and/or the City Manager.  The City may change the normal work 
schedule whenever the City Manager determines that operating conditions warrant such 
changes. 
 
Overtime.  All employees shall be expected to work overtime when required.  Overtime 
must be authorized in advance by their supervisor. 
 
Meal Periods.  All employees working at least six hours will be allowed a one-half hour 
meal period without pay.  This meal period shall be at or near the midpoint of the scheduled 
day.  The timing of an employee’s meal period shall be scheduled by their supervisor so as 
not to interfere with prompt and efficient service to the City and the public. Meal periods 
may be eliminated in a particular day due to the needs of the Department. If a meal period 
is forgone due to the needs of the City, the employee should notify his/her supervisor to 
ensure the employee is paid for the missed meal period.  
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SECTION 3.1 
 

EMERGENCY CALL IN 
 
I. PURPOSE 
 

To establish policies and procedures regarding emergency call in. 
 
II. POLICY 
 

Employees who are called in to work at times other than their regularly scheduled shift 
shall be paid for two hours at their regular straight time rate or for the time actually worked 
at the appropriate rate, whichever is greater. Employees are not required to remain at work 
for the entire two-hour pay guarantee period if the project for which they are called in is 
completed sooner, but any additional call in that occurs during the guarantee period will be 
considered a continuation of the original call rather than a new call. This pay guarantee 
shall only apply to a physical requirement to appear at City premises. Call-in pay is not 
applicable in instances where the employee is called in to work prior to the start of the 
regularly scheduled shift and continues to work through the start of their regularly 
scheduled shift, continues to work past the end of the regularly scheduled shift or is called-
in within 30 minutes of the end of their regularly scheduled shift.  
 
Employees who are on call are responsible to respond to all call-in requests.  Refusal to 
show up when called may result in disciplinary action.  
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SECTION 3.2 

 
TARDINESS AND ABSENTEEISM 

 
I. PURPOSE 

 
To establish policies and procedures regarding tardiness and absenteeism. 

 
II. POLICY 
 

Employees shall report promptly for work and remain at work until the end of the work 
schedule.  If an employee is unable to report for work, they must notify their supervisor as 
soon as possible prior to the beginning of the normal workday. Unexcused or excessive 
absenteeism and tardiness will not be tolerated and will be grounds for disciplinary action or 
discharge. An employee shall not be late for his or her shift and/or be absent from work 
without prior approval for more than five days during any three-month period or fifteen days 
in a twelve-month period. In the event an employee is absent for three consecutive days 
without notifying the Supervisor, the employee will be considered a voluntary quit.  
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SECTION 3.3 
 

TIME REPORTING 
 
I. PURPOSE 
 

To establish policies and procedures regarding time reporting. 
 
II. POLICY 
 

Hourly employees are required to record their hours of work through submission of weekly 
time reports to their Department Head.  Salaried employees are required to report any 
deviation from their regular hours and the type of leave to be utilized for the period of 
absence. Employees are required to sign the time sheet prior to its submission to the City.  
An employee’s signature is a certification that the time sheet accurately and completely 
reflects all time worked during the period in question and that the employee did not work 
any hours that are not reflected on the time sheet.   
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SECTION 3.4 
 

INCLEMENT WEATHER 
 
I. PURPOSE 
 

To establish policies and procedures regarding inclement weather. 
 
II. POLICY 
 

City services remain operational during severe weather periods, and employees are 
expected to report for and remain at work unless City operations are officially closed by 
the City Manager. In severe weather conditions when the City Manager declares all or part 
of the City operations closed, or when City operations remain open but the employees 
report for work late or leave work early, the employee may elect to use accrued paid time 
off to maintain their normal pay for that day, or may elect to take unpaid leave for the time 
missed. Employees prevented from reporting for work at their scheduled time due to severe 
weather conditions must notify their supervisor as soon as possible. 
 
If an employee is unable to report to work due to emergency conditions caused by severe 
weather or a natural disaster, payment for the time not worked may be received in accordance 
with the following four options: 

 
 (a) If work is available, the lost time may be made up within the current pay period. 
 (b) Deduct the lost time from accumulated PTO. 
 (c) Deduct the lost time from earned PTO. 
 (d) The employee may choose to receive no pay for days missed. 
 

 If the employee’s Supervisor has no work to be performed; or if an employee has no earned 
PTO no pay shall be received for the time lost.  
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SECTION 4.0 
 

EMPLOYEE COMPENSATION 
 

I. PURPOSE 
 

To establish policies and procedures regarding employee compensation. 
 

II. POLICY 
 
The City maintains a pay range for each non-exempt job classification. Employees normally 
begin at the "start" step, but the City Manager reserves the right to start a new employee at 
advanced steps on the pay range based upon prior employment experience. Employees are 
eligible to advance from step to step in the pay range upon demonstration of the skills required 
for the classification; provided that the City Manager may withhold a step increase from 
employees whose performance has not been satisfactory. An employee's regular straight time 
rate of pay is established by the employee's placement on the wage range.  
 

III. PROCEDURES 
 

The pay range for each classification will be related to the duties and responsibilities of the 
position, the educational requirement for that position, the prevailing rates of pay for 
comparable work, increases in the cost of living, the financial condition of the City and 
other relevant considerations. The City Manager will review these factors and make 
recommendations for changes to the pay ranges on an annual basis as part of the annual 
budgeting process.   
 
Each year as part of the annual fiscal year budget, the City may offer a cost of living pay 
adjustment to the established pay range.  
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SECTION 4.1 
 

OVERTIME PAY 
 
I. PURPOSE 
 

To establish policies and procedures regarding overtime pay for employees who are not 
exempt from the overtime pay requirements of the Fair Labor Standards Act. 

 
II. POLICY 
 

Hourly employees shall be paid one- and one-half times their regular straight time rate of 
pay for all hours worked in excess of 40 in any workweek.  For purposes of overtime 
computation, hours worked does not include paid time off or, holiday hours taken during 
the 40-hour work week.  
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SECTION 4.2 
 

COMPENSATORY PAY FOR NON-EXEMPT EMPLOYEES 
 
 

I. PURPOSE 
 

To establish policies and procedures regarding compensatory pay for employees who are 
not exempt from the overtime pay requirements of the Fair Labor Standards Act. 

 
II. POLICY 
 

Non-exempt employees may opt to earn compensatory time rather than take an overtime 
payment for hours worked over 40.  Compensatory time, like overtime pay, is earned at 
time and one half for all time worked over 40 hours in a week, with the same calculation 
used in paid overtime.   
 
Employees may accrue up to 40 hours of compensatory time before cash payments are 
required.  
 
All compensatory time must be used within the calendar year (January 1 thru December 
31) it is earned.  All accrued but unused compensatory time above 40 hours as of each 
December 31 will be paid to the employee at the rate of pay in effect on that date.  
Employees who separate employment with the City will receive pay for any accrued but 
unused compensatory time at the average regular rate received.   
 
Compensatory time must be used before using paid time off (PTO).  Employees will be 
permitted to use accrued compensatory time within a reasonable period after making the 
request and should provide as much notice as possible for their request.  As with all time 
off, compensatory time requests are subject to approval and in cases where its use would 
unduly disrupt operations, requests may be denied or postponed.   
 
The Fair Labor Standards Act does not prohibit the employer from freely substituting cash 
in whole or in part for accrued compensatory time off.  The City reserves the right to 
substitute cash payments for accumulated compensatory time at its discretion.  Similarly, 
employees may request that accrued compensatory time off be converted to monetary 
payment, which will be made in the next applicable payroll. 

 



 
 

 P a g e  | 31 
 

SECTION 4.3 
 

PAY PERIODS 
 
I. PURPOSE 

 
To establish policies and procedures for pay periods. 

 
II. POLICY 
 

Employees will be paid bi-weekly by direct deposit, and deposits are normally available on   
Wednesday of the pay week.  The pay will cover a two-week period which starts at 12:00 a.m. 
on Monday and ends at 11:59 P.M. 14 days later on the following Sunday. The City reserves 
the right to change the pay periods when it determines appropriate.  
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SECTION 4.4 
 

RETIREMENT 
 

I. PURPOSE 
 

To establish policies and procedures regarding retirement. 
 
II. POLICY 
 

The City of Allegan provides several retirement plan options for city employees.  
 

1. Defined Benefit Plan – A defined benefit plan is only offered to the City of Allegan 
Police Officers.  This Plan is detailed in the respective union contracts.  This Plan shall 
not be offered to any new city employee or extended to any existing employee.    

 
2. Defined Contribution Plan – A defined contribution plan is offered to city employees 

who meet minimum eligibility requirements as set forth in the Plan.  The major 
provisions of this Plan are set forth in the Summary Plan Description for the City of 
Allegan Money Purchase Pension Plan.  Please refer to the Summary Plan Description 
for details on the Plan.  

 
3. The City allows employees to participate in a retirement savings plan, otherwise 

known as a 457 Plan available to eligible employees. The City does not contribute 
any money to the retirement savings plan.   
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SECTION 4.5 
 

WORK RELATED EXPENSES 
 
I. PURPOSE 
 

To establish policies and procedures regarding compensation of work-related expenses. 
 
II. POLICY 
 

Expenses related to professional conferences, seminars, technical meetings, trainings, or other 
professional development functions may be paid by the City or reimbursed to the employee 
if the expense has been adopted in the budget.  Requests for reimbursements that are not 
included in the budget require approval from the City Manager.   
 
Whenever possible, a City vehicle should be used to travel for City business and employees 
should carpool to limit travel expenses.  Employees who are required to use their personal 
vehicle for work-related travel will be reimbursed at the rate established by the IRS. 
Employees are to record the exact number of miles traveled, by most direct route, from the 
first place of business to the next.  No reimbursement will be made for travel between home 
and a normal place of business. The city is not responsible for any damage to employees’ 
vehicles. No individual expenses such as gasoline, lubrications, repairs, antifreeze, towage, 
traffic violations (moving and non-moving) and other similar expenditures are reimbursable 
when using personally owned vehicles. 
 
Employees will be reimbursed for reasonable, actual meal expenses incurred in conjunction 
with a program or meeting that provides a primary benefit for, or serves the best interests of, 
the City.  Luxury meals, cCosts for alcohol, or excessive reimbursement claims will not be 
reimbursed.  All reimbursement costs shall conform to the U.S. General Services 
Administration Per Diem Rates as published on the U.S. General Services Website.   
 
Employees will be reimbursed for reasonable, actual lodging expenses when a full day’s work 
must be performed a considerable distance from the City, or under other appropriate 
circumstances with prior City Manager approval.  Luxury lodging or excessive claims will 
not be reimbursed.  All hotel costs must be approved by the City Manager or Finance Director.   
 
Employees should avoid using unnecessary convenience services such as valet parking, when 
possible.  The City will not pay for , in-room movies, laundry, and room service.  Only under 
specific circumstances where a reasonable need for such services is clearly demonstrated will 
such items be reimbursed. 
 
