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RESOLUTION NO. 13-140 
 

Commissioner Rothstein moved, seconded by Commissioner Hogenson, the adoption 
of the following: 
 
 

RESOLUTION ADOPTING UPDATED CITY POLICY ON 
AMERICANS WITH DISABILITIES EMPLOYMENT REASONABLE 

ACCOMMODATIONS POLICY AND PUBLIC GRIEVANCE PROCEDURE 
FOR PROGRAMS, SERVICES AND ACTIVITIES  

UNDER THE AMERICANS WITH DISABILITIES ACT 
 
 

WHEREAS,  the Americans with Disabilities Act of 1990 (ADA) and the Americans 
with Disabilities Amendments Act (ADAA) are Federal Laws that prohibit discrimination 
and ensure equal opportunity for persons with disabilities in employment, State and local 
government services, public accommodations, commercial facilities, and transportation, 
and 

 
WHEREAS, the Acts require employers with 15 or more employees to not 

discriminate against applicants and employees with disabilities and when needed, to 
provide reasonable accommodations for individuals qualified to do a job, and 

 
WHEREAS, the 1992 ADA policies adopted by the City were in need of updating, 

and 
 
WHEREAS, the following revised policies are attached: 
 

Americans with Disabilities - Employment Reasonable 
Accommodations Policy Statement and Policy 
 
Public Grievance Procedure for Programs, Services 
and Activities Under the Americans with Disabilities Act. 

 
 
 NOW, THEREFORE, BE IT RESOLVED, that the City Commission hereby adopts 
the attached ADA Policies and hereby directs that they be incorporated into the City’s 
Policy Book. 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba   
Nays:  None   
The Mayor declared the resolution adopted. 
Dated:  December 2, 2013   
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CITY OF BIG RAPIDS 

AMERICANS WITH DISABILITIES 
EMPLOYMENT REASONABLE ACCOMMODATIONS POLICY 

 
 
 

CITY OF BIG RAPIDS POLICY STATEMENT 

 

The City of Big Rapids is committed to the fair and equal employment of people with 
disabilities.  It is the City’s policy not to discriminate against qualified individuals with 
disabilities in regard to application procedures, hiring, advancement, discharge, 
compensation, training or other terms, conditions and privileges of employment.  
Reasonable accommodation is the key to this non-discrimination policy.  While many 
individuals with disabilities can work without accommodation, other qualified applicants 
and employees face barriers to employment without the accommodation process. It is the 
policy of the City to reasonably accommodate qualified individuals with disabilities unless 
the accommodation would impose an undue hardship. In accordance with the Americans 
with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known 
as the ADAAA, accommodations will be provided to qualified individuals with disabilities 
when such accommodations are directly related to performing the essential functions of 
a job, competing for a job, or to enjoy equal benefits and privileges of employment. This 
policy applies to all applicants, employees, and employees seeking promotional 
opportunities. 
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CITY OF BIG RAPIDS 
AMERICANS WITH DISABILITIES 

EMPLOYMENT REASONABLE ACCOMMODATIONS POLICY 
 

It is the policy of the City of Big Rapids to comply with all federal and state laws concerning 
the employment of persons with disabilities and act in accordance with regulations and 
guidance of the Americans with Disabilities Act (ADA) and the Americans with Disabilities 
Amendments Act, known as the ADAAA.   It is the City’s policy not to discriminate against 
qualified individuals with disabilities in regard to application procedures, hiring, 
advancement, discharge, compensation, training or other terms, conditions and privileges 
of employment.  

When an individual with a disability is requesting accommodation and can be reasonably 
accommodated without creating an undue hardship or causing a direct threat to 
workplace safety, he or she will be given the same consideration for employment as any 
other applicant. Applicants who pose a direct threat to the health, safety, and well-being 
of themselves or others in the workplace when the threat cannot be eliminated by 
reasonable accommodation will not be hired. 

The City of Big Rapids will reasonably accommodate qualified individuals with a disability 
so that they can perform the essential functions of a job unless doing so causes a direct 
threat to these individuals or others in the workplace and the threat cannot be eliminated 
by reasonable accommodation and/or if the accommodation creates an undue hardship 
to the City.  Any questions on accommodation shall be directed to the City’s Human 
Resource Department.   Actual requests shall be directed to an employee’s immediate 
Supervisor.  

All employees are required to comply with the City’s safety standards. Current employees 
who pose a direct threat to the health and/or safety of themselves or other individuals in 
the workplace will be placed on appropriate leave until an organizational decision has 
been made in regard to the employees’ immediate employment situation.  

Individuals who are currently using illegal drugs are excluded from coverage under the 
City’s ADA policy. 

The Human Resource Department is responsible for implementing this policy, including 
resolution of reasonable accommodation, safety/direct threat and undue hardship issues.  
 
The City will inform all employees that this accommodation policy can be made available 
in accessible formats. 
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TERMS AND DEFINITIONS USED IN THE POLICY 

As used in this ADA policy, the following terms and definitions have the indicated 
meaning: 

Disability for the purposes of determining eligibility for a reasonable accommodation 
means a physical or mental impairment that substantially limits one or more major life 
activities of the individual, a record of such an impairment or being regarded as having 
such an impairment.  

Major life activities include the following, but are not limited to: caring for oneself, 
performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, 
bending, speaking, breathing, learning, reading, concentrating, thinking, communicating 
and working.  

The  ADAAA also includes the term “major bodily functions,” which may include 
physical or mental impairment such as any physiological disorder or condition, cosmetic 
disfigurement, or anatomical loss affecting one or more body systems, such as 
neurological, musculoskeletal, special sense organs, respiratory (including speech 
organs), cardiovascular, reproductive, digestive, genitourinary, immune, circulatory, 
hemic, lymphatic, skin and endocrine. Also covered are any mental or psychological 
disorders, such as intellectual disability (formerly termed mental retardation), organic 
brain syndrome, emotional or mental illness, and specific learning disabilities.  

Substantially limiting: In accordance with the ADAAA final regulations, the 
determination of whether impairment substantially limits a major life activity requires an 
individualized assessment, and an impairment that is episodic or in remission may also 
meet the definition of disability if it would substantially limit a major life activity when active. 
Some examples of these types of impairments may include, but are not limited to, 
epilepsy, hypertension, asthma, diabetes, major depressive disorder, bipolar disorder, 
and schizophrenia. Impairment such as cancer that is in remission but that may possibly 
return in a substantially limiting form also is considered a disability under EEOC final 
ADAAA regulations. 

Direct threat means a significant risk to the health, safety, or well-being of individuals 
with disabilities or others when this risk cannot be eliminated by reasonable 
accommodation.  

Qualified individual means an individual who, with or without reasonable 
accommodation, can perform the essential functions of the employment position that such 
individual holds or desires.  

Reasonable accommodation includes any changes to the work environment and may 
include making existing facilities readily accessible to and usable by individuals with 
disabilities, job restructuring, part-time or modified work schedules, telecommuting, 
reassignment to a vacant position, acquisition or modification of equipment or devices, 
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appropriate adjustment or modifications of examinations, training materials or policies, 
the provision of qualified readers or interpreters, and other similar accommodations for 
individuals with disabilities. 

Undue hardship means an action requiring significant difficulty or expense by the 
employer. In determining whether an accommodation would impose an undue hardship 
on a covered entity, factors to be considered include, but are not limited to: 

• The nature and cost of the accommodation.  
• The overall financial resources of the facility or facilities involved in the provision of 

the reasonable accommodation; the number of persons employed at such facility; the 
effect on expenses and resources; or the impact of such accommodation upon the 
operation of the facility.  

• The overall financial resources of the employer; the size, number, type and location 
of facilities.  

• The type of operations of the City, including the composition, structure, and functions 
of the workforce; administrative or fiscal relationship of the particular facility involved 
in making the accommodation to the employer. 

• The impact of the accommodation on the operation of the facility. 

Essential functions of the job refer to those job activities that are determined by the 
employer to be essential or core to performing the job; these functions cannot be modified. 

The examples provided in the above terms are not meant to be all-inclusive and should 
not be construed as such. They are not the only conditions that are considered to be 
disabilities, impairments, or reasonable accommodations covered by the ADA/ADAAA 
policy. 

 
REASONABLE ACCOMMODATIONS 

A reasonable accommodation is a modification or adjustment to a job, an employment 
practice or the work environment that make it possible for a qualified individual with a 
disability to enjoy an equal employment opportunity. 
 
Examples of accommodations may include acquiring or modifying equipment or devices; 
modifying training materials; making facilities readily accessible; modifying work 
schedules; and reassignment to a vacant position. 
 
Reasonable accommodation applies to three aspects of employment: 
 
1. To assure equal opportunity in the employment process; 
2. To enable a qualified individual with a disability to perform the essential functions 

of a job; and 
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3. To enable an employee with a disability to enjoy equal benefits and privileges of 
employment. 
When a qualified individual with a disability has requested an accommodation, the 
employer shall, in consultation with the individual: 
 
• Discuss the purpose and essential functions of the particular job involved. 
• Completion of a step-by-step job analysis may be necessary. 
• Determine the precise job-related limitation. 
• Identify the potential accommodations and assess the effectiveness each 

would have in allowing the individual to perform the essential functions of the 
job. 

• Select and implement the accommodation that is the most appropriate for 
both the individual and the employer. While an individual’s preference will be 
given consideration, the City is free to choose among equally effective 
accommodations and may choose the one that is less expensive or easier to 
provide. 

• The ADA Coordinator will work with the employee to obtain technical 
assistance, as needed. 

• If an accommodation cannot overcome the existing barriers or if the 
accommodation would cause an undue hardship on the operation of the 
business, the employee and the ADA Coordinator shall work together to 
determine whether reassignment may be an appropriate accommodation. 

 
 
PROCEDURE - CURRENT EMPLOYEES AND EMPLOYEES SEEKING PROMOTION 
 
Any employee may request reasonable accommodation in order to overcome barriers to 
their performance of essential job duties and functions.  This includes employees 
presently on the job, and employees returning from disability leave.  However, the City is 
not required to provide reasonable accommodation during an employee’s lunch hour or 
breaks.  Further, the City is not required to provide a disabled employee with personal 
aids or devices such as hearing aids, wheelchairs, or eyeglasses.  The following 
procedure is established for requesting reasonable accommodations:  
 
 

1. Any request for reasonable accommodation must be initiated by the 
employee.  The employee shall inform his/her supervisor and the ADA 
Coordinator of the need for an accommodation by preparing the City’s 
Request for Reasonable Accommodation Form, PART A.  The employee 
should give as much specific information as possible, filing the Request for 
Reasonable Accommodations Form with the employee’s Department Head.  
A copy will be forwarded to the ADA Coordinator. 
 

2. Upon receipt of the completed PART A of the Request for Reasonable 
Accommodation Form, the Department Head will review the request and will 
determine if the accommodation can be accomplished without further review.  
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(Requests that may fall into this category include such adjustments as 
rearrangement of the office space and equipment, purchase of items under 
$200, minor adjustments to work schedule, etc.) 

 
The Department Head shall respond to the employee’s request within ten (10) 
working days using PART B of the Request for Reasonable Accommodation 
Form.  The response shall describe what action is to be taken.  The 
Department Head will provide the employee and the ADA Coordinator a copy 
of PART B.  
 
 

3. Should the Department Head determine that the accommodation request by 
the employee: 
 

a.  Cannot be provided under the limits of his/her authority, or 
b. Is not considered an appropriate accommodation, or 
c. The Department Head requires more specific information in order 

to make an appropriate decision, 
 

the Department Head will refer the request to the ADA Coordinator within ten 
(10) working days using PART B of the Request for Reasonable 
Accommodation Form. 
 

4. The ADA Coordinator may request documentation of the individual’s 
functional limitations to support the request.  Any medical documentation 
must be collected and maintained on separate forms and in separate, locked 
files. No one will be told or have access to medical information unless the 
disability might require emergency treatment. 
 

5.  Within twenty (20) working days, the ADA Coordinator will make a 
recommendation on the proposed accommodation to the Department Head. 

 
6. The Department Head will advise the immediate supervisor and employee in 

writing of the ADA Coordinator’s decision within five (5) working days of 
receipt from the ADA Coordinator.  A copy is sent to the ADA Coordinator. 

 
7. If the employee finds the final decision unacceptable, he/she may ask that 

the matter be referred to the City Manager, who will be given all pertinent 
information regarding the request within five (5) working days. 

 
8. The City Manager will respond with a decision within ten (10) working days.  

The ADA Coordinator, Department Head, and employee will be informed for 
the City Manager’s decision.  
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PROCEDURE - JOB APPLICANTS 
 
1. The job applicant shall inform the ADA Coordinator of the need for an 

accommodation. The ADA Coordinator will discuss the needed accommodation and 
possible alternatives with the applicant. 

 
2. The ADA Coordinator will make a decision regarding the request for accommodation 

and, if approved, take the necessary steps to see that the accommodation is 
provided. 

 
 
EVALUATION OF THE REASONABLE ACCOMMODATION 
 
Sixty (60) calendar days after the reasonable accommodation has been provided, the 
employee and the Department Head will complete an evaluation of the accommodation.  
This evaluation should provide as much specific information as possible, including the 
following: 
 

a. Does the accommodation provided facilitate the performance of an essential 
job function? 

 
b. If the accommodation is in the nature of an auxiliary aid, what is the frequency 

of use? 
 

c. What is the employee’s opinion on the type (model, size, etc.,) of the 
accommodations/aid provided? 

 
d. What recommendations can be made by the employee, immediate supervisor, 

and department head for future accommodations of this type? 
 

A copy of the evaluation will be forwarded to the ADA Coordinator so as to provide a 
record of the effectiveness of the accommodation.  