Employees submitting reimbursement requests for travel expenses, or those requiring a travel 
advance, should use the appropriate form and must submit all receipts.  Reimbursements for 
expenses shall conform to amounts set by US General Services Administration as much as 
reasonably possible.  
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 SECTION 4.6 
 

PROFESSIONAL AND SERVICE MEMBERSHIPS  
 
I. PURPOSE 
 

To establish policies and procedures regarding professional and service memberships. 
 
II. POLICY 
 

The City encourages employees to take part in the activities of professional and service 
organizations and may pay the cost of certain job-related memberships to professional 
organizations, job-related trainings, seminars, conferences and related events that enhance the 
employee’s job knowledge and performance.  As well, the City may pay the cost to become 
licensed or certified in a job-related field and may pay the cost to remain so qualified.  
Employer-paid memberships, training, licensing, and certifications are subject to budgetary 
approval and require advance approval. 
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SECTION 4.7 
 

RECOGNITION PROGRAMS AND SPECIAL EVENTS 
 
I. PURPOSE 
 

To establish policies and procedures regarding recognition programs and special events. 
 

II. POLICY 
 

The City seeks to encourage peak performance and recognize exemplary service through 
various recognition programs and special events.  Full-time and part-time employees may be 
eligible to receive and/or take part in the following: 
 
Gift Certificates/Card.  Gift certificates/cards may be issued to eligible employees   as a 
recognition and appreciation for years of service.  No cash equivalent or other substituted 
payment is available.  The amounts will be appropriated in the annual budget and may be 
changed from year-to-year or eliminated based on budgetary constraints.   

 
Special Events.  All employees are invited to participate in special events, which includes a 
meal provided by the City.  Attendance is voluntary and requires prior notice.  City Council, 
by resolution, may change the terms and conditions under which these special events occur.  

  



 
 

 P a g e  | 36 
 

SECTION 5.0 
 

UNPAID PERSONAL LEAVE 
 
I. PURPOSE 
 

To establish policies and procedures regarding unpaid personal leave. 
 
II. POLICY 
 

The City may in its discretion grant an employee a personal leave of absence without pay for 
a period normally not to exceed 30 calendar days.  Requests for an unpaid personal leave of 
absence shall be in writing, signed by the employee, and given to the City Manager.  Such 
requests shall state the reason for the leave and normally are to be requested at least two weeks 
in advance. No request for an unpaid personal leave of absence shall be considered approved 
unless such approval is in writing signed by the City Manager. An extension of an unpaid 
personal leave of absence may be granted by the City in its discretion, provided the extension 
is requested in writing prior to the termination of the original leave period. No unpaid personal 
leave of absence may be granted for a period in excess of six months. 
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SECTION 5.1 
 

NON-DUTY MEDICAL LEAVE 
 
I. PURPOSE 
 
 To establish policies and procedures regarding non-duty medical leave. 
 
II. POLICY 

 
A medical leave of absence will be granted to employees who have been absent for more than 
ten consecutive working days because of a non-work related injury, illness, pregnancy or other 
medical condition, subject to the right of the City to require a physician's certificate 
establishing to the satisfaction of the City that the employee is incapacitated from the 
performance of work due to illness, injury, or other medical reason.  A medical leave shall be 
with pay and benefits until such time as the employee has exhausted all accrued paid time off 
and paid compensatory time, and thereafter shall be without pay or benefits. A medical leave 
of absence shall run concurrently with FMLA.  This medical leave will continue for the period 
of the employee's inability to work due to the medical condition; provided, however, that an 
employee may not be on a medical leave for a period of more than six consecutive months. 
Extension of the medical leave for a period of up to an additional six months may be granted 
by the City upon written application establishing to the City’s satisfaction that there is a 
reasonable likelihood that the employee will be able to return to work during the period of the 
requested extension. The City may request at any time, as a condition of continuance of a 
medical leave of absence, proof of a continuing inability to resume work due to the medical 
condition.  In situations where the employee's physical or mental condition raises a question 
as to the employee's capacity to perform the job, the City may require a medical examination 
by a physician chosen by the City at the City's expense and, if appropriate, require the 
employee to take a medical leave of absence under this Section. Employees who are 
anticipating a leave of absence under this Section may be required to present a physician's 
certificate recommending that the employee continue at work and in all cases the employee's 
attendance and job responsibilities must be satisfactorily maintained.  Employees are required 
to notify the City of any condition which will require a leave of absence under this Section 
together with the anticipated date for commencement of such leave.  This notice shall be given 
to the City by the employee as far in advance as possible of the anticipated date to commence 
the medical leave.  All employees returning to work from a medical leave of absence must 
present a physician's certificate satisfactory to the City indicating the employee is medically 
able to return to work.   
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 SECTION 5.2 
 

JURY DUTY LEAVE 
 
I. PURPOSE 
 

To establish policies and procedures regarding jury duty leave. 
 
II. POLICY 

 
Employees summoned by a court to serve as jurors shall be given a jury leave of absence 
for the period of their jury duty. For each day, up to a maximum of ten days per year, that 
an eligible employee serves as juror when the employee otherwise would have worked, the 
employee shall receive the difference between the employee’s regular rate of pay for the 
employee’s regularly scheduled hours and the amount the employee received from the 
court, exclusive of mileage and meal reimbursement. In order to be eligible to receive jury 
duty pay from the City, an employee must: 
 
A. Be a full-time employee; 
 
B. Provide the City reasonable advanced notice of the time that the employee is 

required to report for jury duty;  
 

C. Provide satisfactory evidence that the employee served as a juror at the summons 
of the court on the day that the employee claims to be entitled to jury duty pay; and 

 
D. Return to work promptly after being excused from jury duty service. 
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SECTION 5.3 
 

FUNERAL/BEREAVEMENT LEAVE 
 

I. PURPOSE 
 

To establish policies and procedures regarding funeral leave. 
 
II. POLICY 
 

Employees shall be entitled to take paid time off for bereavement purposes for the loss of 
family members based on the following schedule: 
 

• Up to five consecutive days of funeral leave in the event that a death occurs to a 
member of the employee’s current spouse, child, father, mother, sister, brother, 
father-in-law, mother-in-law, grandparent, or grandchild.  

• Up to three consecutive days of bereavement leave in the event that a death occurs 
to a member of the employee’s aunt, uncle, niece, nephew, sister-in-law, or brother-
in-law.  

 
This leave is intended to allow the employee to attend the funeral and attend to family 
matters. Employees who lose work from their regularly scheduled hours as a result of funeral 
leave shall receive their regular rate for such lost time. Employees are expected to report the 
need for funeral leave to the City Manager prior to their designated starting time. For 
purposes of this section, an employee’s mother, father, sister, brother, and child include 
natural, step and adopted. Employees needing additional time may request to utilize 
accrued paid time off.  

 
No bereavement leave will be paid for any day on which a holiday falls, but the paid holiday 
shall be construed as a paid day in lieu of one of the bereavement leave days referred to herein.  
No bereavement leave will be paid to any employee while on vacation, leave of absence or 
layoff, but an individual may reschedule the vacation at a later date and receive bereavement 
leave.  Bereavement leave requests for persons not listed herein may be taken from 
accumulated PTO up to the number of hours the employee was regularly scheduled to work 
on the days missed upon the approval of the Manager.  Upon being presented with special 
circumstances, the City Manager may approve additional leave. 
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SECTION 5.4 
 

WORKERS COMPENSATION LEAVE 
 
I. PURPOSE 
 
 To establish policies and procedures for workers compensation leave. 
 
II. POLICY 
 

Upon written application, a leave of absence for a period of not more than six months will be 
granted to employees who have completed the probationary period and who are unable to 
continue to work at the City because of a work related injury or disease for which the 
employee is entitled to receive benefits under the Worker's Compensation laws of the State of 
Michigan and is receiving payments from the City, subject to the City's right to require 
medical proof. In all cases of workers compensation injuries, the employee must be seen by a 
physician designated by the City.  Employees are eligible for worker’s compensation benefits 
beginning on the eighth day after the injury, but worker’s compensation benefits will be paid 
retroactively to the first day of injury if the period of incapacity last for 14 days or longer. 
Extension of the leave for a period of up to an additional six months may be granted by the 
City upon written application establishing to the City’s satisfaction that there is a reasonable 
likelihood that the employee will be able to return to work during the period of the extension. 
During the period of a worker's compensation leave of absence, the employee shall receive 
worker's compensation payments, but the leave shall otherwise be without pay or accruing 
benefits except as otherwise specifically provided elsewhere in these Policies.  The City may 
require at any time, as a condition of continuance of a worker's compensation leave of 
absence, proof of a continuing inability to perform work with the City.  If the City, in 
conjunction with its medical advisors, determines that the employee is capable of returning to 
work, the employee's workers compensation leave of absence shall immediately end. All 
employees returning to work from a worker’s compensation leave of absence must present a 
physician's certificate establishing to the City's satisfaction that the employee is physically 
and/or mentally able to perform the employee's job. Workers compensation leaves shall run 
concurrently with FMLA. 
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SECTION 5.5 
 

RETURN TO WORK AFTER LEAVE OF ABSENCE 
 
I. PURPOSE 
 
 To establish policies and procedures regarding return to work after leave of absence. 
 
II. POLICY 
 
 Employees returning from approved leaves of absence will be reinstated to their former job 

classification as required by state and federal law. The provisions of the foregoing 
notwithstanding, the City reserves the right not to reinstate to their former job classification 
any employee who no longer has the necessary qualifications, skill, and ability to perform the 
work.   
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SECTION 5.6 

 
FLEX TIME FOR NON-EXEMPT EMPLOYEES 

 
I. PURPOSE 
 
 To establish policies and procedures regarding discretionary time for non-exempt employees. 
 
II. POLICY 
 
 Non-exempt employees may be required to work more than 40 hours in a workweek to satisfy 

work demands or to attend evening meetings.  In these instances, exempt employees may take 
flex time off during the same 40-hour work week, provided such time does not adversely 
impact operations and the employee’s total weekly hours equals 40 hours and they receive 
approval from their direct supervisor.    

 
 Flex time off for non-exempt employees is provided as a professional courtesy and is not an 

entitlement.  Flex time is to be viewed as an hour-for-hour offset to hours worked, so a work 
week totals 40 hours.  Non-exempt employees should expect that, from time-to-time, more 
than forty hours is required of their position, and during those times, the employee shall be 
paid as overtime.   

 
 Non-exempt employees should coordinate their use of flex time with the Department 

Supervisor or City Manager to ensure proper coverage and recognize that, in some cases, 
operational needs may not allow the use of discretionary time off. 
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SECTION 5.7 
 

FAMILY MEDICAL LEAVE ACT (FLMLA) 
 

I. PURPOSE 
 
 To establish policies and procedures regarding the Family Medical Leave Act (FMLA). 
 
II. POLICY 
 
 The City of Allegan complies with all statutory requirements of the Family and Medical Leave 

Act (“FMLA”).  The FMLA provides eligible employees up to 12 weeks of unpaid, job-
protected leave in a 12 month period: (1) for the birth or care of a child; (2) to care for a child 
after placement through adoption or foster care; (3) to care for a close family member (spouse, 
parent, son or daughter) with a serious health condition; (4) for the employee’s own serious 
health condition which makes the employee unable to perform his or her job; (5) for 
“qualifying exigencies” arising from military service of a covered service member. 

 
 FMLA also allows up to 26 weeks of leave within a 12-month period for an employee to care 

for a covered military service member with a serious illness or injury.   
 
 In some cases, FMLA allows an employee to take intermittent leave or to work a reduced 

schedule for a limited time period. 
 
 Spouses employed by the City are jointly entitled to a combined total of 12 weeks for the birth 

and care of a newborn, placement of a child by adoption or foster care or to care for a family 
member with a serious health condition. 

 
 Eligibility 
 
 To be eligible for leave under FMLA, an employee must have worked at least 1,250 hours 

over the previous 12 months and must have worked for the City for a total of at least 12 months 
(does not need to be consecutive months).   

 
 Only hours actually worked will count toward calculating 1,250 hours over previous 12 

months for FMLA eligibility, NOT vacation, holidays, personal days, sick leave, etc. 
 
 For purposes of calculating FMLA eligibility, an employee on USERRA protected military 

leave will be given credit for time worked as if he/she had not taken the military leave and 
had worked continuously during that time. 
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 Rolling Year 
 
 The City uses a rolling year for calculating leave under FMLA, meaning eligible employees 

may use up to a total of 12 weeks FMLA time in the 12-month period following the 
commencement of any FMLA qualified leave.  FMLA leave may be taken in a single 12-
week period, or, when certified as medically necessary, on an intermittent basis such as blocks 
of time or work week reduction.   

 
 Prior approval from the City Manager is required where intermittent leave is sought for the 

birth and care of a newborn or placement of a child through adoption or foster care.  
 
 Coordination with Other Leaves and/or Paid Time Off Plans 
 
 The City requires employees to draw down accrued paid leave while on FMLA leave.  The 

City will designate any leave that qualifies as both FMLA and another type of leave as running 
concurrently (i.e. disability leave, worker’s compensation.)  Accrued paid leave must be used 
to make up the difference in pay if on FMLA and receiving partial pay through some other 
means. 

 
 When the City and employee agree, employees must use accrued compensatory time off 

concurrent with FMLA leave.     
 
 When a holiday falls within a designated FMLA leave, and the employee is actively drawing 

down accrual banks, the employee will be paid for the holiday.  In the event the holiday falls 
within an unpaid portion of an FMLA leave because leave banks are exhausted, the holiday 
will not be paid. 

 
 Health and Other Benefits 
 
 The City will continue to provide health, dental and optical benefits as if the leave had not 

been taken.  The employee must continue to pay their portion of the premium(s) if normally 
required, and the City will recoup the cost of premiums paid on the employee’s behalf if the 
employee fails to return after FMLA leave. 

 
 The City will also continue other benefits, including unconditional pay increases, that 

otherwise would occur while the employee is on FMLA. 
 
 Employees will not continue to accrue paid time off while on FMLA leave if they otherwise 

would earn it. 
 
 Military Personnel and Families 
 
 FMLA extends leave protection and other rights for military personnel and their families in 

need of leave for “qualifying exigencies” related to call-up or military service or to care for a 
family member recuperating from a serious illness or injury (a more expansive definition than 
the typical “serious medical condition applies”). 
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 Who Qualifies? 
 
 The act defines “covered service members” as members of the armed forces, including the 

National Guard or Reserves, or who are undergoing medical treatment, recuperation, therapy, 
or who are otherwise on outpatient status or on temporary disability retired list for a serious 
injury or illness. 

 
 The definition of “family member” for military personnel is more expansive and includes not 

only “parent, spouse or child,” but also encompasses “next of kin,” as designated by the 
service member.  When not specifically designated, “next of kin” may include multiple 
individuals.   

 
 Further, an employee can take FMLA leave to care for a son or daughter who is a service 

member even if the son or daughter is an adult and does not meet the self-care and disability 
tests typically prescribed for non-military FMLA leave related to care for an adult child.   

 
 FMLA Leave to Care for a Service Member 
 
 FMLA allows up to 26 weeks of service member caregiver leave within a 12-month period 

for an employee to care for a covered service member with a serious illness or injury.  An 
employee may qualify for more than 26 weeks to care for additional service members or to 
provide care for a subsequent injury or illness.  The 12-month period must be a rolling year 
beginning on the first day of leave. 

 
 A serious injury or illness is incurred in the line of duty on active duty that may render the 

service member medically unfit to perform the duties of his/her office, grade, rank, or rating.  
This includes a covered service member who: (1) is on the temporary disability retired list, a 
covered service member; (2) is undergoing medical treatment, recuperation, or therapy for a 
serious illness or injury or; (3) is assigned to a military medical treatment facility as an 
outpatient or is otherwise receiving outpatient care at a unit established for the armed forces.  
FMLA leave does NOT apply to care for former members of the armed forces who are on the 
permanent disability retired list. 

 
 FMLA Leave for Qualifying Exigencies 
 
 FMLA allows up to 12 weeks of leave within the normal FMLA 12 month period to address 

qualifying exigencies that arise as the result of a covered service member’s military service 
including: (1) short-notice deployment (seven days or less); (2) rest and recuperation (limited 
to five days per military visit); (3) military events and activities (support groups, briefings, 
etc.); (4) childcare and school activities (make child care arrangements, attend school 
meetings, provide emergency childcare, etc.); (5) financial and legal arrangements; (6) 
counseling; (7) post-deployment activities (ceremonies, briefings, etc.); (8) additional 
activities (other purposes as agreed to by the employer and employee). 
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 Notifications and Certifications 
 
 The City will provide sufficient information for an employee to determine that a leave is 

protected by FMLA, which may be as simple as verbal notice.  If the City has reason to believe 
a leave qualifies as FMLA, it may designate it as such and provide notification to the employee 
to that effect.  Employees should provide at least 30 days advance notice when the need for 
leave under FMLA is foreseeable, and as much notice as possible in other cases.  Medical 
certification to support the request may be required, and the City may, at its own expense, 
require second or third opinions.  Medical certification of fitness for duty is required prior to 
return to work. 

 
 Job Restoration and Protection 
 
 FMLA requires that, upon return from FMLA leave, an employee is returned to his/her same 

position or an equivalent position with equivalent benefits, pay and other terms and conditions 
of employment. 

 
 The FMLA prohibits discrimination or retaliation against employees who assert FMLA rights 

or who charge an employer with an FMLA violation. 
 
 Under specific and limited circumstances, certain “key employees” (those among the highest 

paid 10% of employees) may be denied job restoration.  In this event, the “key employee” 
will be given a reasonable opportunity to return to work from FMLA leave. 
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SECTION 5.8 
 

DONATING BLOOD 
I. PURPOSE 
 
 To establish policies and procedures regarding blood donation. 
 
II. POLICY 
 

All City staff are eligible to take a 2 hour paid leave from work up to, but no more than, three 
times each year specifically for the activity of donating blood locally in Allegan to the Red 
Cross or similar volunteer or established entity.  This time will not be deducted from a staff 
member’s available PTO time, but is instead a “donation” of time to the employee from the 
City of Allegan as Employer.  However, individuals on said leave are not performing services 
for, or on behalf of, the City. In order for this benefit to qualify, the following criteria must be 
met: 

  
(a) Staff must pre-arrange time off with Department Supervisor, or reporting entity, prior 

to taking a time donation. 
(b) If a staff member needs more than 2 hours, this must be pre-arranged with Department 

Supervisor. The Department Supervisor reserves the right to require this additional 
time to be deducted from available PTO time. 

 
Staff is to consider the potential health concerns following the blood donation in regard to 
safety in returning to work.  It is advised that staff who choose to donate seek counsel with a 
blood drive staff or volunteer to ensure the necessary precautions are taken to preserve health 
and welfare upon return to work.  
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SECTION 6.0 
 

HOLIDAYS 
 

I. PURPOSE 
 

To establish policies and procedures regarding holidays. 
 
II. POLICY 
 

Recognized Holidays.  The following holidays shall be recognized as holidays for 
employees of the City: New Year’s Day, Martin Luther King, JR, Presidents Day, 
Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans Day, 
Thanksgiving Day, Day after Thanksgiving, Christmas Eve Day, Christmas Day, New 
Year’s Eve Day.  It is understood that employees may be required to work on holidays in 
accordance with normal scheduling procedures. 
 
Holiday Observation.  When a recognized holiday falls on a Saturday, then the holiday 
will be recognized on the preceding Friday, when a holiday falls on a Sunday, then the 
holiday will be observed on the following Monday. Employees working a seven day a week 
operation will observe each holiday on its actual day, not the observe day.  

 
 Holiday Eligibility.  Full-time employees are eligible for holiday pay if they satisfy all the 

following conditions and qualifications: 
 

A. The employee must have worked their scheduled hours of work on the their scheduled 
workday preceding the holiday and also on the their scheduled workday following the 
holiday; provided, however, that absence due to approved paid leaves of absence or 
paid time off will not disqualify an employee for holiday pay. 

 
B. The employee must be on the active payroll as of the date of the holiday.  For purposes 

of this section, a person is not on the active payroll of the City during unpaid leaves 
of absence, layoffs, when receiving workers compensation or during a disciplinary 
suspension. 

 
 Employees scheduled to report for work on a holiday, but who fail to report for and perform 

such work, shall not be entitled to any holiday pay.  If an employee takes an unscheduled Paid 
Time Off, otherwise known as a sick day, on the recognized paid holiday, the employee must 
use their Paid Time Off bank for that day.  

   
Holiday Pay for Hourly Employees. Eligible hourly employees required to work on a 
recognized City holiday shall be paid time and one-half times their regular straight time hourly 
rate for the hours actually worked on a holiday. For the purpose of this section, a holiday is 
defined as a 24-hour period beginning at 12:01 a.m. of the holiday. Eligible full-time hourly 
employees who are not required to work on a recognized City holiday shall be paid eight hours 
of holiday pay.  Eligible regular part-time hourly employees who are not required to work on 
a recognized City holiday shall be paid eight hours of holiday pay.   
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Holiday Pay for Salaried Employees. Eligible salaried employees are not normally required 
to work on holidays but shall continue to receive their salaries. Eligible salaried employees 
on paid time off during a period which includes a day that a holiday is observed will not be 
charged for a day of paid time off on the holiday. 
 
Overtime Pay in Holiday Weeks. When a pay week contains a holiday, overtime pay for 
employees will be based on forty (40) actual worked hours.  Thus, an employee will be paid 
overtime for all hours actually worked over 40 for a week in which a holiday or holiday’s 
falls.  The holiday time does not count as time worked.   
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SECTION 7.0 
 

PAID TIME OFF 
 
I. PURPOSE 
 

To establish policies and procedures regarding paid time off. 
 