 
 
 
POLICY FOR FUNDING ACCOMMODATIONS 
 

Funding must be approved by the City for accommodations that do not cause an 
undue hardship (see definitions). 

 
 
PROCEDURE FOR DETERMINING UNDUE HARDSHIP 

 
1. The employee will meet with the ADA Coordinator to discuss the requested 

accommodation. 
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2. The ADA Coordinator will review undue hardships by considering: 
 

• The nature and cost of the accommodation in relation to the size, the 
financial resources, and the nature and structure of the operation; and 

• The impact of the accommodation on the nature or operation of the City. 
 

3. The ADA Coordinator will provide a decision to the employee. 
 

 
APPEALS 
 
Employees or applicants who are dissatisfied with the decision(s) pertaining to his/her 
accommodation request may file an appeal with the City Manager, within a reasonable 
period of time, for a final decision. 
 
If the individual is still dissatisfied with the decision and believes the decision is based on 
discriminatory reasons on the basis of a disability, and does not believe that the ADA 
policy process has been appropriately addressed, he/she may file a complaint with the 
Equal Employment Opportunity Commission. 
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PROCEDURE FOR HANDLING ACCOMMODATION REQUESTS 
 
 
If you, as an employee of the City of Big Rapids, believe you have a qualifying disability 
which is addressed in this policy, and with modifications of your working conditions your 
disability can be accommodated, the procedure listed below shall be followed: 
 
EMPLOYEE: Requests accommodation and/or Supervisor advises 

employee of accommodation policy and assists employee in 
preparing PART A of the Request for Reasonable 
Accommodation Form.  PART A is sent to the employee’s 
Department Head for consideration.  

 
DEPARTMENT HEAD: Reviews request and makes one of the following 

determinations.  
 
 Can Make Accommodations: 
 Completes Part B of the Request for Reasonable 

Accommodations Form, returns to employee within ten (10) 
days.  Sends copy to ADA Coordinator. 

 
 Cannot Make Accommodations: 
 Completes Part B, sends to ADA Coordinator for review.  
 
ADA COORDINATOR: Reviews request. 
 Makes determination. 
 Responds within twenty (20) days to Department Head. 
 
DEPARTMENT HEAD: Responds within 5 days and prepares written response to 

Supervisor and employee. 
 Sends copy of response to ADA Coordinator. 
 
EMPLOYEE: Accepts or Rejects. 
 If Rejects:  Employee may request the ADA Coordinator to 

refer request to City Manager’s Office for further 
consideration. 

 
ADA COORDINATOR: Submits all pertinent information to City Manager within five 

(5) working days. 
 
CITY MANAGER: Responds with decision within ten (10) working days to ADA 

Coordinator.   
 
ADA COORDINATOR: Informs Department Head and employee of City Manager’s 

final decision.  
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CITY OF BIG RAPIDS 
 

REQUEST FOR REASONABLE ACCOMMODATION FORM 
UNDER THE AMERICANS WITH DISABILITIES ACT 

 
 
Department Head: _____________________________    Phone #_________________ 
 
Immediate Supervisor: __________________________    Phone#_________________ 
 
Instructions: 
 Employee making request – Complete Part A and submit a copy to your supervisor 

and two copies to your Department Head.  (Note:  if condition is not work related 
you must provide a supporting statement from your treating physician). 

 
 Department Head –must respond to employee’s request within ten (10) working 

days. 
 
 
PART A – To be completed by employee making request. 
 
Date Request Submitted: _________________________________________________ 
 
Name of Employee Making Request: ________________________________________ 
 
Job Position ________________________________________  Phone #____________ 
 
Work Site: _____________________________________________________________ 
 
1.  Please describe below your current job duties and functions: __________________ 
 
         

  
 

 
     ___________________________________________________________________ 
 
 
2. What duties or functions of your job do you believe you need accommodation and  
 
      why?______________________________________________________________ 
 
      ___________________________________________________________________ 
 
     ___________________________________________________________________ 
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3.   Please describe below what modifications(s) you feel would be appropriate to 
accommodate your needs in your present position.  

 
a.  Type of modifications(s): 
_____________________________________________________________ 

_____________________________________________________________ 

______________________________________________________________

_____________________________________________________________ 

 

b. Reason(s) why you feel the accommodation(s) is/are appropriate and 

reasonable.  

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

____________________________________________________________ 

 

c. If accommodation requires re-assignment of some of your duties to another 
employee, what duties do you suggest be re-assigned to you?   

 
_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

____________________________________________________________ 

  

 

 

 

____________________________________   _____________________ 

Employee’s Signature      Date 
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PART B – To be completed by the Department Head. 
 
Action Taken: 
 

1. Can be resolved at Department Head level (Explain accommodation to be 
provided): 
 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

_______________________________________________________________ 

 
 
 

2. Referral to ADA Coordinator (Explain reason for referral; i.e., technical assistance, 
budgetary consideration, review and approval, etc.) 

 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

_______________________________________________________________ 

 

 
3.  Department Head Recommendation: 

 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

______________________________________________________________ 

  

 
____________________________________________ ________________ 
Department Head Signature      Date 
 
Note:  You must forward a copy of the entire form to the ADA Coordinator for filing.  
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March 16, 2015 

 
RESOLUTION NO. 15-34  

 
Commissioner Anderson moved, seconded by Commissioner Hogenson, the adoption 
of the following: 
 
 
 RESOLUTION ADOPTING UPDATED   

PUBLIC GRIEVANCE PROCEDURE FOR  
PROGRAMS, SERVICES AND ACTIVITIES  

UNDER THE AMERICANS WITH DISABILITIES ACT 
 
 

WHEREAS, the City adopted the Public Grievance Procedure for Programs, 
Services and Activities Under the Americans with Disability Act on December 2, 2013 by 
Resolution No. 13-140, and 

 
WHEREAS, the Michigan Department of Transportation (MDOT) required that the 

policy include additional elements in order to keep the City compliant to receive Dial-A-
Ride  Federal and State funding, and 

 
WHEREAS, MDOT has reviewed the revised policy, copy attached, and finds it to 

be satisfactory. 
 
NOW, THEREFORE, BE IT RESOLVED, that the City Commission hereby adopts 

the attached ADA Policy pertaining to Public Grievance Procedure for Programs, Services 
and Activities Under the Americans with Disabilities Act, and hereby directs that it be 
incorporated into the City’s Policy Book. 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba   
 
Nays:  None   
 
The Mayor declared the resolution adopted. 
 
Dated:  March 16, 2015   
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CITY OF BIG RAPIDS  
PUBLIC GRIEVANCE PROCEDURE 

FOR PROGRAMS, SERVICES AND ACTIVITIES 
UNDER THE AMERICANS WITH DISABILITIES ACT 

 
 

 The following grievance procedure is established for the City to meet the 
requirements of the Americans with Disabilities Act.  This grievance procedure should be 
used by any individual who wishes to file a complaint alleging discrimination on the basis 
of disability in the provision of programs, services, and activities by the City of Big Rapids. 
 
 The complaint should be in written form and contain as much information as 
possible about the alleged discrimination.  Complaint forms are available at the Office of 
the City Clerk.  Other arrangements for submission of a complaint such as a personal 
interview or tape recording will be made available for the visually impaired or those with 
motor impairments, upon request.  The complaint shall be submitted within 30 calendar 
days of the alleged violation to the City’s ADA Coordinator, 226 N. Michigan Avenue, Big 
Rapids, MI  49307, Phone No. 231-592-4020, office hours:  8:00 a.m. to 5:00 p.m.  
Complaint forms are available on the City’s website and completed forms may be e-
mailed to clerk@ci.big-rapids.mi.us. 
 

Within 15 working days of receipt of the complaint, the ADA Coordinator will 
respond to the complainant in writing (or an alternative method understood by the 
complainant).   The response will offer a resolution or explain the position of the City of 
Big Rapids with respect to the complaint.  
 
 If the response by the ADA Coordinator is not sufficient or does not satisfactorily, 
resolve the issue, within 15 working days following the response the complainant may 
request that the complaint be forwarded to the City Manager for review.  Within 15 working 
days of receipt of the complaint, the City Manager will respond to the complainant in 
writing (or an alternative method understood by the complainant). 
 
 If the response by the City Manager is not sufficient or does not satisfactorily 
resolve the issue, the complainant, within 15 working days, may request a hearing before 
the City Commission.  The City Commission shall hear said complaint at one of its next 
two regularly scheduled meetings.  Within 30 calendar days after the hearing, the 
complainant will receive the final resolution in writing (or an alternative method 
understood by the complainant) as proposed by the City Commission.  
 
 The City shall keep all complaints received on file for one year and will maintain a 
summary of ADA complains received for a five-year period.  
  

mailto:clerk@ci.big-rapids.mi.us
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CITY OF BIG RAPIDS  
PROCEDURAL FOR HANDLING COMPLAINTS  
FOR PROGRAMS, SERVICES AND ACTIVITIES 

UNDER THE AMERICANS WITH DISABILITIES ACT 
 
 

If you are a qualified individual with a disability under the American with Disabilities Act, 
and believe you have a complaint against the City of Big Rapids for violation of the Act 
in terms of its provision of programs, services and activities, the procedure listed below 
shall be followed:  
 
COMPLAINANT:   Submits to ADA Coordinator a complaint within 30 calendar 

days of alleged violation. 
 
 
ADA COORDINATOR: Within 15 working days responds to complainant. 
 
 
COMPLAINANT: If response is unsatisfactory, within 15 working days, requests 

review by the City Manager. 
 
 
CITY MANAGER: Within 15 working days provides written response to 

Complainant. 
 
 
COMPLAINANT: If response is unsatisfactory, within 15 working days, requests 

a hearing before the City Commission. 
 
 
CITY COMMISSION: Hears the complaint at one of the next two regularly scheduled 

meetings.  Within 30 calendar days after hearing, the City 
Commission responds to Complainant with final resolution.   
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CITY OF BIG RAPIDS 
REQUEST FOR REVIEW OF COMPLAINT  

FOR PROGRAMS, SERVICES AND ACTIVITIES 
UNDER THE AMERICANS WITH DISABILITIES ACT 

 
 
 
 If you are a qualified individual with a disability under the Americans with 
Disabilities Act, and believe you have a complaint against the City of Big Rapids for 
violation of the Act in terms of its provision of programs, services and activities, please 
complete the following form.  Your complaint will be addressed. 
 
Date Submitted: _______________________ 
 
 
Name of Complainant: _________________________________________________ 
 
                     Address:__________________________________________________ 
 
   ___________________________________________________ 
 
      Phone No.:(day time) ___________________________________________ 
 
                               (night time)____________________________________________ 
 
          (cell phone)____________________________________________ 
 
 

1.  Describe the location at which the alleged discrimination exists: 
 

________________________________________________________________

________________________________________________________________

________________________________________________________________

_______________________________________________________________ 

 
2. Please describe in detail what you feel the alleged discrimination is: 
 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

______________________________________________________________ 
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3. Do you have a recommended solution to eliminate the discriminating practice in 
the provision of programs, services, and activities. 

 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

_______________________________________________________________ 

 

 

 

 

     ___________________________________________ 

     Signature of Complainant 

 

 

This form shall be filed for response with the ADA Coordinator at the Office of the City 

Clerk, Attn:  ADA Coordinator, 226 N. Michigan Avenue, Big Rapids MI, 49307, during 

normal working hours (8:00 a.m. to 5:00 p.m.)  Monday through Friday, within 30 of the 

alleged violation.    This form may also be emailed to clerk@ci.big-rapids.mi.us or faxed 

to 231-592-4059.  

  

mailto:clerk@ci.big-rapids.mi.us
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AMERICANS WITH DISABILITIES  
 INVESTIGATIONS, COMPLAINTS, AND LAWSUITS 

 
The following summary is used to document any Americans with Disabilities complaints filed.   All complaint 
documents shall be retained for one year and this summary shall consist of complaints over the current 
five-year period. 
 
 
  
Five Year Period:       January   _____   to December______    
 

COMPLAINANT 
 
  

DATE                   
(Month, 

Day, 
Year) 

SUMMARY  OF 
COMPLAINT 

 
STATUS ACTION(S) 

TAKEN 
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Procedure to File a Complaint under the Americans with Disabilities Act (ADA) 
 

If you believe you, or another person has been discriminated against under Title II and 
III of the Americans with Disabilities Act of 1990 by the City of Big Rapids or one of our 
employees, you can file a complaint by mail, fax, or email at: 
 
 

City Clerk/ADA Coordinator 
City of Big Rapids 

226 N. Michigan Avenue 
Big Rapids, MI  49307 
(231)-592-4059 Fax 

Clerk@ci.big-rapids.mi.us Email 
 
 

Before filing your complaint, you may contact the ADA Coordinator to discuss your 
concerns.  The ADA Coordinator can look into the issue and try to come up with an 
acceptable resolution to the situation. 
 
You can file a complaint by filing a written complaint with the ADA Coordinator as soon 
as possible, but no later than 30 calendar days after the alleged violation.  The written 
complaint should be submitted by the grievant and/or designee.  Alternative means of 
filing complaints, such as a personal interview or a tape recording, will be made available 
on request by people with disabilities.  The written complaint should contain information 
about the alleged discrimination such as name, address, phone number of complainant 
and location, date, and description of the problem.  Within 15 calendar days after receiving 
the complaint, the ADA Coordinator will meet with the complainant to discuss the 
complaint and possible resolutions.  Within 15 calendar days of the meeting, the ADA 
Coordinator will respond in writing or by other appropriate accessible format.  The 
response will explain the position of the City and offer options for substantive resolution 
of the complaint.  If the response by the ADA Coordinator does not resolve the issue, the 
complainant and/or designee may appeal the decision to the City Manager within 15 
calendar days after receiving the response. 
 
All written documents in the process will be retained by the City for at least 1 year. 
 