II. POLICY 
 

Paid Time Off (PTO).  The City encourages staff to take appropriate breaks from the 
workplace, which is vital to work/life balance, improving an employee’s productivity, and 
overall health.  The City provides a combined PTO bank for full-time employees to utilize for 
planned and unplanned time off.  PTO may be used for vacations, sick leave, personal business 
(including to care for family members), or any other purposes the employee chooses, subject 
to the rules and procedures of scheduling time off.  Though the intent of PTO is to maximize 
flexibility of paid time off for employees, it is not intended to create an atmosphere in which 
employees feel entitled to “come and go as they please.”  The City has limited staff and 
provides diverse services, often at very busy times of the year.  All PTO requests are subject 
to approval of employee’s supervisor and may be denied accommodating operational 
demands.   
 

 Leave Request. PTO should be used only after it is earned, however, employees with less 
than one year of service may request an advance of PTO to the City Manager.  Any PTO 
advances will be deducted from an employee’s final pay.  If employee separates from 
employment and his/her final pay is less than the amount advanced, the employee shall be 
responsible for reimbursing the City for any difference. 

 
 The City will attempt to honor reasonable PTO requests, but reserves the right to deny a 

request if it would interfere with the efficient operation of a department, if PTO abuse is 
suspected, or other valid reasons.  Some PTO requests, such as vacations, can be planned in 
advance and employees are expected to provide advance notice of their request for leave to 
their supervisor.    In certain situations, departments may not allow more than one employee 
to take PTO leave at the same time.  A "Request for Time Off" form must be filled out and 
receive proper approvals in advance. Any PTO requests greater than 80 hours must have 
Department Head and City Manager approval. 

  
 In the case of unplanned PTO, for illness, unanticipated personal business or other emergent 

reasons, employees should give as much advance notice as possible to their supervisor.  
Employees are expected to call in each day of unplanned absence to their immediate 
supervisor unless specific arrangements are made with their supervisor for a return to work 
date. 

 
Eligible employees may use up to 40 hours of the employee’s accrued PTO for the reasons 
set forth in the Michigan Paid Medical Leave Act (PMLA).  The City reserves the sole right 
to request supporting documentation for when an employee uses PTO for PMLA purposes. 
An employee will have 3 calendar days thereafter to provide supporting documentation.  The 
City may require an eligible employee who is using PTO because of domestic violence or 
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sexual assault to provide documentation that the PTO has been used for that purpose. 
Employees may be denied use of PTO and may be subject to discipline for failing to follow 
the City’s notice, procedural, and documentation requirements for requesting PTO for the 
reasons set forth in the PMLA. 

 
 Failure to call in three or more days will be considered abandonment of position and a 

voluntary resignation.  A doctor’s verification may be required where abuse of PTO is 
suspected.  Extended absence of three days or more due to illness may require verification of 
fitness for duty from a licensed physician prior to return to work.  

 
 Accrual.  Annual PTO accruals are based on an employee having 2,080 paid hours per year 

(40 hours per week). PTO does not accrue on unpaid leaves of absence or PTO cash outs 
upon termination.  Employees become eligible for the higher accrual rate on the first day of 
the pay period in which the employee’s anniversary date falls. Full-time employees with an 
anniversary date before December 31, 2007 with accrued but unused PTO above the 
maximum amount permitted to be carried over each year shall be required to use such PTO 
or cash out at the employee’s current base rate of pay over a period of time not to exceed five 
years starting December 31, 2019.   

 
 PTO is accrued each pay period immediately upon hire based on continuous service according 

the schedule shown below and may be used after 90 days of employment.  
     

Full-Time Employee Accrual Rates. 
 

Years of Service Accrual Rate per Bi-
Weekly Pay Period 

Annual PTO  
Accrual 

0 to 1 years 3.07 hours 80 hours 
1 to 5 years 7.08 hours  184 hours 
5 to 9 years 8.62 hours  224 hours 
10+ years  10.15 hours  264 hours 

  
  
 PTO Accumulation. Employees may carry over eighty (80) hours or pro-rated part-time 

amount of PTO for use in the following year. Additional carry over requests may be 
presented to department heads for possible city manager approval.   

 
 PTO Payout Employees. May cash out up to forty (40) hours, (pro-rated amount for part-

time employees) of PTO at the end of each year with the approval of the City Manager. 
 
  Payment upon Termination. Employees who leave the employ of the City may receive 

full pay for accrued but unused paid time off in any of the following circumstances: 
 
A. If an employee resigns from employment and a minimum of two weeks advance 

written notice is given to the City. 
 

B. In the event of the death of an employee, paid time off shall be paid to the 
employee's estate. 
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An individual terminated from employment by the City for any reason or who fails to 
provide at least two-week notice before resigning will not be eligible to receive payment 
for accrued but unused PTO. 
 
Transfer of Paid Time Off. An employee may elect to make a one-time transfer of up to 
25% of their accumulated PTO time to another City employee.  In order to transfer PTO 
an employee must fill out and sign a "PTO Transfer Request" in writing which shall include 
a statement of the circumstance(s) for the requested transfer and the number of hours/days 
requested to be transferred.  Transfers are limited as follows: 

 
(a) Minimum increment is one hour. 
(b) Maximum increment is twenty five percent (25%) of current accumulated PTO 

leave. 
(c) Not more than one transfer per employee may occur in a calendar year. 
(d) Recipient not to receive more than 480 hours of transferred PTO. 

 
In order to transfer PTO an employee must fill out and sign a “PTO Transfer Request” in 
writing which shall include a statement of the circumstances(s) for the requested transfer 
and the number of hours/days requested to be transferred.  Approval of the transfer is 
subject to the discretion of the City Manager and the City Manager may approve hours 
greater than listed above or more than one transfer per employee in a calendar year.   
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SECTION 8.0  
 

MEDICAL INSURANCE 
 
I. PURPOSE 
 
 To establish policies and procedures regarding group medical insurance coverage. 
  
II. POLICY 
 
 The City provides a group health care plan covering certain hospitalization, surgical and 

medical expenses for participating full-time employees and their eligible dependents. The City 
pays a percentage of the monthly premium costs for single subscriber, two person and family 
coverage for eligible full-time employees who elect to participate in the group medical 
insurance plan. The City’s liability shall be limited to these payments.  Summary descriptions 
of the plan are available in the City Treasurer’s Office. The specific terms and conditions 
governing the group insurance plan are set forth in detail in the master policy or policies 
governing the plan as issued by the carrier or carriers. The City reserves the right to modify 
the coverage provided under the insurance plan, to select the insurance carrier or carriers, to 
become a self-insurer either wholly or partially, and to select the administrator of such self-
insurance plans. 

 
 Full-time employees are eligible to participate in the group insurance plan no earlier than the 

first day of the premium month following the commencement of employment with the City 
in a full-time position or at a date thereafter that may be established by the insurance carrier.  
Employees electing to participate in the group insurance plan shall advise the City in writing 
of this intent and shall make arrangements satisfactory to the City for the payment of the 
required monthly premium, if any. 

 
 The City makes available a group insurance program covering certain dental expenses for 

participating employees and their eligible dependents.  Summary descriptions of the program 
are available.  Employees electing to participate in the group dental insurance plan shall advise 
the City in writing of this intent and shall make arrangements for payment of the employee's 
portion of the required monthly premium, if any.   

 
 The City makes available a group insurance program covering certain optical expenses for 

participating employees and their eligible dependents.  Summary descriptions of the program 
are available.  Employees electing to participate in the group optical insurance plan shall 
advise the City in writing of this intent and shall make arrangements for payment of the 
employee's portion of the required monthly premium, if any. 

 
 
 



 
 

 P a g e  | 54 
 

SECTION 8.1 
 

PAYMENT IN LIEU OF HEALTH INSURANCE 
 
I. PURPOSE 
 
 To establish policies and procedures regarding payment in lieu of coverage under the group 

medical insurance plan. 
  
II. POLICY 
  

Payment in Lieu of Health Insurance.  Full-time employees hired before January 1, 2020, 
who elect not to enroll in the group medical insurance plan because they are eligible for 
coverage under another health insurance plan may be eligible to receive additional monthly 
compensation based upon their medical care coverage eligibility status. To be eligible for this 
benefit, employees need to be receiving this benefit as of January 1, 2020.   Once an employee 
elects health insurance coverage the employee will no longer be eligible in the future for the 
opt out payment.  The amount of the additional compensation will be 10% of the City’s 
Annual Health Premium that the employee would typically elect.  This amount may be revised 
from time to time.  The additional amount shall be paid to the employee (the amount will be 
divided equally among pay periods to be dispersed in the employee’s regular paycheck) or 
placed in the employee’s account in the city’s deferred income plan.  Employees not 
participating in the City’s health programs must prove outside health coverage in order to 
receive opt out benefit.  In the event a full-time employee has a spouse also employed by the 
City on a full-time basis, neither spouse will be eligible for the payment in lieu of insurance.  
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 SECTION 8.2 
 

DISABILITY INSURANCE 
 
I. PURPOSE 
 
 To establish policies and procedures regarding disability insurance coverage plan. 
  
II. POLICY 
  

The City provides group short-term disability insurance to full-time employees.  Benefits 
are payable from the first day of disability due to accidental bodily injury or from the 8th 
day of disability due to sickness, for a period not to exceed 26 weeks for any one period of 
disability. The specific terms and conditions governing the short-term disability program are 
set forth in detail in master policy or policies governing the program as issued by the carrier 
or carriers. The City currently pays the entire premium for this coverage. Check with the 
Finance Department for plan documents and additional detail. 
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SECTION 8.3 
 

TERM LIFE AND DEATH DISMEMBERMENT INSURANCE 
 

I. PURPOSE 
 
To establish policies and procedures regarding life insurance. 

 
II. POLICY 
 

All full-time employees are eligible for term life insurance coverage after completion of the 
waiting period presently in effect in accordance with the insurance policy. The specific terms 
and conditions governing this insurance program are set forth in detail in the master policy or 
policies governing the program as issued by the carrier or carriers.  
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SECTION 8.4 
 

CONTINUATION OF INSURANCE PREMIUMS 
 
I. PURPOSE 
 
 To establish policies and procedures regarding continuation of insurance premiums. 
 
II. POLICY 
   
 In the event that an employee eligible for insurance coverage is discharged, retires, resigns, is 

laid off, or commences an unpaid leave of absence, the City shall have no obligation or 
liability whatsoever for making any insurance premium payment for any such employee or 
their lawful dependents beyond the day on which the discharge, retirement, resignation, 
layoff, or unpaid leave of absence commences.  Employees on City approved unpaid leaves 
of absence may continue insurance benefits on a month-by-month basis by paying to the City, 
in advance, the amount of the next month's employee’s portion of the premium for that 
employee and/or their lawful dependents, subject to the approval of the insurance program for 
up to six months.         