Alternative formats and language translations for this document 

 

 

 

mailto:Clerk@ci.big-rapids.mi.us


ADA/EO - 3 

 1     JULY 1, 2013  
 

RESOLUTION NO. 13-84 
 

Commissioner Rothstein moved, seconded by Commission James, the adoption of the 
following: 
 

 
RESOLUTION ADOPTING GUIDELINES AND BEST 

PRACTICES FOR ACCOMMODATING PERSONS WITH 
DISABILITIES AND SERVICE ANIMALS AT 
MEETINGS HELD AT PUBLIC FACILITIES 

 
 

WHEREAS, the Americans with Disabilities Act applies to public facilities used for 
meetings of groups which are open to the public, and 
 

WHEREAS, to adhere to the Michigan’s Persons with Disability Civil Rights Act, 
which covers public accommodations/services and service dog accommodations, a City 
of Big Rapids Guidelines and Best Practices for Accommodating Persons with Disabilities 
and Service Animals at Meetings Held at Public Facilities, has been written.   
 

NOW, THEREFORE, BE IT RESOLVED, that the City Commission hereby adopts 
the City of Big Rapids Guidelines and Best Practices for Accommodating Persons with 
Disabilities and Service Animals at Meetings Held at Public Facilities. 
 
 

 
 
 
 
 

Yeas:  Anderson, James, Rothstein, Warba 
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  July 1, 2013  
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CITY OF BIG RAPIDS 

GUIDELINES AND BEST PRACTICES  
FOR ACCOMMODATING PERSONS WITH  

 DISABILITIES AND SERVICE ANIMALS AT   
MEETINGS HELD AT PUBLIC FACILITIES 

 
 

 The Americans with Disabilities Act, ADA, applies to public facilities 
used for meetings of groups which are open to the public.  These guidelines 
and best practices are designed to assist groups in understanding how to 
accommodate persons with disabilities and service animals at meetings held 
at public facilities, such as City Hall, the Department of Public Safety, the 
Library, and the Old Jail. 
 
 Only dogs are recognized as service animals under titles II and III of 
the ADA.  This means you should recognize only dogs as service animals 
for persons with disabilities who are attending meetings in public facilities. 
 
 A service animal is a dog that is individually trained to do work or 
perform tasks for a person with a disability. 
 
 Generally, the City and groups using City facilities to hold 
meetings open to the public must permit service animals to accompany 
people with disabilities in all areas where members of the public are 
allowed to go. 
 
 Service animals must be harnessed, leashed, or tethered, unless these 
devices interfere with the service animal’s work or the individual’s disability 
prevents using these devices.  In that case, the individual must maintain 
control of the animal through voice, signal, or other effective controls. 

• When it is not obvious what service an animal provides, only limited inquiries are 
allowed.  You may ask two questions: (1) is the dog a service animal required 
because of a disability, and (2) what work or task has the dog been trained to 
perform.  You cannot ask about the person’s disability, require medical 
documentation, require a special identification card or training documentation for 
the dog, or ask that the dog demonstrate its ability to perform the work or task.  
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• Allergies and fear of dogs are not valid reasons for denying access or refusing 
service to people using service animals. When a person who is allergic to dog 
dander and a person who uses a service animal must spend time in the same room 
or facility, for example, in a school classroom or at a homeless shelter, they both 
should be accommodated by assigning them, if possible, to different locations 
within the room or different rooms in the facility. 

• People with disabilities who use service animals cannot be isolated from other 
patrons, treated less favorably than other patrons, or charged fees that are not 
charged to other patrons without animals.  

• You are not required to provide care or food for a service animal.  

For more information about the ADA, please visit the website www.ADA.gov.  
 
 

http://www.ada.gov/
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 RESOLUTION NO. 13-114 
 

Commissioner Hogenson moved, seconded by Commission Anderson, the adoption of 
the following: 
 

RESOLUTION ADOPTING TITLE VI PLAN 
FOR THE CITY OF BIG RAPIDS 

 
 

 WHEREAS, as the sub-recipient of federal transportation funds, the City of Big 
Rapids must comply with federal and state laws, and related statutes, to ensure equal 
access and opportunity to all persons, with respect to transportation services, facilities, 
activities, and programs, without regard to race, color, religion, national origin, sex, 
socio-economic status, or geographical location, and 
 
 WHEREAS, to adhere to these requirements, a Title VI Plan for the City of Big 
Rapids has been developed according to the FTA requirements, copy attached, and  
 

WHEREAS, the primary goals and objectives of the City of Big Rapids’ Title VI 
Program are: 

 
1. To assign roles, responsibilities, and procedures for ensuring compliance with 

Title VI of the Civil Rights Act of 1964 and related regulations and directives; 
 

2. To ensure that people affected by the City’s programs and projects receive 
the services, benefits, and opportunities to which they are entitled without 
regard to race, color, national origin, age, sex, or disability; 

 
3. To prevent discrimination in the City of Big Rapids’ programs and activities, 

whether those programs and activities are federally funded or not;  
 

4. To establish procedures for identifying impacts in any program, service, or 
activity that may create illegal adverse discrimination on any person because 
of race, color, national origin, age, sex, or disability; or on minority 
populations, low-income populations, the elderly, and all interested persons 
and affected Title VI populations; 

 
5. To establish procedures to annually review Title VI compliance within specific 

program areas within the City; 
  

6. To set forth procedures for filing and processing complaints by persons who 
believe they have been subjected to illegal discrimination under Title VI in the 
City’s services, programs or activities, and 

 
WHEREAS, the City’s Plan has been approved by the personnel of the Michigan 

Department of Transportation, Civil Rights Program unit. 
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 NOW, THEREFORE, BE IT RESOLVED that the Big Rapids City Commission 
hereby adopts the attached required Title VI Plan for the City of Big Rapids.  

 
 
 
 
 

Yeas:  Anderson, Hogenson, James, Rothstein, Warba    
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  September 16, 2013 
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CITY OF BIG RAPIDS 
 

TITLE VI 
NON-DISCRIMINATION PLAN 

 
 
 
 
 
 

226 N. Michigan Avenue 
Big Rapids, MI  49307 
Phone: 231-592-4000 

Fax: 231-592-4059 
Website: www.ci.big-rapids.mi.us 

 
 

Title VI Coordinator: 
Jon Locke 

Phone: 231-592-4012 
Fax: 231-592-4059 

Email: jlocke@ci.big-rapids.mi.us 

http://www.ci.big-rapids.mi.us/
mailto:arinvelt@ci.big-rapids.mi.us
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INTRODUCTION 
 
The City of Big Rapids is a local unit of government, which was incorporated in 1869 by P.A. 
459, and established to provide the people of the City of Big Rapids with a safe, efficient, 
environmentally sound, comprehensive, and cost-effective government under the Home Rule 
Act.  The City of Big Rapids serves both residents and non-residents within the city, including 
minority populations, low-income populations, the elderly, and persons with disabilities. The 
City of Big Rapids recognizes its responsibility to provide fairness and equity in all of its 
programs, services, and activities, and that it must abide by and enforce federal and state civil 
rights legislation.    
 
Title VI of the Civil Rights Act of 1964, is the overarching civil rights law which prohibits 
discrimination based on race, color, or national origin, in any program, service or activity that 
receives federal assistance.  Specifically, Title VI assures that, “No person in the United States 
shall, on the grounds of race, color, or national origin, be excluded from participation in, be 
denied the benefit of, or be otherwise subjected to discrimination under any program or activity 
receiving federal assistance.”  Title VI has been broadened by related statutes, regulations and 
executive orders.  Discrimination based on sex is prohibited by Section 324 of the Federal-Aid 
Highway Act, which is the enabling legislation of the Federal Highway Administration (FHWA).  
The Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 prohibit 
unfair and inequitable treatment of persons as a result of projects which are undertaken with 
Federal financial assistance.  The Civil Rights Restoration Act of 1987 clarified the intent of 
Title VI to include all programs and activities of federal-aid recipients and contractors whether 
those programs and activities are federally funded or not.     
 
In addition to statutory authorities, Executive Order 12898, “Federal Actions to Address 
Environmental Justice in Minority Populations and Low-Income Populations,” signed in 
February of 1994, requires federal agencies to achieve Environmental Justice as part of its 
mission by identifying disproportionately high and adverse human health or environmental 
effects of its programs, policies, and activities on minority populations and low-income 
populations.  Environmental Justice initiatives are accomplished by involving the potentially 
affected public in the development of transportation projects that fit within their communities 
without sacrificing safety or mobility.  In 1997, the U.S. Department of Transportation (USDOT) 
issued its DOT Order to Address Environmental Justice in Minority Populations and Low-
Income Populations to summarize and expand upon the requirements of Executive Order 12898 
on Environmental Justice.  Also, Executive Order 13166, “Improving Access to Services for 
Persons with Limited English Proficiency (LEP),” provides that no person shall be subjected to 
discrimination on the basis of race, color, or national origin under any program or activity that 
receives Federal financial assistance.   
 
As a recipient of federal financial assistance, City of Big Rapids must provide access to 
individuals with limited ability to speak, write, or understand the English language.  The City 
will not restrict an individual in any way from the enjoyment of any advantage or privilege 
enjoyed by others receiving any service, financial aid, or other benefit under its programs or 
projects.  Individuals may not be subjected to criteria or methods of administration which cause 
adverse impact because of their race, color, or national origin, or have the effect of defeating or 
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substantially impairing accomplishment of the objectives of the program because of race, color 
or national origin.  Therefore, the primary goals and objectives of the City of Big Rapids’ Title 
VI Program are: 
 

7. To assign roles, responsibilities, and procedures for ensuring compliance with 
Title VI of the Civil Rights Act of 1964 and related regulations and directives; 

 
8. To ensure that people affected by the City’s programs and projects receive the 

services, benefits, and opportunities to which they are entitled without regard to race, 
color, national origin, age, sex, or disability; 

 
9. To prevent discrimination in the City of Big Rapids’ programs and activities, whether 

those programs and activities are federally funded or not;  
 

10. To establish procedures for identifying impacts in any program, service, or activity 
that may create illegal adverse discrimination on any person because of race, color, 
national origin, age, sex, or disability; or on minority populations, low-income 
populations, the elderly, and all interested persons and affected Title VI populations; 

 
11. To establish procedures to annually review Title VI compliance within specific 

program areas within the City; 
  

12. To set forth procedures for filing and processing complaints by persons who believe 
they have been subjected to illegal discrimination under Title VI in the City’s 
services, programs or activities. 

 
As the sub-recipient of federal transportation funds, the City of Big Rapids must comply with 
federal and state laws, and related statutes, to ensure equal access and opportunity to all persons, 
with respect to transportation services, facilities, activities, and programs, without regard to race, 
color, religion, national origin, sex, socio-economic status, or geographical location.  Every 
effort will be made to prevent discrimination in any program or activity, whether those programs 
and activities are federally funded or not, as guaranteed by the Civil Rights Restoration Act of 
1987.   
 
The City of Big Rapids shall also ensure that their sub-recipients adhere to state and federal law 
and include in all written agreements or contracts, assurances that the sub-recipient must comply 
with Title VI and other related statutes.  The City of Big Rapids, as a sub-recipient who 
distributes federal transportation funds, shall monitor their sub-recipients for voluntary 
compliance with Title VI.  In the event that non-compliance is discovered, the City will make a 
good faith effort to ensure that the sub-recipient corrects any deficiencies arising out of 
complaints related to Title VI; and that sub-recipients will proactively gauge the impacts of any 
program or activity on minority populations and low-income populations, the elderly, persons 
with disabilities, all interested persons and affected Title VI populations. 
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Discrimination under Title VI 
 
There are two types of illegal discrimination prohibited under Title VI and its related statutes.  
One type of discrimination which may or may not be intentional is “disparate treatment.”  
Disparate treatment is defined as treating similarly situated persons differently because of their 
race, color, national origin, sex, disability, or age. 
 
The second type of illegal discrimination is “disparate impact.”  Disparate impact discrimination 
occurs when a “neutral procedure or practice” results in fewer services or benefits, or inferior 
services or benefits, to members of a protected group.  With disparate impact, the focus is on the 
consequences of a decision, policy, or practice rather than the intent. 
 
The City of Big Rapids’ efforts to prevent such discrimination must address, but not be limited 
to, a program’s impacts, access, benefits, participation, treatment, services, contracting 
opportunities,  training, investigation of complaints, allocation of funds, prioritization of projects, 
and the overarching functions of planning, project development and delivery, right-of-way, 
construction, and research. 
 
The City of Big Rapids has developed this Title VI Plan to assure that services, programs, and 
activities of the City are offered, conducted, and administered fairly, without regard to race, 
color, national origin, sex, age, or disability of the participants or beneficiaries of federally 
funded programs, services, or activities (see Title VI Assurances).   
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CITY OF BIG RAPIDS 
NON-DISCRIMINATION POLICY STATEMENT 

 
The City of Big Rapids’ reaffirms its policy to allow all individuals the opportunity to participate 
in federal financially assisted services and adopts the following provision: 
 

“No person in the United States shall, on the grounds of race, color, or national 
origin, be excluded from participation in, be denied the benefits of, or be 
subjected to discrimination under any program or activity receiving Federal 
financial assistance.” In applying this policy, the City and its sub-recipients of 
federal funds shall not: 

                          
1. Deny any individual with any services, opportunity, or other benefit for which such 

individual is otherwise qualified; 
 

2. Provide any individual with any service, or other benefit, which is inferior (in quantity or 
quality) to, or which is provided in a different manner from that which is provided to 
others; 
 

3. Subject any individual to segregated or disparate treatment in any manner related to such 
individual’s receipt of services or benefits; 
 

4. Restrict an individual in any way from the enjoyment of services, facilities or any other 
advantage, privilege or other benefit provided to others; 
 

5. Adopt or use methods of administration, which would limit participation by any group of 
recipients or subject any individual to discrimination; 
 

6. Address any individual in a manner that denotes inferiority because of race, color, or 
national origin; 
 

7. Permit discriminatory activity in a facility built in whole or in part with federal funds; 
 

8. Deny any segment of the population the opportunity to participate in the operations of a 
planning or advisory body that is an integral part of a federally funded program; 
 

9. Fail to provide information in a language other than English to potential or actual 
beneficiaries who are of limited English speaking ability, when requested and as 
appropriate; 
 

10. Subject an individual to discriminatory employment practices under any federally funded 
program whose objective is to provide employment; 
 

11. Locate a facility in any way, which would limit or impede access to a federally-funded 
service or benefit. 
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The City of Big Rapids will actively pursue the prevention of any Title VI deficiencies or 
violations and will take the necessary steps to ensure compliance. If irregularities occur in the 
administration of the program’s operation, procedures will be promptly implemented to resolve 
Title VI issues all within a period not to exceed 90 days. 
 
The City of Big Rapids designates Jon Locke, City Treasurer, as the City’s Title VI Coordinator. 
The City Treasurer will be responsible for initiating and monitoring Title VI activities and other 
required matters, ensuring that the City of Big Rapids complies with the Title VI regulations and 
pursues prevention of Title VI deficiencies or violations. Inquiries concerning the City of Big 
Rapids and Title VI may be directed to the City Treasurer, 226 N. Michigan Avenue, Big Rapids, 
MI  49307; Phone: 231-592-4012; Fax: 231-592-4059; Email: jlocke@ci.big-rapids.mi.us. 
 
 
___________________________________ 
                       Mark J. Warba 
                              Mayor 
 
 
_________________________________ 
  Jon Locke 
 City Treasurer/Title VI Coordinator 

mailto:jlocke@ci.big-rapids.mi.us
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CITY OF BIG RAPIDS  
TITLE VI ASSURANCE 

   
The City of Big Rapids (hereinafter referred to as the “Recipient”) hereby agrees that as a condition to 
receiving any Federal financial assistance from the U.S. Department of Transportation, it will comply 
with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 USC 2000d-42 USC 2000d-4 (hereinafter 
referred to as the “Act”), and all requirements imposed by or pursuant to Title 49, Code of Federal 
Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, Non-
discrimination in Federally-Assisted Programs for the Department of Transportation – Effectuation of 
Title VI of the Civil Rights Act of 1964 (hereinafter referred to as the “Regulations”) and other pertinent 
directives, to the end that in accordance with the Act, Regulations, and other pertinent directives, no 
person in the United States shall, on the grounds of gender, race, color or national origin, be excluded 
from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any 
program or activity for which the Recipient received Federal financial assistance from the Department of 
Transportation, including the Federal Highway Administration, and hereby gives assurances that it will 
promptly take any measures necessary to effectuate this agreement.  This assurance is required by 
subsection 21.7 (a) (1) and (b) of the Regulations. 
 
More specifically and without limiting the above general assurance, the Recipient hereby gives the 
following specific assurance with respect to the Federal Aid Highway Program: 
 

1. That the Recipient agrees that each "program" and each "facility as defined in subsections 
21.23(e) and 21.23(b) of the Regulations, will be (with regard to a "program") conducted, or will 
be (with regard to a "facility") operated in compliance with all requirements imposed by, or 
pursuant to, the Regulations. 

 
2. That the Recipient shall insert the following notification in all solicitations for bids for work or 

material subject to the Regulations and made in connection with all Federal Aid Highway 
Programs and, in adapted form in all proposals for negotiated agreements: 

 
“The Recipient in accordance with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 
U.S.C 2000d to 2000d-4 and Title 49, Code of Federal Regulations, Department of 
Transportation, SubTitle A, Office the Secretary, Part 21, Nondiscrimination in Federally 
assisted programs of the Department of Transportation issued pursuant to such Act, hereby 
notifies all bidders that it will affirmatively insure that in any contract entered into pursuant 
to this advertisement, minority business enterprises will be afforded full opportunity to 
submit bids in response to this invitation and will not be discriminated against on the 
grounds of race, color, or national origin in consideration for an award.” 
 

3. That the Recipient shall insert the clauses of Appendix A of this assurance in every contract 
subject to the Act and the Regulations. 

 
4. That the Recipient shall insert the clauses of Appendix B of this assurance, as a covenant running 

with the land, in any deed from the United States effecting a transfer of real property, structures, 
or improvements thereon, or interest therein. 

 
5. That where the Recipient receives Federal financial assistance to construct a facility, or part of a 

facility, the assurance shall extend to the entire facility and facilities operated in connection 
therewith. 
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6. That where the Recipient receives Federal financial assistance in the form, or for the acquisition 
of real property or an interest in real property, the assurance shall extend to rights to space on, 
over or under such property. 

 
7. That the Recipient shall include the appropriate clauses set forth in Appendix C of this assurance, 

as a covenant running with the land, in any future deeds, leases, permits, licenses, and similar 
agreements entered into by the Recipient with other parties: (a) for the subsequent transfer of real 
property acquired or improved under the Federal Aid Highway Program; and (b) for the 
construction or use of or access to space on, over or under real property acquired, or improved 
under the Federal Aid Highway Program. 

 
8. That this assurance obligates the Recipient for the period during which Federal financial 

assistance is extended to the program, except where the Federal financial assistance is to provide, 
or is in the form of, personal property, or real property or interest therein or structures or 
improvements thereon, in which case the assurance obligates the Recipient or any transferee for 
the longer of the following periods: (a) the period during which the property is used for a purpose 
for which the Federal financial assistance is extended, or for another purpose involving the 
provision of similar services or benefits; or (b) the period during which the Recipient retains 
ownership or possession of the property. 

 
9. The Recipient shall provide for such methods of administration for the program as are found by 

the Secretary of Transportation or the official to whom it delegates specific authority to give 
reasonable guarantee that it, other recipients, sub-grantees, contractors, subcontractors, 
transferees, successors in interest, and other participants of Federal financial assistance under 
such program will comply with all requirements imposed or pursuant to the Act, the Regulations 
and this assurance. 

 
10. The Recipient agrees that the United States has a right to seek judicial enforcement with regard to 

any matter arising under the Act, the Regulations, and this assurance. 
 
This assurance is given in consideration of and for the purpose of obtaining any and all Federal grants, 
loans, contracts, property, discounts or other Federal financial assistance extended after the date hereof to 
the Recipient under the Federal Aid Highway Program and is binding on it, other recipients, sub-grantees, 
contractors, sub-contractors, transferees, successors in interest and other participants in the Federal Aid 
Highway Program.  The person or persons whose signatures appear below are authorized to sign this 
assurance on behalf of the Recipient. 
 
City of Big Rapids 
 
 
_____________________________________              _________________________ 
Mark J. Warba, Mayor      Date 
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AUTHORITIES 
 
Title VI of the Civil Rights Act of 1964, 42 USC 2000d to 2000d-4; 42 USC 4601 to 4655; 23 
USC 109(h); 
 
Title VI of the Civil Rights Act of 1964 provides that no person in the United States shall, on the 
grounds of race, color, or national origin (including Limited English Proficiency), be excluded 
from participation in, be denied the benefits of, or be otherwise subjected to discrimination under 
any program or activity receiving federal financial assistance (please refer to 23 CFR 200.9 and 
49 CFR 21).  Related statutes have broadened the grounds to include age, sex, low income, and 
disability. 
 
The Civil Rights Restoration Act of 1987 also broadened the scope of Title VI coverage by 
expanding the definition of terms “programs or activities” to include all programs or activities of 
Federal Aid recipients, sub-recipients, and contractors, whether such programs and activities are 
federally assisted or not (Public Law 100-259 [S. 557] March 22, 1988). 
 
Federal Aid Highway Act of 1973, 23 USC 324:  No person shall on the ground of sex be 
excluded from participation in, be denied the benefits of, or be subjected to discrimination under 
any program or activity receiving federal assistance under this title or carried on under this title. 
 
Age Discrimination Act of 1975, 42 USC 6101:  No person in the United States shall, on the 
basis of age, be excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under, any program or activity receiving federal financial assistance. 
 
Americans With Disabilities Act of 1990 PL 101-336:  No qualified individual with a 
disability shall, by reason of his/her disability, be excluded from participation in, be denied the 
benefits of, or otherwise be subjected to discrimination by a department, agency, special purpose 
district or other instrumentality of a state or local government. 
 
Section 504 of the Rehabilitation Act of 1973:  No qualified individual with a disability shall, 
solely by reason of his/her disability, be excluded from participation in, be denied the benefits of, 
or be subjected to discrimination under any program or activity that receives or benefits from 
federal financial assistance. 
 
USDOT Order 1050.2:  Standard Title VI Assurances 
 
EO12250:  Department of Justice Leadership and coordination of Non-discrimination Laws. 
 
EO12898:  Federal Actions to Address Environmental Justice in Minority Populations and Low-
Income Populations. 
 
28 CFR 50.3:  Guidelines for the enforcement of Title VI of the Civil Rights Act of 1964. 
 
EO13166:  Improving Access to Services for Persons with Limited English Proficiency. 
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DEFINITIONS 
 
Adverse Effects – The totality of significant individual or cumulative human health or 
environmental effects including interrelated social and economic effects, which may include, but 
are not limited to:  (See Appendix E for additional discussion of “significant”) 

 
- Bodily impairment, infirmity, illness or death 
- Air, noise and water pollution and soil contamination 
- Destruction or disruption of man-made or natural resources 
- Destruction or diminution of aesthetic values 
- Destruction or disruption of community cohesion or community’s economic vitality 
- Destruction or disruption of the availability of public and private facilities and services 
- Adverse employment effects 
- Displacement of person’s businesses, farms or non-profit organizations 
- Increased traffic congestion, isolation, exclusion or separation of minority or low-income 

individuals within a given community or from the broader community 
- Denial of, reduction in, or significant delay in the receipt of benefits of the City programs, 

policies and activities 
 
Federal Assistance – Includes grants and loans of federal funds; the grant or donation of federal 
property and interests in property; the detail of federal personnel, federal property or any interest 
in such property without consideration or at a nominal consideration or at a consideration which 
is reduced for the purpose of assisting the recipient, or in recognition of the public interest to be 
served by such sale or lease to the recipient; and any federal agreement, arrangement or other 
contract which has, as one of its purposes, the provision of assistance. 
 
Limited English Proficiency -  Individuals with a primary or home language other than English 
who must, due to limited fluency in English, communicate in that primary or home language if 
the individuals are to have an equal opportunity to participate effectively in or benefit from any 
aid, service or benefit provided by the City. 
 
Low-Income – A person whose median household income is at or below the Department of 
Health and Human Service Poverty guidelines (see http://aspe.hhs.gov/poverty/). 
 
Low-Income Population – Any readily identifiable group of low-income persons who live in 
geographic proximity and, if circumstances warrant, geographically dispersed/transient persons 
(such as migrant workers or Native Americans) who will be similarly affected by a proposed 
City program, policy or activity. 
 
Minority – A person who is: 
 
a. Black – A person having origins in any of the black racial groups of Africa; 
b. Hispanic – A person of Mexican, Puerto Rican, Cuban, Central or South American, or other 

Spanish culture or origin, regardless of race; 
c. Asian American – A person having origins in any of the original people of the Far East, 

Southeast Asia, the Indian sub-continent, or the Pacific Islands; or 

http://aspe.hhs.gov/poverty/
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d. American Indian and Alaskan Native – A person having origins in any of the original people 
of North America and who maintains cultural identification through tribal affiliation or 
community recognition. 

 
Minority Population – Any readily identifiable groups of minority persons who live in 
geographic proximity and, if circumstances warrant, geographically dispersed/transient persons 
(such as migrant workers or Native Americans) who will be similarly affected by a proposed 
City program, policy or activity. 
 
Non-Compliance – A recipient has failed to meet prescribed requirements and has shown an 
apparent lack of good faith effort in implementing all the requirements of Title VI and related 
statutes. 
 
Persons – Where designation of persons by race, color or national origin is required, the 
following designation ordinarily may be used; “White not of Hispanic origin”, “Black not of 
Hispanic origin”, “Hispanic”, “Asian or Pacific Islander”, “American Indian or Alaskan Native”.  
Additional sub-categories based on national origin of primary language spoken may be used, 
where appropriate, on either a national or a regional basis. 
 
Program – Includes any road or park project including planning or any activity for the provision 
of services financial aid or other benefits to individuals.  This includes education or training, 
work opportunities, health welfare, rehabilitation, or other services, whether provided directly by 
the recipient of federal financial assistance or provided by others through contracts or other 
arrangements with the recipient. 
 
Recipient -  Any state, territory, possession, the District of Columbia, Puerto Rico, or any 
political subdivision, or instrumentality thereof, or any public or private agency, institution, or 
organization, or other entity, or any individual, in any state, territory, possession, the District of 
Columbia, or Puerto Rico, to whom Federal assistance is extended, either directly or through 
another recipient, for any program.  Recipient includes any successor, assignee, or transferee 
thereof, but does not include any ultimate beneficiary under any such program. 
 
Significant Adverse effects on Minority and Low-Income Populations – An adverse effect that: 

 
a. is predominantly borne by a minority population and/or a low-income population, or 
b. will be suffered by the minority population and/or low-income population and is shown to be 

appreciably more severe or greater in magnitude than the adverse effect that will be suffered 
by the non-minority population and/or non-low-income population. 