 
Eligible employees on approved FMLA leaves will be eligible for continued coverage as set 
forth in the City's approved FMLA Policy.  Employees, their spouses, and dependents who 
lose coverage due to a qualifying event will be entitled to continuation coverage at their 
expense pursuant to the requirements of federal COBRA law. 

 
Employees on any leave of absence (other than approved FMLA) are responsible for paying 
their employee contribution amount of the insurance premiums. 
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SECTION 8.5 
 

WORKERS COMPENSATION 
 
I. PURPOSE 
 

To establish policies and procedures regarding workers compensation. 
 
II. POLICY 
 

The City provides workers compensation coverage for all its employees. Employees are 
required to report any job-related injury or occupational disease to the City Manager as 
soon as possible, but no longer than 24 hours after the accident or injury occurs or the 
disease is diagnosed.  Failure to report a job-related accident, injury or disease may result 
in a denial of compensation benefits. 
 

III. PROCEDURE 
 

The City Manager shall ensure that workers compensation coverage, either through 
insurance policies or participation in group liability pools is provided for all employees. 
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SECTION 8.6 
 

UNEMPLOYMENT COMPENSATION 
 
I. PURPOSE 
 

To establish policies and procedures regarding unemployment compensation. 
 
II. POLICY 
 

All employees are covered under Michigan’s unemployment compensation system. 
 

III. PROCEDURE 
 
The City will endeavor to ensure that all employees are covered under Michigan’s 
Unemployment Compensation.  
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SECTION 9.0 
 

GRIEVANCE PROCEDURES 
 

I. PURPOSE 
 

To establish policies and procedures regarding grievance resolution. 
 
II. POLICY 
 

Grievances.  The City intends to provide a constructive, positive work environment in 
which employees are empowered to contribute to the continuous improvement in the 
operations and services provided by the City.  To this end a formal grievance procedure is 
available to help resolve complaints of employees who believe they are not receiving fair 
treatment in the workplace.   
 
STEP 1: Verbal Communication with Department Head 
Employees are encouraged to share their suggestions, as well as discuss any complaints or 
issues that may arise related to their employment and work environment with their 
immediate supervisor within five working days from the time of the occurrence.  The 
supervisor will try to provide a verbal response to the complainant within five working 
days of the discussion with the employee.   
 
STEP 2: Written Communication with City Manager 
Should an employee not find adequate resolution through verbal discussion with their 
immediate supervisor, the complaint should be made in writing to the City Manager within 
five working days from the oral response in Step 1. 
 
The employee will submit his/her written grievance to their department head which must 
include: 

a. Date of incident 
b. Description of incident 
c. Summary of previous discussion(s) with supervisor regarding the incident 
d. Desired resolution 
e. Employee’s printed name, signature, and date of submission 

 
The City Manager will meet with the Employee within ten working days of receipt of the 
request to meet, or on a date mutually convenient for all parties.  At the Manager’s 
discretion this meeting may include the department head and/or supervisor, and/or other 
City representatives as appropriate.  At the employee’s option, the meeting may include a 
fellow employee or other representative of the employee’s choosing. 
 
 
The City Manager, or designated representative, will provide a written response to the 
employee within ten working days of the meeting.  The City Manager’s response to the 
grievance is final. 
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SECTION 10.0 
 

DISCIPLINARY ACTION 
 
I. PURPOSE 

 
To establish policies and procedures regarding Disciplinary Action. 

 
II. POLICY 
 

It is the intention of the City to utilize disciplinary action in a constructive manner to 
motivate the employee toward proper conduct in the future.  Situations of a minor nature 
are expected to be handled informally by the employee’s immediate supervisor and may 
result in a verbal warning which may be documented and retained in the employee’s 
personnel file.  Habitual minor offenses shall be considered serious and shall be entered 
into the personnel file. 
 
Formal disciplinary action will be administered by the Department Head in coordination 
with the City Manager.  Suspensions and discharges are officially administered by the City 
Manager.     
 

III. PROCEDURES 
 

Disciplinary actions may include any or all the following, which are not necessarily 
administered in order, nor are all types of disciplinary action required prior to discharge.  
The City may immediately discharge an employee in the sole discretion of the City 
Manager. 
 
Verbal Reprimand.  A verbal notice to an employee that his/her behavior or performance 
must be improved or corrected.  A written record of the verbal reprimand will be placed in 
the employee's personnel file and a copy provided to the employee.  Verbal reprimands 
will remain in the employee’s personnel file for 12 months from the date of the incident.  
 
Written Reprimand.   A written notice to an employee that his/her behavior or 
performance must be improved or corrected.  Written reprimands will be placed in the 
employee's personnel file indefinitely and furnished to the employee. 
 
Suspension.  The temporary removal of an employee from duty, with or without pay.  
Suspensions will vary in length depending upon the seriousness of the offense or frequency 
of occurrence.  Suspensions will be documented and placed in the employee's personnel 
file. 
 
Discharge.   The removal of an employee from the employ of the City (also may be referred 
to as Dismissal or Involuntary Termination).    
 
Employees may submit written explanations or responses to disciplinary actions to their 
personnel file in accordance with state law.   
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All employees are expected to conduct their private and professional lives in a manner 
which reflects positively upon the City.  Employees shall be courteous in their dealings 
with the public and other employees.  Employees shall avoid any action that gives the 
appearance of impropriety.  Adherence to this policy is essential for the City to maintain 
the public support necessary to carry out its functions. 
 
The City expects that the personal and professional conduct of its employees will conform 
to acceptable standards.  In instances where an employee fails to comply with these 
standards, an attempt may be made to correct an employee’s conduct through the use of 
progressive discipline, but commission of the following offenses or any other improper 
employee action may result in disciplinary action up to and including discharge, depending 
upon the seriousness of the offense in the judgment of the City Manager.  This list of 
unacceptable employee conduct does not include all examples of improper conduct but is 
provided for the guidance of employees. Employees with questions concerning the 
propriety of any contemplated action should consult with the City Manager before 
engaging in the activity. 
 
General Work Rules.  The following rules are provided for the guidance of all employees. 
 
A. Employees should be at their workstations prior to the commencement of the 

workday. 
 
B. Employees must secure permission from their supervisor to leave work prior to the 

scheduled end of their workday. 
 
C. All known needed repairs and/or safety hazards on equipment and property must 

be reported to your supervisor as soon as possible. 
 
D. Any accident involving personal injury must be reported to your supervisor, the 

City Manager, and the Finance Director. 
 
E. All damage to City equipment, vehicles, tools, or property must be reported to your 

supervisor, the City Police, the City Manager, and the Finance Director. 
 
F. All safety rules and regulations must be followed. Employees are required to report 

any and all potentially dangerous work practices, unsafe work conditions, 
horseplay, negligence, and carelessness to their supervisor. 
 

G. Any employee involved in an accident with a City-owned vehicle shall promptly 
notify the nearest law enforcement agency regardless of how minor the accident.  
This incident shall also be reported to your Supervisor, the City Manager, and the 
Finance Director.  
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Unacceptable Employee Conduct.   
 
A. Dishonesty or breach of trust. 

 
B. Disseminating sensitive personnel information to other employees or the public 

without approval.  
 
C. Using, selling or possession of intoxicating beverages, marijuana, narcotics, or any 

controlled substance while at work or on City property, or otherwise violating the 
City’s Drug and Alcohol-Free Workplace Policy. 

 
D. Using intoxicating beverages, marijuana, narcotics, or any controlled substance at 

such time before work that will interfere with one’s mental or physical ability to 
satisfactorily perform assigned duties, or otherwise violating the City’s Drug and 
Alcohol-Free Workplace Policy. 

 
E. Stealing, abusing, misusing, removing or deliberately destroying City property or 

the property of its employees. 
 
F. Violation of safety regulations. 
 
G. Disobeying authority (failure to carry out instructions, orders, or work 

assignments). 
 
H. Refusal to answer questions of the City Manager/designee or submit reports 

pertaining to the performance of official duties. 
 
I. Any communication or action intended to threaten, intimidate, or coerce another 

employee or a member of the general public. 
 
J. Violation of the City’s Equal Opportunity or Harassment policies. 
 
K. Marring, marking, or defacing any surface of any City building. 
 
L. Failing to notify your supervisor that you are using prescribed medication or a non-

prescription drug that could interfere with your ability to perform your assigned 
duties in a safe and efficient manner. 

 
M. Using abusive language, threatening, intimidating, coercing, and/or fighting with 

employees, supervisors, or the general public. 
 
N. Engaging in obscene or indecent conduct. 
 
O. Sleeping, loafing, idling, or loitering during working hours. 
 
P. Horseplay, creating a distraction, interfering with an employee, or causing unsafe 

or unsanitary working conditions. 
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Q. Falsifying records, reports, documents, or knowingly misrepresenting any 

information requested by supervision. 
 
R. Failing to properly advise the City when not reporting to work. 
 
S. Failing to provide a reason acceptable to the City for absence from work or 

tardiness for work. 
 
T. Excessive tardiness or absences. 
 
U. Using your position of employment with the City to directly or indirectly gain 

benefits, favors, money, advantages, privileges, or anything of value other than 
regular compensation. 

 
V. Disregarding or refusing to obey a City related work order, either written or verbal, 

from a supervisor or the City Manager. 
 
W. Destroying, altering, or removing any materials or information posted by the City. 
 
X. Supporting a restriction of output, slowdown, or any unauthorized interruption of 

assigned duties. 
 
Y. Submission of false time reports and/or sick leave requests or removing time reports 

from City offices. 
 
Z. Failure to advise the City of the names, addresses and telephone numbers of the 

dependents of the employee, or a change in the employee’s name, address, or 
telephone number of a dependent of the employee. 

 
AA. Soliciting gifts, service, gratuity, loan, fee, or anything else of value which is 

offered or may be offered because of City employment. 
 
BB. Failing to comply with any provision in this Personnel Policies and Procedures 

Manual, with any provision of the City Safety Policy, or with any other rule and 
regulation applicable to the employee. 

 
CC. Conviction of any felony or conviction of any misdemeanor involving moral 

turpitude or casting doubt upon the employee’s ability to perform assigned work. 
 

DD. Taking any other action which interferes with the proper performance of the 
employee’s assigned work or which would reflect discredit upon the City.  
 

EE. Violation of the policies set forth in this Personnel Policies and Procedures Manual.  
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SECTION 10.1 
 

INVOLUNTARY TERMINATION AND PROCEDURAL RIGHTS 
 
III. PURPOSE 
 

To establish policies and procedures regarding involuntary termination and procedural 
rights. 
 

IV. POLICY 
 

Employees who are involuntarily separated (dismissed or discharged) from employment 
will be paid for actual time worked and compensatory time earned in lieu of paid overtime 
for non-exempt employees. 
 
The City Manager serves at the pleasure of Council.  Unless otherwise stated in the City 
Charter, terminations of all other employees are made by the City Manager.  Terminated 
employees have certain due process rights prior to discharge or other adverse employment 
decisions if they have a liberty or property interest that is affected by the adverse 
employment action.    
 
Where an employment decision could be stigmatizing to the employee, and the City intends 
to place a record of the action in the employee’s personnel file (which makes it potentially 
subject to public disclosure) or if the action would foreclose a definite range of future 
employment opportunities, an employee will be provided notice of the action and an 
opportunity to respond prior to the employment action.   
 
Stigmatizing reasons for discipline or discharge may include dishonesty, immorality, moral 
turpitude, criminality, racism, harassment, falsifying forms, drug use, engaging in 
prostitution, use of position to obtain kickbacks or other privileges, or other charges 
impugning the employee’s moral character. 
 
Charges of incompetence, negligence, poor attendance, insubordination, failure to meet 
performance standards, failure to submit required forms or documentation and related 
performance-based criteria have typically been held to be insufficiently stigmatizing to 
trigger a liberty interest. 
 
In cases where public disclosure of stigmatizing information is possible, the employee will 
receive oral or written notice of the charges, an explanation of the evidence and an 
opportunity to respond and clear his/her name prior to the decision being finalized and 
documented in the personnel file.  Typically, the employee would direct their response to 
the City Manager who will consult with Council or its designated committee as needed. 
 
This process is a procedural protection and in no way limits the City’s at-will employment 
status.  The findings of the City Manager are final, will be stated in writing and provided 
to the employee as well as documented within the personnel file.   
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Nothing stated above, negates the opportunity for the employee and the city to negotiate a 
separation agreement.  
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SECTION 11.0 
 

USE OF CITY PROPERTY 
 

I. PURPOSE 
 

To establish policies and procedures regarding personal use of City property. 
 
II. POLICY 
 

No property belonging to the City may be borrowed for personal use by employees. Any 
City property provided to an employee for use while a City employee must be returned 
upon termination of employment.  Employees are expected to exercise sound judgment and 
proper care in the use of City property, provided in support of their job function. Waste 
and damage caused by neglect or inappropriate use may lead to disciplinary action up to 
and including discharge. 
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SECTION 11.1 
 

USE OF CITY VEHICLES 
 
I. PURPOSE 
 

To establish policies and procedures regarding use of City vehicles. 
 
II. POLICY 
 

The use of City-owned vehicles is confined to that necessary to conduct official City 
business. Vehicles shall be driven in a manner to conform to all posted speed limits, state 
traffic rules and regulations, City ordinances and maintain the security of the vehicle and 
its contents.   The City does not permit employees to text while driving City vehicles, using 
a hand-held cell phone or other electronic device.  Drivers are responsible for any driving 
infractions or fines that result from their driving and must report them to their supervisor. 
 
Employees shall be responsible for the proper care and use of City vehicles and shall report 
promptly and malfunction so that repairs may be made. 
 
Employees are required to lock City vehicles when absent from the vehicle and not within 
sight of the vehicle.  When appropriate, vehicles should not be left running when not in 
use. 
 
Persons other than City employees shall not be authorized to drive or ride in City vehicles 
unless authorized by the City Manager, and then only for official City business.   
 
All employees using City vehicles must have a valid Michigan driver’s license and a 
satisfactory driving record.  Any restrictions on, or revocation of, an employee’s legal right 
to drive must be immediately reported to the appropriate department head. 

 
City employees are always expected to operate City owned vehicles in a safe and 
responsible manner in accordance with state motor vehicle regulations and City ordinances.   
 
Commuting to and from work in a city owned vehicle is considered personal use.  In 
accordance with the IRS all personal use of a city owned vehicle is considered a noncash 
fringe benefit and will be taxed within the IRS current commuting guidelines.  This will be 
done annually and reflect on your W-2.  The method that the City of Allegan will be using to 
determine taxable value is the one-way commuting method.  Forms will be distributed to all 
employees that use city vehicles for personal use to identify how many round trips were made 
by the employee.  These forms will be filled out and returned to the finance department 
quarterly. 
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SECTION 11.2 
 

CITY CELL PHONE PROGRAM 
   

I. PURPOSE 
 

 To establish policies and procedures regarding the issuance of city cell phones to city 
 employees. 

 
II. POLICY 

 
 The decision to assign a city owned cell phone to any employee shall be made by the 

Department Supervisor.  Further any fees charged beyond the basic plan as established by 
employee category, shall be charged to the employee.  Any of these decisions may be 
appealed and decided by the Finance Director.  The City Manager is the final arbiter of any 
cell phone issue if necessary. 
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SECTION 11.3 
 

SMOKING 
 

I. PURPOSE 
 

The City is a tobacco-free and smoke-free workplace for the health, safety, and wellbeing 
of all of its employees, residents, and visitors.  

 
II. POLICY 
 

No tobacco, smoking or use of e-cigarettes (vaping) or other electronic nicotine delivery 
systems will be allowed anywhere in buildings and vehicles controlled by the City or 
anywhere an employee is actively working for the City.  Electronic cigarettes or e-
cigarettes are defined as any device that is designed to mimic cigarettes by vaporizing a 
liquid that is inhaled by the user.  
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SECTION 11.4 
 

HARASSMENT POLICY 
 

I. PURPOSE 
 

To establish a policy prohibiting unlawful harassment in City employment and to establish 
procedures to investigate harassment complaints. 

 
II. POLICY 
 

The City prohibits employees from engaging in unlawful harassment of a member of the 
public or of another employee based upon any characteristic protected by law, such as sex, 
race, ethnicity, age, disability, or other reasons protected by law.  Such harassment is a 
serious violation of City rules. 
 
Sexual harassment involving individuals within the employment setting is defined as 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct or communication of a sexual nature when: 
 
A. Submission to such conduct or communication is made a term or condition either 

explicitly or implicitly to obtain employment; 
 
B. Submission to or rejection of such conduct or communication by an individual is 

used as a factor in decisions affecting such individual’s employment; 
 
C. Such conduct or communication has the purpose or effect of unreasonably 

interfering with an individual’s employment or creating an intimidating, hostile or 
offensive employment environment. 

 
Examples of sexual harassment, may include, but are not limited to, the following: 

a. Pressure for sexual activity; 
b. Repeated remarks with sexual or demeaning implications; 
c. Unwelcome touching; 
d. Sexual jokes, posters, and cartoons. 
 

Similar actions taken by employees towards members of the general public are considered 
to be acts of sexual harassment and are prohibited by this policy. 
 
The City also discourages romantic relationships between supervisors and subordinates and 
prohibits any such conduct that is unwelcome.  Anyone who is an unwilling participant in 
such a relationship must notify the City Manager, the Finance Director, or the Mayor 
immediately. 
 
Violation of this rule prohibiting sexual harassment will subject the violator to discipline, 
including the possibility of immediate discharge. 
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Supervisors are required to be alerted to stop any sexual harassment from occurring in our 
workplace. Employees who believe that they have been harassed, sexually or otherwise, or 
who have observed an employee harassing another employee or a member of the public 
should immediately report the incident to their immediate supervisor, department head, or 
to the City Manager. In the event of an incident of alleged harassment by the City Manager, 
the report should be made to the City Attorney or to a member of the City Council. When 
making this report, the employee should clearly state that they believe that they are the 
victim of harassment and that the employee is reporting the incident pursuant to this policy. 
The City will investigate all reports of harassment.  
 
Making a complaint of harassment is a serious matter, but no employee will be subject to 
any form of retaliation or disciplinary action for making or pursuing a complaint of 
harassment which is made in good faith. An employee who knowingly submits false, 
inaccurate, or otherwise misleading information to the City in connection with a report of 
alleged harassment or the investigation of an alleged incident of harassment shall be subject 
to discipline, up to and including discharge. The City will keep complaints of harassment 
confidential to the extent that it is possible while conducting the investigation. 

 
III. INVESTIGATION PROCEDURE 

 
A. Investigation of Harassment 
 
Upon the receipt of a complaint of harassment, the City shall conduct a prompt and 
complete investigation and shall attempt to resolve the problem in an informal manner 
through the following steps: 
 
1. Interview the complainant and document the interview. 

 
a. Request that the complaint be put in writing, if possible. 
b. Obtain the names of witnesses who can be contacted to substantiate the 

charges being made and secure permission of the complainant to interview 
them. 

 
2. Interview the accused and document the interview. 
 

a. Re-emphasize the City’s policy regarding harassment without making 
judgments at this stage. 

b. Keep the identity of the complainant confidential, if possible. 
 

3. Interview all witnesses identified by the parties and document each interview. 
 
4. Review the personnel files of the complainant and the accused for any history of 

problems. 
 

5. Make a determination on the merits of the complaint. 
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B. Complaint Resolution 
 
1. If the investigation fails to substantiate the complaint, the following action will be 

taken: 
 

a. The investigation will be closed. 
b. The investigating officer’s findings and reasons for them will be discussed 

with the complainant. 
c. Consideration will be given to disseminating the results of the investigation 

to employees who have knowledge of it. 
d. The City’s policy regarding harassment and the mechanism for complaint 

resolution will be reiterated to all employees involved in the investigation. 
e. All documentation regarding the complaint and the investigation will be 

maintained in a separate confidential file in the event that subsequent 
litigation arises out of the incident. 

 
2. If the investigation substantiates the complaint, the following action will be taken: 
 

a. The investigation will be closed. 
b. The investigating officer will confer with the City Manager to determine 

what action is necessary to resolve the complaint and prevent recurrence, 
including consideration of possible remedial action. 

c. The parties will be advised of the results of the investigation and the actions 
to be taken. 

d. Appropriate disciplinary action will be imposed. 
e. All actions will be documented, and a record placed in the offender’s 

permanent file. 
f. The City’s policy regarding harassment and the mechanism for complaint 

resolution will be reiterated to all individuals involved in the investigation. 
g. All documentation regarding the complaint and the investigation will be 

maintained in a separate file if subsequent litigation arises out of the 
incident. 
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SECTION 11.5 
 

PERSONAL APPEARANCE AND HYGIENE 
 

I. PURPOSE 
 

To establish policies and procedures regarding personal appearance and hygiene. 
 

II. POLICY 
 

Personal Appearance and Hygiene.  Your appearance is important to demonstrating the 
professionalism of our organization.  For this reason, each employee is expected to report 
for work each day with appropriate hygiene, appearance, and attire for his or her position.   

 
Personal cleanliness is a must for all employees.  Body odors, strong perfumes or smoke 
may all be particularly offensive to the public or coworkers.  Employees should take 
pride in their personal hygiene and appearance and report to work clean and groomed 
appropriately. 
 
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 told why the clothing is inappropriate and will be sent home to change.   

 
It is impossible to describe or define every possible acceptable or unacceptable example 
of attire.  Therefore, Cclothing should be professional, clean, and appropriate for the 
day’s work ahead. The following is prohibited: 

a. Excessively worn, torn or dirty clothing. 
b. Clothing with suggestive or offensive logos, pictures, insignia, etc. 
c. Very tight, revealing or otherwise sexually suggestive clothing. 
d. Exercise attire. 