 
Sub-Recipient – Any agency such as a council of governments, regional planning agency, or 
educational institution, for example, that received Federal Highway Administration (FHWA) 
funds through the State DOT and not directly from the FHWA.  Other agencies, local 
governments, contractors, consultants that receive these funds are all considered sub-recipients. 
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ADMINISTRATION – GENERAL 
 
The City of Big Rapids designates Jon Locke, City Treasurer, as the Title VI Coordinator 
(hereinafter referred to as the “Title VI Coordinator”).  Mr. Locke shall have lead responsibility 
for coordinating the administration of the Title VI and related statutes, programs, plans, and 
assurances. 
 
Complaints:  If any individual believes that he/she or any other program beneficiaries have been 
the object of unequal treatment or discrimination as to the receipt of benefits and/or service, or 
on the grounds of race, color, national origin (including Limited English Proficiency), sex, age or 
disability, he/she may exercise his/her right to file a complaint with the City of Big Rapids.  
Complaints may be filed with the Title VI Coordinator.  Every effort will be made to resolve 
complaints informally at the lowest level. 
 
Data Collection:  Statistical data on race, color, national origin, English language ability and sex 
of participants in and beneficiaries of the City programs; e.g., impacted citizens and affected 
communities will be gathered and maintained by the City.  The gathering procedures will be 
reviewed annually to ensure sufficiency of the data in meeting the requirements of the Title VI 
program. 
 
Program Reviews:  Special emphasis program reviews will be conducted based on the annual 
summary of Title VI activities, accomplishments, and problems.  The reviews will be conducted 
by the Title VI Coordinator to assure effectiveness in their compliance of Title VI provisions.  
The Title VI Coordinator will coordinate efforts to ensure the equal participation in all their 
programs and activities at all levels.  The City does not have any special emphasis programs at 
this time. 
 
Title VI Reviews on Sub-Recipients:  Title VI compliance reviews will be conducted annually by 
the Title VI Coordinator.  Priority for conducting reviews will be given to those recipients of 
federal (U.S. Department of Transportation) funds with the greatest potential of impact to those 
groups covered by the Act.  The reviews will entail examination of the recipients’ adherence to 
all Title VI requirements.  The status of each review will be reported in the annual update and 
reported to relevant U.S. Department of Transportation (USDOT) modes upon request. 
 
Annual Reporting Form: The Title VI Coordinator will be responsible for coordination, 
compilation, and submission of the annual reporting form data to the Michigan Department of 
Transportation (MDOT), Civil Rights Program Unit via the Sub-Recipient Annual Certification 
Form (MDOT form #0179) by October 5th. 
 
Title VI Plan Updates:  If updated, a copy of Title VI Plan will be submitted to the MDOT, Civil 
Rights Program Unit, as soon as the update has been completed, or as soon as practicable, and no 
later than 30 days if significant changes are made. 
 
Public Dissemination:  The City will disseminate Title VI Program information to the City 
employees and to the general public.  Title VI Program information will be submitted to sub-
recipients, contractors and beneficiaries.  Public dissemination will include inclusions of Title VI 
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language in contracts and publishing the Title VI Plan on the City of Big Rapids’ internet 
website, at www.ci.big-rapids.mi.us. 
 
Remedial Action:  The City through the Title VI Coordinator, will actively pursue the prevention 
of Title VI deficiencies and violations and will take the necessary steps to ensure compliance 
with all program administrative requirements.  When deficiencies are found, procedures will be 
promptly implemented to correct the deficiencies and to put in writing the corrective action(s).  
The period to determine corrective action(s) and put it/them in writing to effect compliance may 
not exceed 90 days from the date the deficiencies are found. 
 
LIMITED ENGLISH PROFICIENCY (LEP) 
 
INTRODUCTION 
 
On August 11, 2000, President William J. Clinton signed an executive order, Executive Order 
13166: Improving Access to Service for Persons with Limited English Proficiencyi, to clarify 
Title VI of the Civil Rights Act of 1964.  It had as its purpose, to ensure accessibility to 
programs and services to otherwise eligible persons who are not proficient in the English 
language. 
  
This executive order stated that individuals who do not speak English well and who have a 
limited ability to read, write and speak, or understand English are entitled to language assistance 
under Title VI of the Civil Rights Act of 1964 with respect to a particular type of service, benefit, 
or encounterii.  These individuals are referred to as being limited in their ability to speak, read, 
write, or understand English, hence the designation, “LEP,” or Limited English Proficient.  The 
Executive Order states that: 
 

“Each federal agency shall prepare a plan to improve access to its federally conducted 
programs and activities by eligible LEP persons. Each plan shall be consistent with the 
standards set forth in the LEP Guidance, and shall include the steps the agency will take 
to ensure that eligible LEP persons can meaningfully access the agency’s programs and 
activities.” 

 
Not only do all federal agencies have to develop LEP plans as a condition of receiving federal 
financial assistance, recipients have to comply with Title VI and LEP guidelines of the federal 
agency from which funds are provided as well. 
 
Federal financial assistance includes grants, training, use of equipment, donations of surplus 
property, and other assistance.  Recipients of federal funds range from state and local agencies, 
to nonprofits and organizations.  Title VI covers a recipient’s entire program or activity.  This 
means all parts of a recipient’s operations are covered, even if only one part of a recipient’s 
organization receives the federal assistance.  Simply put, any organization that receives federal 
financial assistance is required to follow this Executive Order.   
 
The City of Big Rapids receives funds from the US Department of Transportation via the Federal 
Highway Administration. 

http://www.ci.big-rapids.mi.us/
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The US Department of Transportation published Policy Guidance Concerning Recipients’ 
responsibilities to Limited English Proficient Person in the December 14th, 2005 Federal 
Register.iii 
 
The Guidance implies that the City of Big Rapids is an organization that must follow this 
guidance: 
 
This guidance applies to all DOT funding recipients, which include state departments of 
transportation, state motor vehicle administrations, airport operators, metropolitan planning 
organizations, and regional, state, and local transit operators, among many others.  Coverage 
extends to a recipient’s entire program or activity, i.e., to all parts of a recipient’s operations.  
This is true even if only one part of the recipient receives the Federal assistance. For example, if 
DOT provides assistance to a state department of transportation to rehabilitate a particular 
highway on the National Highway System, all of the operations of the entire state department of 
transportation—not just the particular highway program or project—are covered by the DOT 
guidance. 
 
ELEMENTS OF AN EFFECTIVE LEP POLICY 

The US Department of Justice, Civil Rights Division has developed a set of elements that may be 
helpful in designing an LEP policy or plan.  These elements include: 

1. Identifying LEP persons who need language assistance 
2. Identifying ways in which language assistance will be provided 
3. Training Staff 
4. Providing notice to LEP persons 
5. The recommended method of evaluating accessibility to available transportation

 services is the Four-Factor Analysis identified by the USDOT. 
 
These recommended plan elements have been incorporated into this plan. 

METHODOLOGY FOR ASSESSING NEEDS AND REASONABLE STEPS FOR AN 
EFFECTIVE LEP POLICY 

The DOT guidance outlines four factors recipients should apply to the various kinds of contacts 
they have with the public to assess language needs and decide what reasonable steps they should 
take to ensure meaningful access for LEP persons: 

1. The number or proportion of LEP persons eligible to be served or likely to be 
encountered by a program, activity, or service of the recipient or grantee. 

2. The frequency with which LEP individuals come in contact with the program. 
3. The nature and importance of the program, activity, or service provided by the recipient 

to the LEP Community. 
4. The resources available to the City of Big Rapids and overall cost. 
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The greater the number or proportion of eligible LEP persons, the greater the frequency with 
which they have contact with a program, activity, or service and the greater the importance of 
that program, activity, or service, the more likely enhanced language services will be needed.  
The intent of DOT’s guidance is to suggest a balance that ensures meaningful access by LEP 
persons to critical services while not imposing undue burdens on small organizations and local 
governments. 
 
Smaller recipients with more limited budgets are typically not expected to provide the same level 
of language service as larger recipients with larger budgets. 
The DOT guidance is modeled after the Department of Justice’s guidance and requires recipients 
and sub-recipients to take steps to ensure meaningful access to their programs and activities to 
LEP persons.  More information for recipients and sub-recipients can be found at 
http://www.lep.gov. 
 
THE FOUR-FACTOR ANALYSIS 
 
This plan uses the recommended four-factor analysis of an individualized assessment 
considering the four factors outlined above.  Each of the following factors is examined to 
determine the level and extent of language assistance measures required to sufficiently ensure 
meaningful access to the City of Big Rapids’ services and activities that may affect their quality 
of life.  Recommendations are then based on the results of the analysis. 
 
Factor 1:  The Proportion, Numbers and Distribution of LEP Persons 
 
The Census Bureau has a range for four classifications of how well people speak English. The 
classifications are: ‘very well,’ ‘well,’ ‘not well,’ and ‘not at all.’  For our planning purposes, we 
are considering people that speak English less than ‘very well’ as Limited English Proficient 
persons. 
 
As seen in Table #1, the Census 2011 Data for the City of Big Rapids shows a small amount of 
the population that would speak English less than ‘very well.’  
 
TABLE #1 

LANGUAGE SPOKEN AT HOME # of 
Individuals Percentage 

Population 5 years and over 10,222 10,222 

English only 9,674 94.6% 

Language other than English 548 5.4% 

Speak English less than "very well" 66 0.6% 

Spanish 158 1.5% 

Speak English less than "very well" 28 0.3% 

http://www.lep.gov/
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Other Indo-European languages 153 1.5% 

Speak English less than "very well" 2 0.0% 

Asian and Pacific Islander languages 160 1.6% 

Speak English less than "very well" 24 0.2% 

Other languages 77 0.8% 

Speak English less than "very well" 12 0.1% 

 
Factor 2:  Frequency of Contact with LEP Individuals 
 
The City has conducted an informal survey of our employees with regard to whether they have 
had encounters with LEP individuals in the performance of their job functions and found that 
there have been occasional encounters with LEP individuals. We have offices accessible to the 
public and therefore accessible to LEP individuals and we have staff that work in the field that 
could encounter LEP individuals. Additionally, regular Commission and public meetings are 
held at various times throughout the month, which would potentially bring LEP individuals to 
these meetings. Given the small concentration of LEP individuals as displayed in Table #1 
(above) the probability of our employees to encounter and LEP individual is low. 
 
Factor 3:  The Nature and Importance of the Program, Activity, or Service to LEP 
 
The City of Big Rapids serves individuals throughout the City in a variety of ways including 
managing roads, water, sewer, police, fire, elections, and other services to citizens of the City 
and individuals from outside of the City, such as visitors and those traversing the state. The 
nature of the services that the City provides is very important to an individual’s day-to-day life. 
Therefore the denial of services to an LEP individual could have a significant detrimental effect. 
Although the LEP population in the city is small, we will ensure accessibility to all of our 
programs, services, and activities. 
 
Factor 4:  The Resources Available to the City of Big Rapids and Overall Cost 
 
US Department of Transportation Policy Guidance Concerning Recipients’ Responsibilities to 
Limited English Proficient (LEP) Persons published in the Federal Register:  December 14, 2005 
(Volume 70, Number 239) states: 
 

“Certain DOT recipients, such as those serving very few LEP persons or those with very 
limited resources, may choose not to develop a written LEP plan.” 

 
The City of Big Rapids does serve very few LEP persons and has very limited resources; 
therefore it has decided to include a LEP section in its Title VI Plan in order to comply with the 
Executive Order. 
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SAFE HARBOR STIPULATION 
 
Federal law provides a “Safe Harbor” situation so that recipients can ensure with greater 
certainty that they comply with their obligation to provide written translations in languages other 
than English.  A “Safe Harbor” means that if a recipient provides written translation in certain 
circumstances, such action will be considered strong evidence of compliance with the recipient’s 
written-translation obligations under Title VI. 
 
The failure to provide written translations under the circumstances does not mean there is non-
compliance, but rather provides a guide for recipients that would like greater certainty of 
compliance than can be provided by a fact-intensive, four factor analysis.  For example, even if a 
Safe Harbor is not used, if written translation of a certain document(s) would be so burdensome 
as to defeat the legitimate objectives of its program, it is not necessary.  Other ways of providing 
meaningful access, such as effective oral interpretation of certain vital documents, might be 
acceptable under such circumstances. 
 
Strong evidence of compliance with the recipient’s written translation obligations under “Safe 
Harbor” includes providing written translations of vital documents for each eligible LEP 
language group that constitutes 5% or 1,000, whichever is less, of the population of persons 
eligible to be served or likely to be affected or encountered.  Translation of other documents, if 
needed, can be provided orally. 
 
This “Safe Harbor” provision applies to the translation of written documents only.  It does not 
affect the requirement to provide meaningful access to LEP individuals through competent oral 
interpreters where oral language services are needed and are reasonable. 
 
Given the small number of LEP language group members, the City of Big Rapids’ budget and 
number of staff, it is deemed that written translations of vital documents would be so 
burdensome as to defeat the legitimate objectives of our programs.  It is more appropriate for the 
City of Big Rapids’ to proceed with oral interpretation options for compliance with LEP 
regulations. 

PROVIDING NOTICE TO LEP PERSONS 
 
USDOT LEP guidance says: 
 
Once an agency has decided, based on the four factors, that it will provide language service, it is 
important that the recipient notify LEP persons of services available free of charge.  Recipients 
should provide this notice in languages LEP persons would understand. 
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The guidance provides several examples of notification including: 
 
1. Signage in languages that an LEP individual would understand when free language 

assistance is available with advance notice. 
2. Stating in outreach documents that free language services are available from the agency. 
3. Working with community-based organizations and other stakeholders to inform LEP 

individuals of the recipient’s services, including the availability of language assistance 
services. 

 
Statements in languages that an LEP individual would understand will be placed in public 
information and public notices informing LEP individuals that persons requiring language 
assistance and/or special accommodations will be provided the requested service free of charge, 
with reasonable advance notice to the City of Big Rapids. 