 
If in doubt, ask prior to wearing the item.  Your supervisor will determine whether attire 
is acceptable. 
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SECTION 11.6 
 

UNIFORMS 
 

I. PURPOSE 
 

To establish policies and procedures regarding uniforms. 
 

II. POLICY 
 

The City reserves the right to require employees to wear uniforms.  For employees required 
to wear uniforms, the City shall provide said uniforms.  The type of uniform to be worn 
shall be determined by the Department Head with approval of the City Manager.  All 
uniforms or work equipment purchased by the City shall remain the property of the City. 
 
An employee with a job in which safety shoes are required by the Department Head, may 
be reimbursed one time per fiscal year up to a maximum amount determined by the City 
Council towards the purchase of a pair of approved safety shoes. The purpose of this 
payment is to reimburse the employee for added cost of a pair of safety shoes and encourage 
safety on the job. Employees must submit proof of purchase receipt to the Finance Director 
prior to receiving payment.  The amount of the annual subsidy for this program shall be 
determined through the annual budget process. 
 
Uniforms must be kept clean, neat, and in good condition, and must only be worn while 
performing duties for the City. At the time of separation from employment with the City, 
employees must return uniforms in good condition. A charge will be made for returnable 
uniforms which are lost, damaged, returned in an unacceptably soiled condition, or 
otherwise unreturned.  
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SECTION 11.7 
 

PAYROLL DEDUCTIONS 
 
I. PURPOSE 
 
 To establish policies and procedures regarding payroll deduction. 
 
 
II. POLICY 
 

The City withholds Federal Income Tax, State Income Tax, Federal Social Security Tax, 
Medicare Tax, employee contributions to the City Retirement Plan if applicable, 
court-ordered garnishments and child support payments from employee paychecks in the 
amount and manner prescribed by state and federal law. In addition, the City will withhold 
voluntarily authorized deductions from an employee’s paycheck for other programs 
approved by the City. The starting and changing of voluntary deductions must be requested 
on a form provided by the City. 
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SECTION 11.8 
 

COMPUTER, EMAIL AND SOCIAL MEDIA 
 

I. PURPOSE 
 
 To establish policies and procedures regarding computer and E-mail usage. 
 
II. POLICY 
 
 Computers, computer files, and E-mail system, and software furnished to employees are City 

property intended for official, City purposes.  Employees should not use a password, access a 
file, or retrieve any stored communication without authorization.  To ensure compliance with 
this policy, computer and E-mail usage may be monitored, and employees should be aware 
that such uses may be subject to disclosure under state law.  The City strives to maintain a 
workplace free of harassment and sensitive to the diversity of its employees, prohibits the use 
of computers and any E-mail system in ways that are disruptive, offensive to others, or 
harmful to morale.  For example, the display or transmission of sexually explicit images, 
messages, and cartoons is not allowed.  Other such misuse includes, but is not limited to ethnic 
slurs, racial comments, off-color jokes, or anything that may be construed as harassment or 
showing disrespect for others.  E-mail may not be used to solicit others for commercial 
ventures or religious causes, outside organizations, or other non-business matters.  The City 
purchases and licenses the use of various computer software for business purposes and does 
not own the copyright to this software or its related documentation.  Unless authorized the 
software developer, the City does not have the right to reproduce such software for use on 
more than one computer.  Employees may only use software on local area networks or on 
multiple machines according to the software license agreement.  The City prohibits the illegal 
duplication of software and its related documentation.  Personal use of computers is 
authorized within reasonable limits as long as it does not interfere with or conflict with City 
business. Employees are responsible for exercising good judgment regarding the 
reasonableness of personal use. In case of doubt, employees should consult their Department 
Head or the City Manager. The City of Allegan reserves the right to enter, search and monitor 
the computer files or email of any employee, without advance notice, for business purposes, 
such as investigating theft, disclosure of confidential business or proprietary information, 
personal abuse of the system or monitoring workflow or productivity. 

 
 Social Media encompasses Internet applications that are based on user participation and 

allow for the creation and exchange of user generated content.  Examples include 
Facebook, Twitter, blogging, messaging, and other technologies.  We expect employees of 
the City will engage in various forms of social media; however, it is important for 
employees of the City to know the City’s policy.   

 
The City and its employees have a responsibility to promote a positive and professional 
working environment. As part of this responsibility, employees use of social media does 
not interfere with the professionalism, integrity, or reputation of the City or that of its 
employees and at no point shall an employee criticize a city policy or decision on social 
media.     
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These guidelines are designed to help you, the employee, navigate through social media 
technologies while protecting the reputation and credibility of the City of Allegan, its 
employees, and its citizens.  Whether you are creating a social media site, commenting on a 
social media site, or blogging, this policy will help you understand how the City policies 
apply. Failure to follow this policy could result in disciplinary action. Electronic 
communication with internal or external employees, citizens, or vendors is not considered 
social media and is not covered under this policy. This policy is not intended to interfere with 
rights vested under the National Labor Relations Act or the Public Employment Relations 
Act. 
 
The following guidelines apply to all forms of social media whether for personal or 
professional use: 

 
(a) Adhere to all City policies.    
(b) Adhere to the City anti-discrimination and anti-harassment policies.    
(c) Never disclose City confidential information over social media sites.  This includes 

City privileged information including financial information, legal matters, or rumors.  
Never disclose information about an employee, citizen, or vendor of City that was 
gained while in the employ of City.   

(d) If you are unsure whether your post or site is a violation of the Social Media Policy, 
consult the City Manager before posting or creating a site.   

(e) Be respectful and courteous.  Do not make posts, comments, or blogs that could be 
considered defamatory, libelous, harassing, threatening, or obscene.  A threat of any 
kind will be taken seriously.  When disagreeing with another’s opinion, keep your 
comments appropriate and tempered.    

(f) Be aware of consequences.  You are accountable for anything you post. Your posts, 
comments, and blogs are permanent and can be retrieved even after they have been 
deleted.   

(g) Edit carefully.  To ensure the quality of social media, review for accuracy, neatness, 
and overall comprehensive.  A clear and concise message is better received.         

(h) Stay on topic.  Make meaningful posts about the topic and refrain from going off-topic.  
Do not “spam” or make repetitive posts.    

(i) Minimize security risks.  A compromised account can cause numerous integrity and 
confidentiality issues.  To minimize security risks, choose a log-in and password that 
is not based on any easily identifiable traits such as children’s names or last names.  
Sites should be monitored. Posts that are from an unrecognizable source, spam, and 
sites that you do not frequently visit should be deleted.  Do not open links that are from 
an unrecognizable source.  

(j) Think before you send.  Once submitted, messages and posts cannot be withdrawn.   
(k) The use of social media should not interfere with or compromise your responsibilities 

at the City. 
(l) Never visit a site deemed inappropriate or illegal at work. 
(m) Do not use your [City] email as your contact address unless it is for authorized City 

purposes. 
(n) If in a posting you mention you are an employee of the City, disclose your relationship 

to the City and use a disclaimer.  The disclaimer should state that the opinions and 
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views expressed are the employee’s own and do not reflect the opinions and views of 
the City. 

(o) Managers should never post or comment regarding past or current employees. 
(p) Managers should never circumvent an employee’s or applicant’s privacy settings by 

pretending to be someone else in order to gain access to restricted sites. 
(q) Prior to taking any employment action or disciplinary action based on information 

gained from a social media site, contact the City Manager. By visiting a social media 
site, you may inadvertently become aware of an employee’s or applicant’s protected 
information such as age, race, marital status, pregnancy, or disability. 
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SECTION 11.9 
 

WORKPLACE VIOLENCE 
 
I. PURPOSE   
 

To establish policies and procedures regarding workplace violence. 
 

II. POLICY 
 

The City of Allegan is committed to reducing the potential for workplace violence.  In this 
regard, it is the policy of the City to prohibit acts or threats of violence by any party, 
directed toward employees, citizens, elected officials, and visitors to the City’s facilities or 
others. 

 
The City is committed to providing a safe and healthful work environment, consistent with 
health and safety rules and will take prompt remedial action, up to and including discharge 
or criminal prosecution, against any employee who engages in threatening behavior or acts 
of violence. 

 
The City will take appropriate action against any non-employee who engages in threatening 
behavior including former employees and visitors to City facilities, up to and including 
criminal prosecution. 

 
Employees who engage in violent, abusive, or threatening behavior will be subject to 
disciplinary action, up to and including immediate discharge. 

 
Additionally, it is the responsibility of City employees to assist in identifying problem 
employees.  The City Manager should be immediately notified of situations or incidents 
involving threats, acts of violence, aggressive behavior, threatening or offensive comments 
and similar acts.  Employee reports made pursuant to this policy will be held in confidence 
to the maximum possible extent. The City will not tolerate retaliation against any employee 
reporting a violation of this policy. 
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SECTION 11.10 
 

DRUG AND ALCOHOL-FREE WORKPLACE 
 
I. PURPOSE 
 

The City of Allegan is committed to creating a drug- and alcohol-free working environment 
for its work force.  The use of alcohol and/or drugs in the workplace jeopardizes safety, 
lowers productivity, and undermines public confidence.    

 
II. POLICY 
 

All the City of Allegan premises, including work sites and all City of Allegan vehicles, are 
declared to be drug/alcohol-free workplaces.  City of Allegan employees are prohibited 
from unlawfully manufacturing, distributing, dispensing, or using controlled substances 
and/or alcohol in the workplace.   
 
Employees who are taking prescription medication that may impair their ability to drive 
and/or operate equipment/machinery shall notify their supervisor prior to engaging in that 
activity for an alternative assignment. 
 
Employees found to be in violation of this policy will be subject to appropriate 
personnel/disciplinary action up to and including termination for the first offense, and/or 
other remedial measures as the individual circumstances warrant. 
 
Employees required to maintain a Commercial Driver’s License as a condition of their 
employment are subject to state and federal provisions regarding Department of 
Transportation (“DOT”) drug testing.   

 
 Employees employed in safety-sensitive positions will be subject to drug and alcohol 

testing as required by federal regulations and the Anti-Drug and Alcohol Abuse Policy 
previously approved by the City Council on June 24, 1996. Likewise, all employees may 
be required to submit a blood and/or urinalysis examination for the purpose of detecting 
the use of unauthorized prescriptive drugs, illegal drugs, controlled substances and/or 
alcohol where, based on objective facts and reasonable inferences drawn from those facts, 
the City has reason to believe that the employee in question is possessing, under the 
influence, impaired or otherwise affected by the use of, or has attempted to 
sell/distribute/manufacture on City property prescriptive drugs, illegal drugs, controlled 
substances and/or alcohol. 
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SECTION 11.11 
 

PERSONAL WORKSPACE AND ARTICLES 
 

I. PURPOSE 
 
 To establish policies and procedures regarding personal workspace and articles. 
 