OPTIONS AND PROPOSED ACTIONS 
 
Options: 
Federal fund recipients have two (2) main ways to provide language services:  oral interpretation 
either in person or via telephone interpretation service and written translation.  The correct mix 
should be based on what is both necessary and reasonable in light of the four-factor analysis.iv 
 
The City of Big Rapids is defining an interpreter as a person who translates spoken language 
orally, as opposed to a translator, who translates written language or who transfers the meaning 
of written text from one language into another.  The person who translates orally is not a 
translator, but an interpreter.v 
 
Considering the relatively small size of the City of Big Rapids, the small number of LEP 
individuals in the service area, and limited financial resources, it is necessary to limit language 
aid to the most basic and cost-effective services. However, when requested appropriate 
assistance will be provided. 
 
What the City of Big Rapids will do.  What actions will the City of Big Rapids take? 
 
• Notify the public that interpreter services are available upon request, with seven day advance 

notice. 

• With advance notice of seven calendar days, the City will provide interpreter services at 
public meetings, including language translation and signage for the hearing impaired.  

• The City will utilize the Translators Resource List as provided by MDOT for translation 
services and verbal interpretation.  
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• The Census Bureau “I-speak” Language Identification Card will be distributed to all 
employees that may potentially encounter LEP individuals. 

• Once the LEP individual’s language has been identified, an agency from the Translators 
Resource List will be contacted to provide interpretation services. 

• Publications of the City’s complaint form will be made available online and upon request. 
 

• In the event that a City employee encounters a LEP individual, they will follow the procedure 
listed below: 

OFFICE ENCOUNTER 

1. Provide an I-speak language identification card to determine the language spoken of the 
LEP individual. 

2. Once the foreign language is determined, provide information to Title VI coordinator 
who will contact an interpreter from MDOT’s Translators Resource List. 

3. If the need is for a document to be translated, the Title VI coordinator will have the 
document translated and provided to the requestor as soon as possible. 

ROAD ENCOUNTER 

1. Road crew employee will immediately contact the Title VI coordinator for assistance, 
and provide an I-speak language identification card to the LEP individual to determine 
the language spoken of the individual. 

2. Once the foreign language is determined, provide information to Title VI coordinator 
who will contact an interpreter from MDOT’s Translators Resource List to provide 
telephonic interpretation. 

3. If the need is for a document to be translated, the Title VI coordinator will have the 
document translated and provided to the requestor as soon as possible. 

IN WRITING 

1. Once a letter has been received it will be immediately forwarded to the Title VI 
Coordinator. 

2. The Title VI Coordinator will contact an translator from the MDOT’s Translators 
Resource List to determine the specifics of the letter request information. 

3. The Title VI Coordinator will work with the selected agency to provide the requested 
service to the individual in a timely manner. 
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OVER THE PHONE 

1. If someone calls into our office speaking another language every attempt will be made to 
keep that individual on the line until an interpreter can be conferenced into the line and if 
possible determine the language spoken of the caller.  

2. Once the language spoken by the caller has been identified, we will proceed with providing 
the requested assistance to the LEP individual. 

 
THE CITY OF BIG RAPIDS’ STAFF TRAINING 
 
The City of Big Rapids staff will be provided training on the requirements for providing 
meaningful access to services for LEP persons. 
 
ENVIRONMENTAL JUSTICE 
 
Compliance with Title VI includes ensuring that no minority or low income population suffers 
“disproportionately high and adverse human health or environmental effect” due to any 
“programs, policies and activities” undertaken by any agency receiving federal funds.  This 
obligation will be met by the City in the following ways: 
 

• When planning specific programs or projects, identifying those populations that will 
be affected by a given program or project. 

 
• If a disproportionate effect is anticipated, following mitigation procedures. 

 
• If mitigation options do not sufficiently eliminate the disproportionate effect, 

discussing and, if necessary, implementing reasonable alternatives. 
 

Disproportionate effects are those effects which are appreciably more severe for one group or 
predominantly borne by a single group.  The City will use U.S. Census data to identify low 
income and minority populations. 
 
Where a project impacts a small number or area of low income or minority populations, the City 
will document that: 

 
• Other reasonable alternatives were evaluated and were eliminated for reasons such as 

the alternatives impacted a far greater number of people or did greater harm to the 
environment; etc. 

• The project’s impact is unavoidable; 
 
• The benefits of the project far out-weigh the overall impacts; and 
 
• Mitigation measures are being taken to reduce the harm to low income or minority 

populations. 
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If it is concluded that no minority and/or low income population groups are present in the project 
area, the City will document how the conclusion was reached.  If it is determined that one or 
more of these population groups are present in the area, the City will administer potential 
disproportionate effects test. 
 
The following steps will be taken to assess the impact of project on minority and/or low income 
population groups: 
 
STEP ONE:   Determine if a minority or low income population is present within the project 
area.  If the conclusion is that no minority and/or low income population is present within the 
project area, document how the conclusion was reached.  If the conclusion is that there are 
minority population and/or low income population groups present, proceed to Step Two. 
 
STEP TWO:  Determine whether project impacts associated with the identified low income and 
minority populations are disproportionately high and adverse.  In doing so, refer to the list of 
potential impacts and questions contained in Appendix E.  If it is determined that there are 
disproportionately high and adverse impacts to minority and low income populations, proceed to 
Step Three. 
 
STEP THREE:  Propose measures that will avoid, minimize and/or mitigate disproportionately 
high and disproportionate adverse impacts and provide offsetting benefits and opportunities to 
enhance communities, neighborhoods and individuals affected by proposed project. 
 
STEP FOUR:  If after mitigation, enhancements and offsetting benefits to the affected 
populations, there remains a high and disproportionate adverse impact to minority or low income 
populations, then the following questions must be considered: 
 

Question 1:  Are there further mitigation measures that could be employed to avoid or 
reduce the adverse effect to the minority or low income population? 
Question 2:  Are there other additional alternatives to the proposed action that would 
avoid or reduce the impacts to the low income or minority populations? 
Question 3:  Considering the overall public interest, is there a substantial need for the 
project? 
Question 4:  Will the alternatives that would satisfy the need for the project and have less 
impact on protected populations (a) have other social economic or environmental impacts 
that are more severe than those of the proposed action (b) have increased costs of 
extraordinary magnitude? 

 
STEP FIVE:  Include all findings, determinations, or demonstrations in the environmental 
document prepared for the project. 
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FILING A TITLE VI COMPLAINT 
 
I. Introduction 

 
The Title VI complaint procedures are intended to provide aggrieved persons an avenue to raise 
complaints of discrimination regarding the City programs, activities, and services as required by 
statute. 
 
II. Purpose 
 
The purpose of the discrimination complaint procedures is to describe the process used by the 
City for processing complaints of discrimination under Title VI of the Civil Rights Act of 1964 
and related statutes. 
 
III. Roles and Responsibilities 
 
The Title VI Coordinator has overall responsibility for the discrimination complaint process and 
procedures.  The Title VI Coordinator may, at his/her discretion assign a capable person to 
investigate the complaint. 
 
The designated investigator will conduct an impartial and objective investigation, collect factual 
information and prepare a fact-finding report based upon information obtained from the 
investigation. 
 
IV. Filing a Complaint 
 
The complainant shall make himself/herself reasonably available to the designated investigator, 
to ensure completion of the investigation within the timeframes set forth. 
 
Applicability:  The complaint procedures apply to the beneficiaries of City programs, activities, 
and services; including but not limited to:  the public, contractors, sub-contractors, consultants, 
and other sub-recipients of federal and state funds. 
 
Eligibility:  Any person who believes that he/she has been excluded from participation in, denied 
benefits or services of any program or activity administered by the City or its sub-recipients, 
consultants, and contractors on the basis of race, color, national origin (including Limited 
English Proficiency), sex, age or disability may bring forth a complaint of discrimination under 
Title VI. 
 
Time Limitation on Filing Complaints:  Title VI complaints may be filed with the Title VI 
Coordinator’s office. In all situations, the employees of the City must contact the Title VI 
Coordinator immediately upon receipt of Title VI related complaints. 
Complaints must be filed within 180 days of the alleged discrimination.  If the complainant could 
not reasonably be expected to know that the act was discriminatory within the 180 day period, 
he/she will have 60 additional days after becoming aware of the illegal discrimination to file the 
complaint. 
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Complaints must be in writing, and must be signed by the complainant and/or the complainant’s 
representative.  The complaint must set forth as fully as possible the facts and circumstances 
surrounding the claimed discrimination.  In cases where the complainant is unable or incapable 
of providing a written statement, the complainant will be assisted in converting the verbal 
complaint into a written complaint.  All complaints, however, must be signed by the complainant 
and/or by the complainant’s representative. 
 
Items that should not be considered a formal complaint:  (unless the items contain a signed cover 
letter specifically alleging a violation of Title VI) include but are not limited to: 
 
1. An anonymous complaint that is too vague to obtain required information 
2. Inquiries seeking advice or information 
3. Courtesy copies of court pleadings 
4. Newspaper articles 
5. Courtesy copies of internal grievances 
 
V. Investigation 

 
Investigation Plan:  The investigator shall prepare a written plan, which includes, but is not 
limited to the following: 
 
- Names of the complainant(s) and respondent(s) 
- Basis for complaint 
- Issues, events or circumstances that caused the person to believe that he/she has been 

discriminated against 
- Information needed to address the issue 
- Criteria, sources necessary to obtain the information 
- Identification of key people 
- Estimated investigation time line 
- Remedy sought by the complainant(s) 
 
Conducting the Investigation:   
 
- The investigation will address only those issues relevant to the allegations in the complaint. 
- Confidentiality will be maintained as much as possible. 
- Interviews will be conducted to obtain facts and evidence regarding the allegations in the 

complaint.  The investigator will ask questions to elicit information about aspects of the case. 
- A chronological contact sheet is maintained in the case file throughout the investigation. 
- If a Title VI complaint is received on a MDOT related contract against the City of Big 

Rapids, MDOT will be responsible for conducting the investigation of the complaint. Upon 
receipt of a Title VI complaint filed against the City, the complaint and any pertinent 
information should immediately be forwarded to the MDOT, Civil Rights Program Unit. 

 
Investigation Reporting Process: 
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- Complaints made against a City of Big Rapids’ sub-recipient should be investigated by the 
City following the internal complaint process.  

- Within 40 days of receiving the complaint, the investigator prepares an investigative report 
and submits the report and supporting documentation to the office of Jon Locke, for review. 

- The City Manager reviews the file and investigative report.  Subsequent to the review, the 
City Manager makes a determination of “probable cause” or “no probable cause” and 
prepares the decision letter. 

 
Retaliation: 
 
The laws enforced by this City prohibit retaliation or intimidation against anyone because that 
individual has either taken action or participated in action to secure rights protected by these 
laws.  If you experience retaliation or intimidation separate from the discrimination alleged in 
this complaint please contact: 
 

Jon Locke 
City of Big Rapids 
226 N. Michigan Avenue 
Big Rapids, MI  49307 
Phone:  231-592-4012 
Fax: 231-592-4059 
Email: jlocke@ci.big-rapids.mi.us 
 

Reporting Requirements to an External Agency 
 
A copy of the complaint, together with a copy of the investigation report and final decision letter 
will be forwarded to the MDOT, Civil Rights Program Unit within 60 days of the date the 
complaint was received. 
 
Records 
 
All records and investigative working files are maintained in a confidential area.  Records are 
kept for three years. 
 

mailto:jlocke@ci.big-rapids.mi.us


ADA/EO - 4 

 27      9/2013 
 

APPENDIX A - [TO BE INSERTED IN ALL FEDERAL-AID CONTRACTS]  

During the performance of this contract, the contractor, for itself, its assignees and successors, in 
interest (hereinafter referred to as the “contractor”) agrees, as follows: 

1. Compliance with Regulations:  The contractor shall comply with Regulations relative to 
nondiscrimination in Federally-assisted programs of the Department of Transportation, 
Title 49, Code of Federal Regulations, Part 21, as they may be amended from time to 
time (hereinafter referred to as the Regulations), which are herein incorporated by 
reference and made a part of this contract.  

 
2.  Nondiscrimination: The contractor, with regard to the work performed by it during the 

contract, shall not discriminate on the grounds of race, color, sex, or national origin in the 
selection, retention, and treatment of subcontractors, including procurements of materials 
in the discrimination prohibited by Section 21.5 of the Regulation, including employment 
practices when the contractor covers a program set for in Appendix B of the Regulations. 

 
3. Solicitation for Subcontracts, Including Procurements of Materials and Equipment:  

In all solicitations either by competitive bidding or negotiation made by the contractor for 
work to be performed under a subcontract, including procurements of materials or leases 
of equipment, each potential subcontractor or supplier shall be notified by the contractor 
of the contractor’s obligations under the contract and the Regulations relative to 
nondiscrimination on the grounds of race, color, or national origin. 

 
4.  Information and Reports: The contractor shall provide all information and reports 

required by the Regulations, or directives issues pursuant thereto, and shall permit access 
to its books, records, accounts, other sources of information, and its facilities as may be 
determined by the State Highway Department or the Federal Highway Administration to 
be pertinent to ascertain compliance with such Regulations or directives.  Where any 
information required of a contractor is in the exclusive possession of another who fails or 
refuses to furnish this information, the contractor shall so certify to the State Highway 
Department or the Federal Highway Administration, as appropriate, and shall set forth 
what efforts it has made to obtain the information.  

 
5.  Sanctions for Noncompliance: In the event the contractor’s noncompliance with the 

nondiscrimination provisions of this contract, the State Highway Department shall 
impose such contract sanctions as it or the Federal Highway Administration may 
determine to be appropriate, including, but not limited to:  

 
a. Withholding payments to the contractor under the contract until the contractor 

complies and/or 
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b. Cancellation, termination or suspension of the contract, in whole or in part. 
 