II. POLICY 
 

The City is not responsible for lost or damaged personal articles brought into the workplace.  
All property belonging to the City, including City vehicles, computers, phones, desks, file 
cabinets, lockers and other storage areas, is subject to inspection or search at any time without 
notice to retrieve work-related materials or to investigate a violation of workplace rules.  
Employees should not have any expectation to privacy with regard to City premises. 

 Personal workspace is also considered property of the City and is oftentimes accessible and 
viewable by co-workers and the public.  Minimal tasteful displays of a nonpolitical nature 
such as personal pictures and related items are acceptable.  However, any personal displays 
that violate harassment, code of conduct, or other policies will be addressed as a violation 
according to those procedures.  Your department head and/or the City Manager have the final 
authority to determine what is acceptable. 
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SECTION 11.12 
 

SENSITIVE RECORDS 
 

I. PURPOSE 
 

To establish policies and procedures regarding sensitive records. 
 
II. POLICY 
 

Employees may have access to sensitive or confidential information or records not intended 
for or required to be publicly released or shared with other employees in the organization.  
Though much of the information handled by the City is public information, in some 
instances a Freedom of Information Request (“FOIA”) is required.   

 
City employees are not to share or disclose any sensitive or confidential information with 
other employees or the public without approval of the City Manager and should only 
discuss sensitive or confidential information when necessary to carry out job duties. In 
addition, employees should not attempt to acquire sensitive or confidential information that 
is not germane to their employment.  
 
Under no circumstance may an employee remove documents, photos, reports, personal or 
personnel information or any sensitive material that is the property of the City. 
 
Employees found to be in violation of this policy may be disciplined, up to and including 
discharge. 
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SECTION 11.13 
 

FREEDOM OF INFORMATION ACT (FOIA) 
 

I. PURPOSE 
 

To establish policies and procedures regarding Freedom of Information Act. 
 
II. POLICY 
 

It is the policy of the City of Allegan to fully comply with the Freedom of Information Act 
(“FOIA”).  All individuals are entitled to certain and specific information regarding the 
affairs of government and the actions of public officials and public employees.  All FOIA 
requests are to be immediately directed to and processed by the City Clerk or his/her 
designee.   
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SECTION 11.14 
 

PUBLIC STATEMENTS/PRESS CALLS 
 

I. PURPOSE 
 

To establish policies and procedures regarding public statements/press calls. 
 
II. POLICY 
 

Unless otherwise delegated, the City Manager is the official designated spokesperson for 
City staff.  Employees should refer all requests for formal statements, interviews, and 
related activities to the City Manager.  Employees may not make formal statements on 
behalf of the City, except in cases of sharing routine, factual information, without prior 
authorization. 
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SECTION 11.15 
 

CREDIT CARDS 
 

I. PURPOSE 
 

To establish policies and procedures regarding use of City issued credit cards. 
 
II. POLICY 
 

The City recognizes that in certain instances, it is in its best interest to issue a City credit 
card to certain employees.  City credit cards are limited to employees in positions that 
demonstrate that having a credit card will assist them in performing their assigned 
responsibilities.  Any issuance of a City credit card must first be authorized by the City 
Manager.   
 
The credit card may only be used for the purchase of goods or services related to the official 
business of the City. It is not to be used for any personal business.  
 
Any employee that is issued a City credit card is responsible for the card’s protection and 
custody and shall immediately notify the City Treasurer if the card is lost or stolen.  
 
The issuance of a City credit card is a privilege that may be revoked at any time. Any card 
holder found in violation of this policy may be forced to surrender the card and may be 
subject to discipline. Employees shall surrender their City credit card upon request, 
including at the time of termination. 
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SECTION 11.16 
 

PERSONAL ELECTRONIC DEVICES  
 

I. PURPOSE 
 

To establish policies and procedures regarding the use of personal electronic devices (cell 
phones, I-pads, etc.) in the workplace. 

 
II. POLICY 
 

During work time, employees should limit the use of their personal electronic devices as 
to not interfere with their assigned duties. Employees in an office setting should set 
personal cell phones to vibrate or a low volume ring mode during work hours to avoid 
disrupting official business or disturbing those working around them. 
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SECTION 11.17 
 

CUSTOMER SERVICE 
 

I. PURPOSE 
 

To establish policies and procedures regarding to customer service. 
 
II. POLICY 
 

The City of Allegan requires employees to represent the City in a positive manner and treat 
members of the public (customers) with courtesy and respect.  Employees should be 
prepared to listen patiently to inquires or complaints and deal with them in a helpful, 
professional manner.  All employees should engage in behavior to deescalate matters of 
potential conflict when dealing with the public rather than escalating matters.  Members of 
the public who become unreasonable, abusive, or harassing should be referred to the 
employee’s supervisor.   
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SECTION 11.18 
 

GIFTS AND GRATUITIES 
 

I. PURPOSE 
 

To establish policies and procedures regarding gifts and gratuities. 
 
II. POLICY 
 

As public servants, services must be rendered, and business contracts awarded without 
favoritism or the suggestion that gifts and/or gratuities are expected in return.  The City 
Manager may approve the acceptance of gifts presented for the benefit of the City as a 
whole, its employees and the public (such as a food basket that can be set out for general 
consumption).  If a situation should arise that an employee considers inappropriate, they 
should promptly report it to the City Manager.   
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SECTION 11.19 
 

KEY DISPERSAL 
 

I. PURPOSE 
 

To establish policies and procedures regarding key dispersal. 
 
II. POLICY 
 

Keys to City buildings, facilities, vehicles, or equipment may be issued to employees.  Keys 
are never to be duplicated, given, or lent to anyone else, including a fellow employee.  Lost 
or stolen items must be immediately reported to the City Manager. 
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SECTION 11.20 
 

MEDICAL EXAMINATIONS 
 

I. PURPOSE 
 

To establish policies and procedures regarding medical examination. 
 
II. POLICY 
 

The City may require an employee to submit to a medical or psychological exam to 
determine fitness for duty provided the examinations are job related and consistent with 
business necessity.  Tests for alcohol or illegal drug use are not considered medical 
examinations, nor are physical agility tests.  Fitness for duty exams will be conducted by a 
licensed professional designated by the City and will be paid for by the City. 
 
The City will comply with all requirements of the Americans with Disabilities Act 
(“ADA”), Family Medical Leave Act (“FMLA”), Michigan Persons with Disabilities Civil 
Rights Act, Worker’s Compensation and related laws and guidelines in addressing 
circumstances where an employee is found to be unfit to perform some or all of their 
essential job functions.  This policy in no way shall be construed to limit employees’ rights 
under any federal or state law. 
 
Employees determined to be unfit for duty and requiring associated leave, may access 
accrued leave banks and other paid or unpaid leave time consistent with the policies 
contained within this manual and state and federal laws. 
 
Light duty or modified return-to-work arrangements are not guaranteed and would not 
indicate continued employment if provided. 
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SECTION 11.21 
 

COMMERCIAL DRIVERS LICENSE REIMBURSEMENT 
   

I. PURPOSE 
 

To establish policies and procedures regarding commercial driver’s license reimbursement 
to city employees. 

 
II. POLICY 

 
Certain full time employees are required to have a valid State of Michigan commercial 
driver’s license with the proper endorsement(s) to perform their duties.  Employees are 
eligible to receive a reimbursement above the cost of the standard Michigan driver’s license 
upon renewal.  Employees must submit proof of payment for their license renewal from 
the Michigan Secretary of State to the City Treasurer in order to be eligible for the 
reimbursement.      
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SECTION 11.22 
 

POLITICAL ACTIVITY IN THE WORKPLACE 
 

I. PURPOSE 
 

To establish policies and procedures regarding political expression and activity.  
 

II. POLICY 
 

While all employees are welcome to take an active interest and participate in political 
affairs, political activity should not be conducted on City premises, and employees are not 
permitted to engage in political activities during working hours. Any employee engaging 
in political activities should be sure that their participation in no way reflects unfavorably 
on the City. Furthermore, staff members may not comment/speak on behalf of the City and 
may not use official authority or influence for the purpose of interfering with or affecting 
the results of an election or a nomination for office. 
 
Furthermore, employees are prohibited from wearing any city issued paraphernalia or 
clothing at any public event that may be construed as a political or socially active rally 
unless previously authorized by the City Manager.  
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ACKNOWLEDGMENT AND RECEIPT 

I have received my copy of the Personnel Policies and Procedures Manual. 
 
The Personnel Policies and Procedures Manual describes important information about the City of 
Allegan, and I understand that I should consult the City Manager and Finance Director regarding 
any questions not answered in the manual. I have entered into an employment relationship with 
the City of Allegan (“the City”) voluntarily and acknowledge that there is no specified length of 
employment. Accordingly, either I or the City can terminate the relationship at will, with or 
without cause, at any time, so long as there is not violation of applicable federal or state law. 
 
This manual and the policies and procedures contained herein supersede any and all prior practices, 
oral or written representations, or statements regarding the terms and conditions of your 
employment with the City. By distributing this manual, the City expressly revokes any and all 
previous policies and procedures which are inconsistent with those contained herein. 
 
I understand that, except for employment at-will status, any and all policies and practices may be 
changed at any time by the City. Any such changes shall be communicated through official notices, 
and I understand that revised information may supersede, modify, or eliminate existing policies.  
 
I understand and agree that nothing in the Personnel Policies and Procedures Manual creates, or is 
intended to create, a promise or representation of continued employment and that employment 
with the City is employment at-will, which may be terminated at the will of either the City or 
myself. Furthermore, I acknowledge that this handbook is neither a contract of employment nor a 
legal document. I understand and agree that employment and compensation may be terminated 
with or without cause and with or without notice at any time by the City or myself. 
 
I have received the manual, and I understand that it is my responsibility to read and comply with 
the policies contained in this handbook and any revisions made to it. 
 
________________________________________ 
Employee's Signature 
 
________________________________________ 
Employee's Name (Print) 
 
____________________ 
Date 
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ACKNOWLEDGMENT AND RECEIPT 
(BARGAINING UNIT EMPLOYEE) 

 
I have received my copy of the Personnel Policies and Procedures Manual. 
 
The Personnel Policies and Procedures Manual describes important information about the City of 
Allegan, and I understand that I should consult the City Manager and Finance Director regarding 
any questions not answered in the manual.  By distributing this Manual, the City expressly revokes 
any and all previous policies and procedures which are inconsistent with those contained herein. 
 
I have received the Manual, and I understand that it is my responsibility to read and comply with 
the policies contained in this Manual and any revisions made to it. 
 
I understand that if anything in this Manual expressly conflicts with a provision in the collective 
bargaining agreement covering my position, the collective bargaining agreement provision shall 
apply. 
 
________________________________________ 
Employee's Signature 
 
________________________________________ 
Employee's Name (Print) 
 
____________________ 
Date 
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