6.  Incorporation of Provisions:  The contractor shall include provisions of paragraphs (1) 
through (6) in every subcontract, including procurement of material and leases of 
equipment, unless exempt by the Regulations, or directives issued pursuant thereto.  The 
contractor shall take such action with respect to any subcontract or procurement as the 
State Highway Department or the Federal Highway Administration may direct as a means 
of enforcing such provisions including sanctions for noncompliance:  provided, however, 
that, in the event a contractor becomes involved in, or is threatened with, litigation with a 
subcontractor or supplier as a result of such direction, the contractor may request the 
State Highway Department to enter into such litigation to protect the interests of the 
State, and, in addition, the contractor may request the United States to enter into such 
litigation to protect the interests of the United States. 
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APPENDIX B - TRANSFER OF PROPERTY  

The following clauses shall be included in any and all deeds effecting or recording the transfer of 
real property, structures or improvements thereon, or interest therein from the United States. 
 
(GRANTING CLAUSE)  
 
NOW THEREFORE, the Department of Transportation, as authorized by law, and upon the 
condition that the State of Michigan, will accept title to the  lands and maintain the project 
constructed thereon, in accordance with Title 23, United States Code, the Regulations for the 
Administration of the Department of Transportation and, also in accordance with and in 
compliance with all requirements imposed by or pursuant to Title 49, Code of Federal 
Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, 
Nondiscrimination in Federally-assisted programs of the Department of Transportation 
(hereinafter referred to as the Regulations) pertaining to and effectuating the provisions of Title 
VI of the Civil Rights Act of 1964 (78 Stat. 252; 42 U.S.C. 2000d to 2000d-4) does hereby 
remise, release, quitclaim and convey unto the State of Michigan all the right, title and interest of 
the Department of Transportation in and to said lands described Exhibit “A” attached  hereto and 
made a part hereof.  
 
(HABENDUM CLAUSE)* 
 
TO HAVE AND TO HOLD said lands and interests therein unto the State of Michigan, and its 
successors forever, subject, however, the covenant, conditions, restrictions and reservations 
herein contained  as follows, which will remain in effect for the period during which the real 
property or structures are used for a purpose for which Federal financial assistance is extended or 
for another purpose involving the provision of similar services or benefits and shall be binding 
on the State of Michigan, its successors and assigns. 
 
The State of Michigan, in consideration of the conveyance of said lands and interests in lands, 
does hereby covenant and agree as a covenant running with the land for itself, its successors and 
assigns, that (1) no person shall on the grounds of race, color, national origin, be excluded from 
participation in, be denied the benefits of, or be otherwise subjected to discrimination with regard 
to any facility located wholly or in part, on, over, or under such lands hereby conveyed (,) 
(and)*(2) that the State of Michigan shall use the lands and interests in lands so conveyed, in 
compliance with all requirements imposed by or pursuant to Title 49, Code of Federal 
Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, 
Nondiscrimination in Federally-assisted programs of the Department of Transportation – 
Effectuation of Title VI of the Civil Rights Act of 1964, and as said Regulations may be 
amended (,) and (3) that in the event of breach of any of the above-mentioned nondiscrimination 
conditions, the Department shall have a right to re-enter said lands and facilities on said land, and 
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the above described land and facilities shall thereon revert to and vest in and become the absolute 
property of the Department of Transportation and its assigns as such interest existed prior to this 
deed.   
 
*Reverter clause and related language to be used only when it is determined that such a clause is 
necessary in order to effectuate the purpose of Title VI of the Civil Rights Act of 1964. 
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APPENDIX C - PERMITS, LEASES AND LICENSES  

The following clauses shall be included in all deeds, licenses, leases, permits, or similar 
instruments entered into by the Michigan Department of Transportation, pursuant to the 
provisions of Assurance 7(a). 
 
The grantee, licensee, lessee, permittee, etc., (as appropriate) for himself, his heirs, personal 
representative, successors in interest, and assigns, as a part of the consideration hereof, does 
hereby covenant and agree (in the case of deeds and leases, add, “as a covenant running with the 
land”) that in the event facilities are constructed, maintained, or otherwise operated on the said 
property described in this (deed, license, lease, permit, etc.) for a purpose for which a 
Department of Transportation program or activity is extended or for another purpose involving 
the provision of similar services or benefits, the (grantee, licensee, lessee, permittee, etc.) shall 
remain and operate such facilities and services in compliance with all other requirements 
imposed pursuant to Title 49, Code of Federal Regulations, Department of Transportation, 
Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally-assisted programs of 
the Department of Transportation – Effectuation of Title VI of the Civil Rights Act of 1964, and 
as said Regulations may be amended. 
 
(Include in licenses, leases, permits, etc.)*  
 
That in the event of breach of any of the above nondiscrimination covenants, the Michigan 
Department of Transportation shall have the right to terminate the license, lease, permit, etc., and 
to re-enter and repossess said land and the facilities thereon, and hold the same as if said license, 
lease, permit, etc., had never been made or issued. 
 
(Include in deeds)* 
 
That in the event of breach of any of the above nondiscrimination covenants, the Michigan 
Department of Transportation shall have the right to re-enter lands and facilities hereon, and the 
above described lands and facilities shall thereupon revert to and vest in and become the absolute 
property of the State of Michigan Department of Transportation and its assigns. 
 
*Reverter clause and related language to be used only when it is determined that such a clause is 
necessary in order to effectuate the purpose of the Title VI of the Civil Rights Act of 1964 and 
the Civil Rights Act of 1987. 
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APPENDIX D - TITLE VI COMPLAINT FORM 
 

CITY OF BIG RAPIDS 
TITLE VI COMPLAINT FORM  

 
Title VI of the Civil Rights Act of 1964 states that “No person in the United States shall on the grounds of 
race, color, or national origin, be excluded from participation in, be denied the benefit of, or otherwise be 
subjected to discrimination in any program, service, or activity receiving federal assistance.” 
 
This form may be used to file a complaint with the City of Big Rapids based on violations of Title VI of 
the Civil Rights Act of 1964.  You are not required to use this form; a letter that provides the same 
information may be submitted to file your complaint.  Complaints should be filed within 180 days of 
the alleged discrimination.  If you could not reasonably be expected to know the act was 
discriminatory within 180 day period, you have 60 days after you became aware to file your 
complaint. 
 
If you need assistance completing this form, please contact Jon Locke by phone at 231-592-4002 or via e-
mail at jlocke@ci.big-rapids.mi.us  
 
Name: _________________________________________      Date: _______________________ 
 
Street Address: _________________________________________________________________ 
 
City: ______________________________     State: ____________________     Zip: _________ 
 
Telephone: ___________________(home)      ____________________________(work) 
 
Individual(s) discriminated against, if different than above (use additional pages, if needed). 
 
Name: __________________________________________     Date: ______________________ 
 
Street Address: _________________________________________________________________ 
 
City: ______________________________     State: ____________________      Zip: _________ 
 
Telephone: ____________________(home)     ___________________________(work)  
 
Please explain your relationship with the individual(s) indicated above: ____________________ 
 
Name of agency and department or program that discriminated: 
 
Agency or department name: ______________________________________________________ 
 
Name of individual (if known): ____________________________________________________ 
 
Address: ______________________________________________________________________  
 

mailto:jlocke@ci.big-rapids.mi.us
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City: _____________________________     State: _____________________    Zip: __________  
 
Date(s) of alleged discrimination: 
Date discrimination began ______________________   Last or most recent date _____________  
 
ALLEGED DISCRIMINATION: 
 
If your complaint is in regard to discrimination in the delivery of services or discrimination that 
involved the treatment of you by others by the agency or department indicated above, please 
indicate below the basis on which you believe these discriminatory actions were taken. 
 
____Race                 ____ Religion  
 
____ Color        ____ National Origin  
 
____ Age      ____ Sex  
 
____Disability      ____ Income    
 
Explain:  Please explain as clearly as possible what happened.  Provide the name(s) of 
witness(es) and others involved in the alleged discrimination.  (Attach additional sheets, if 
necessary, and provide a copy of written material pertaining to your case).  
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________     
 
______________________________________________________________________________    
 
Signature: ______________________________________     Date: _______________________ 
 
Please return completed form to: Jon Locke, City Treasurer, City of Big Rapids, 226 N. 
Michigan Avenue, Big Rapids, MI  49307; Phone: 213-592-4012; Fax: 231-592-4059; E-mail:  
jlocke@ci.big-rapids.mi.us.           
 
Note:  The City of Big Rapids prohibits retaliation or intimidation against anyone because that individual has either 
taken action or participated in action to secure rights protected by policies of the City.  Please inform the person 
listed above if you feel you were intimidated or experience perceived retaliation in relation to filing this complaint.  

mailto:jlocke@ci.big-rapids.mi.us
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APPENDIX E - DETERMINE/DISTINGUISH SIGNIFICANT/NON-SIGNIFICANT 
EFFECTS 
 
“Significant” requires considerations of both context and intensity: 
 

(a) Context.  This means that the significance of an action must be analyzed in several 
contexts such as society as a whole (human, nation), the affected region, the affected 
interests, and the locality.  Significance varies with the setting of the proposed action.  
For instance, in the case of a site-specific action, significance would usually depend upon 
the effects in the local area rather than in the world as a whole. Both short-and long-term 
effects are relevant. 

 
(b) Intensity. This refers to the severity of impact.  Responsible officials must bear in mind 

that more than one agency may make decisions about partial aspects of a major action.  
The following should be considered in evaluating intensity: 

(1) Impacts that may be both beneficial and adverse.  A significant effect may 
exist even if, on balance, the effect would be beneficial. 

 
 “Non-significant effect” means no substantial change to an environmental component and this 
no material bearing on the decision-making process. 
 
Scientific, technical, institutional, the public’s value, and the local economic conditions influence 
the meaning of significant effect.  
 
If an alternative would provide a beneficial effect, then the alternative would cause no significant 
adverse effect.  If an alternative would provide an adverse effect, the effect might be significant 
or the effect might be non-significant. 
 
Determinations of “significant” and “non-significant” effects will be made by the City Manager. 
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APPENDIX F - PROGRAM COMPLIANCE/PROGRAM REVIEW GOALS FOR 
CURRENT PLAN YEAR  
 
1. The City of Big Rapids’ Title VI Plan will be communicated to each City Department 

Head who will review the plan with departmental employees. 
2. The City of Big Rapids’ Title VI Plan will be published on the City’s website. 
3. Appendix A will be included in all City contracts as outlined in the Title VI Plan. 
4. The language in Number 2 of the City of Big Rapids’ Title VI Assurance will be included 

in all solicitations for bids for work or material subject to the Regulations and in all 
proposals for negotiated agreements. 

5. The procedure(s) for responding to individuals with Limited English Proficiency will be 
implemented. 

6. All the City of Big Rapids’ employees will be trained or made aware of the LEP 
procedure and the Title VI complaint procedure. 

7. A review of City facilities will be conducted in reference to compliance with the 
American Disabilities Act. 

8. The following data will be collected and reviewed by the Title VI Coordinator and 
included, where appropriate, in the annual report submitted to MDOT. 
a. Boards and Commissions:   The number of vacancies; how vacancies are advertised 

and filled; the number of applicants; the representation of minorities will be 
evaluated.  

b. Public Meetings:   The number of open meetings; how meeting dates and times are 
communicated to the general public and to individuals directly affected by the 
meeting. 

c. Construction Projects:   The number of construction projects and minority 
contractors bidding and the number selected; verification that Title VI language was 
included in bids and contracts for each project. 

d. LEP Needs:   The number of requests for language assistance that were requested or 
required and the outcome of these requests. 

e. Complaints:   The number of Title VI complaints received; nature of the complaints; 
resolution of the complaints. 

f. Timeliness of Services: The number of requests for services; amount of time from 
request to when service was delivered; number of requests denied.  

g. Right of Way/Imminent Domain: The number of such actions and diversity of 
individual affected. 

h. Program Participants:  Racial Data of program participants possible.  
                                            
i The executive order verbatim can be found online at http://www.usdoj.gov/crt/cor/Pubs/eolep.htm. 
 
ii Policy Guidance Concerning Recipients’ Responsibilities to Limited English Proficient (LEP) Persons.  Federal 
Register: December 14, 2005 (Volume 70, Number 239) 
 
iii The DOT has also posted an abbreviated version of this guidance on their website at 
http://www.dotcr.ost.dot.gov/asp/lep.asp. 
 
iv http://www.dotcr.ost.dot.gov/asp/lep/asp 
 
v Department of Justice Final LEP Guidelines, Federal Register June 18, 2002-Vol. 67-Number 117. 
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RESOLUTION NO. 14-59  
 
 
Commissioner Hogenson moved, seconded by Commissioner Anderson, the adoption 
of the following: 
 
 

RESOLUTION ADOPTING UPDATED CITY POLICY ON 
EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION 

 
 

WHEREAS, the law requires State and local governments with 15 or more 
employees to not discriminate against applicants and employees based on race, color, 
national origin , sex, religion, or disability, and  

 
 WHEREAS, to ensure compliance with the law, the City has an Equal Opportunity 
and Affirmative Action Policy, which is often required to be submitted when applying for 
several Federal and State Grants, and  
 
 WHEREAS, the City’s current EEOC policy was last adopted on July 17, 1978. 
 
 NOW, THEREFORE, BT IT RESOLVED, that the City Commission hereby adopts 
the attached updated Equal Employment Opportunity and Affirmative Action Policy and 
hereby directs that it be incorporated into the City’s Policy Book  
 
 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba     
 
Nays:  None   
 
The Mayor declared the resolution adopted. 
 
Dated:  May 19, 2014   
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EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION 
POLICY STATEMENT 

 
 

It is the policy of the City of Big Rapids not to discriminate against any applicant 
for employment, or any employee because of age, race, religion, color, sex, national 
origin, physical condition, sexual orientation, disability or veteran status.  
 

The City of Big Rapids will take affirmative action to ensure that the Equal 
Employment Opportunity/Affirmation Action Policy is implemented, with particular regard 
to: advertising, application procedures, compensation, demotion, employment, fringe 
benefits, job assignment, job classification, layoff, leave, promotion, recruitment, rehire, 
social activities, training, termination, transfer, upgrade, and working conditions.  
 

The City of Big Rapids will continue to make it understood by the employment of 
entities with which it deals, and in employment opportunity announcements that the 
foregoing is City policy and all employment decisions are based on individual merit only.  
 

It is the policy of the City of Big Rapids that all company activities, facilities, and 
job sites are non-segregated. Separate or single-user toilet and changing facilities are 
provided to assure privacy.  

 
It is the policy of the City of Big Rapids to ensure and maintain a working environment 
free of coercion, harassment, and intimidation at all job sites, and in all facilities at which 
employees are assigned to work. Any violation of the policy should be immediately 
reported to your supervisor or the company Equal Opportunity/Affirmative Action 
Coordinator.   
 
 
 
 
   
 Typed Name  
 
 
   
 Signature                                                 Date 
 
 
   
 Title  
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EQUAL EMPLOYMENT OPPORTUNITY/ 
AFFIRMATIVE ACTION PLAN OF THE CITY OF BIG RAPIDS 

Big Rapids, Michigan 
 
 
 
I.  PURPOSE    

 
It is the policy of the City of Big Rapids not to discriminate against any employee 

or any applicant for employment because of age, race, religion, color, sex, national origin, 
physical condition, sexual orientation or disability (except where disability and sex are 
bona-fide occupational qualifications).  The City will take action to employ, advance in 
employment, and treat qualified Vietnam era veterans and disabled veterans without 
discrimination in all employment.   

 
This policy shall include, but not be limited to the following:  recruitment and 

employment, promotion, demotion, transfer, compensation, benefits, working conditions, 
selection for training, layoff and termination.   

 
All employment decisions are based on objective standards and the furtherance of 

equal employment opportunity.  The City will ensure that promotion decisions are in 
accord with equal employment principals by imposing only valid, job related 
requirements for promotion opportunities.   

 
 
 
II.  DISSEMINATION OF POLICY 
 

A. Internal Dissemination Of Policy 
 

The City will continue to make its equal employment opportunity policy known internally 
by:  
 

1. Including the City’s Equal Employment Opportunity/Affirmative Action Plan 
(EEO/AAP) in the City’s policy manual.  

 
2. Publicizing the Equal Employment Opportunity/Affirmative Action Policy 

Statement in formal publications and electronic media generated by the City.  
 

3. Meetings with department heads, management, and line supervisory persons 
to explain EEO/AAP policies and for informing the employees’ collective 
bargaining representatives of the City’s commitment to affirmative action. 
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4. Staff meetings will include discussion items on EEO/AA as needed. A copy of 
the City’s EEO/AAP will be made available to all employees.  

 
5. A copy of the Federal poster “Equal Employment Opportunity is the Law” will 

be posted on the employee bulletin board in each of the separate City 
employment facilities and in the personnel Office. 

 
6. Any item that is timely or interesting regarding EEO/AA will be posted on this 

bulletin board. 
 
7. New employees will be made aware of the City’s EEO/AA Plan. 

 
 
 

B. External Dissemination Of Policy  
 

The City will disseminate its EEO/AAP externally by: 
 

1. Recruitment sources will be advised of the City’s employment policy and of the 
Commission’s commitment to its success.  Active recruitment and referral of 
qualified minorities and women will be requested of recruitment sources.  
Particular emphasis will be directed toward area agencies which have close 
contact within minority communities.   

 
2. The City’s EEO/AAP will be publicized as widely as possible.  It will be placed on 

the City’s website.   
 

3. Advertisements for job openings will be widely placed and include statements 
indicating that the City is an Equal Opportunity Employer. 

 
4. Vendors, contractors, and sub-contractors will be advised of the City’s EEO/AAP 

requirement that they, too, reflect the community’s work force makeup in their own 
employment patterns.  Local minority business enterprises will be notified of the 
existence of the City’s equal employment opportunity policy. 

 
 
III.  RESPONSIBILITY FOR PROGRAM IMPLEMENTATION 
 
 The City Human Resource Manager, as Equal Employment Opportunity/ 
Affirmative Action (EEO/AAP) Coordinator, has overall responsibility for the 
implementation of this EEO/AAP Program. The Human Resource Manager is authorized 
to devote time to affirmative action matters in discharging the responsibility of the 
program, and shall be involved at all levels of the program. 
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 The ultimate goal of the EEO/AAP Coordinator shall be to ensure that all 
employment procedures are fair in their operation and are fully consistent with the 
EEO/AAP of the City Commission. 
 
 The Human Resource Manager will report in writing the progress of the EEO/AA 
program to the City Commission as they may request.    
 
 

a. Responsibilities Of The Affirmative Action Officer Will Include, But Not Be 
Limited To: 

 
 

1. Coordinating the administration of the EEO/AAP Policy and developing   
related policy statements as may be required.  
 

2. Coordinating internal and external communication efforts.  
 

3. Periodically meet with management personnel, including Department 
Heads and supervisors to make certain the City’s EEO/AAP Policies are 
being followed.  
 

4. Act as a resource person to the City Department Heads and Supervisors 
to provide technical assistance in promoting equal employment 
opportunity, keeping them informed of the latest development in the equal 
employment opportunity area.    
 

5. Identifying problems that may exist or occur relative to the EEO/AAP and 
assisting management in arriving at corresponding solutions.  
 

6. Maintaining and monitoring accurate and up-to-date records on applicants, 
hires, promotions, transfers and terminations by race, sex and disability to 
be certain that all applicants and employees are treated on a fair and 
equitable basis. 
 

7. Reviewing all selection, promotional, and training procedures to ensure 
that they are nondiscriminatory. 
 

8. Informing, on a regular basis, top management of the effectiveness of 
EEO/AAP and making recommendations for improvements, if necessary.  
 

9. Complete required EEOC reports on the ethnic breakdown of all 
employees by sex, racial category and EEOC job category. 
 

10. Recommend and implement changes in procedures to eliminate practices 
or policies that might have a disparate effect on the employment and/or 
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upward mobility of minority, female, handicapped, disadvantaged and low-
skilled applicants and employees with the City. 
 

11. Counsel employees within the City on personnel matters relative to the 
EEO/AA Program.  
 

12.  Take necessary follow-up action on complaints. 
 
 

b. Responsibilities Of Elected Officials, Department Heads And Supervisors     
Shall Include, But Not Be Limited To: 

 
1. Elected Officials, Department Heads and Supervisors will give high 

priority to his/her department commitment to the Affirmative Action 
Program and will give assistance to the Affirmative Action Officer as 
requested. 

 
2. Elected Officials, Department Heads and Supervisors shall be 

responsible for assuring equal employment opportunity for all 
employees under their direct or indirect supervision, in training, work 
assignments, promotional evaluations and opportunities, transfers, 
classifications, assignment of overtime, and all other terms and 
conditions of employment. 

 
3. Elected Officials, Department Heads, and Supervisors shall have the 

responsibility of assuring the grievance procedures are strictly adhered 
to without retaliation or reprisals. 

 
4. They shall also: 

 
i. Assist the Coordinator in the identification of and solutions to 

EEO and AAP problem areas. 
ii. Assist in the establishment of realistic and achievable City-wide 

and departmental goals and objectives. 
iii. Communicate with employees to be certain that the City’s 

EEO/AAP is being followed. 
iv. Review the qualifications of all employees to ensure that 

minorities, women, the disabled, and veterans are equally 
considered for career progression opportunities. 

v. Counsel and assist all employees, including minorities and 
women, the disabled and covered veterans, for employment 
training and education opportunities to qualify them for career 
progression opportunities. 

vi. Perform periodic audits to ensure that: 
• Equal employment opportunity posters are properly 

displayed; 
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• All facilities maintained by the City for use and benefit of its 
employees are, in fact, desegregated, both in policy and in 
use, and that any facilities such as rest rooms, where 
separation of sexes is proper, are comparable for both 
sexes; 

• Encourage minority, female and disabled employees to 
participate in all City sponsored recreational and social 
activities. 

vii.  Prevent harassment of employees who may have benefited 
through proper administration of the City’s Policy and the AAP.  

 
 
IV.  APPEAL PROCEDURE 
  
 A.  Employee Counseling: 
 
 Whenever any employee has any complaint or personal problem, he/she is 
encouraged to consult with his/her immediate supervisor.  After discussion with his/her 
supervisor, the EEO/AAP Coordinator may be contacted.  In either event, the employee 
can be assured that the complaint or problem will be completely investigated and a 
satisfactory solution will be sought. 
 
 
 B.  Discrimination Complaints and Appeals 
 
 Discrimination for or against any person in recruitment, examination, classification, 
training, promotion, retention, assignment of duties, granting of rights and benefits, or any 
other personnel action because of age, race, religion, color, sex, national origin, physical 
condition, sexual orientation or disability political or religious affiliation, organizational 
membership or other non-merit factors is prohibited. 
 
 Any aggrieved employee or applicant for employment who feels that he/she has 
been discriminated against because of his/her race color, sex, handicapped status, 
religion or national origin, or other non-merit factor may file a charge of discrimination with 
the City EEO/AAP Coordinator, the Civil Rights Commission, or the U.S. Equal 
Employment Opportunity Commission. 
 
 
 C.  Processing of Complaints. 
 
 It is the objective of the City to provide prompt and expeditious attention to any 
employee complaint of discriminatory practice.  In addition, every effort will be made to 
affect an equitable solution.  All employees of the City are to be committed to furtherance 
of these basic Equal Employment objectives. 
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V.  ORGANIZATIONAL EQUAL EMPLOYMENT COMMITMENTS 
 
 A.  Classification and Compensation  
 
  It shall be the commitment of the City to assure that: 
 

1. Position descriptions are current and accurately reflect skills and 
abilities required as well as reasonable qualification requirements, and 
that the positions are classified properly. 

 
2. The concept of equal pay for equal work is administered fairly and 

equitable within the City. 
 
 
 B.  Recruitment 
 
     The City is committed to recruiting qualified minorities, women, disabled and 
disadvantaged person, for all positions, including technical, professional, and high-level 
administrative positions, either through its own efforts and/or outside sources. 
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RESOLUTION NO. 07-69 
 
 

Commissioner Rothstein moved, seconded by Commissioner Harper, the 
adoption of the following: 
 

RESOLUTION ADOPTING CIVIL RIGHTS POLICY 
 
 

 WHEREAS, communities are required to comply with the equal 
opportunity and non-discrimination laws, both state and federal, in designing 
Community Development Block Grant (CDBG) projects, and 
 
 WHEREAS, these laws were established to ensure that members of 
protected groups are not excluded from participation, denied benefit of, or 
subjected to discrimination under any program supported in whole or in part with 
State CDBG funds, and   
 
 WHEREAS, in order to meet the requirements associated with federal 
grant monies, the City has summarized the requirements in policy form.  
 
 NOW, THEREFORE, BE IT RESOLVED, that the City Commission hereby 
adopts the following Civil Rights Policy and hereby directs it to be incorporated in 
the City’s Policy Book. 
 
 
 
Yeas: Harper, Hogenson, Rothstein, Burch 
 
Nays: None  
 
The Mayor declared the resolution adopted. 
 
Dated: June 18, 2007  
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CIVIL RIGHTS POLICY  

 
 
PURPOSE 
 
To establish policies and procedures regarding Civil Rights. 
 
GENERAL PUBLIC POLICY 
 
It is hereby declared to be contrary to the public policy of the City of Big Rapids 
for any persons to be discriminated against in employment, housing, or 
participation in publicly funded programs because of race, religion, national 
origin, color, sex, marital status, age, or handicap.  
 
EMPLOYMENT 
 
The opportunity to obtain employment without discrimination because race, 
religion, national origin, color, sex, marital status, age, or handicap is hereby 
recognized and declared to be a civil right.  Further, it shall be contrary to the 
public policy of the City of Big Rapids for any employer to discriminate in hire, 
promotion, tenure, terms or conditions of employment because of race, religion, 
national origin, color, sex, marital status, age, or handicap. 
 
HOUSING 
 
The opportunity to purchase, lease, sell, hold, use, and convey housing without 
discrimination because of race, religion, national origin, color, sex, marital status, 
age, or handicap is hereby recognized and declared to be a civil right. 
 
PUBLICLY FUNDED PROGRAMS 
 
The opportunity to participate in federal, state, and locally funded programs 
without discrimination because of race, religion, national origin, color, sex, marital 
status, age, or handicap is hereby recognized and declared to be a civil right. 
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RESOLUTION NO. 15-33 
 
Commissioner Hogenson moved, seconded by Commission James, the adoption of the 
following: 
 
 

RESOLUTION ADOPTING TITLE VI PROGRAM 
FOR THE CITY OF BIG RAPIDS DIAL-A-RIDE 

 
 

 WHEREAS, as the sub-recipient of federal transportation funds for its Dial-a-Ride 
program, the City of Big Rapids must comply with federal and state laws, and related 
statutes, to ensure equal access and opportunity to all persons, with respect to transportation 
services, facilities, activities, and programs, without regard to race, color, religion, national 
origin, sex, socio-economic status, or geographical location, and 
 
 WHEREAS, to adhere to these requirements, a Title VI Program for the City of Big 
Rapids Dial-A-Ride has been developed according to the FTA requirements, copy attached, 
and  
 
 WHEREAS, the City’s Plan Title VI Program for the City of Big Rapids Dial-A-Ride has 
been approved by the personnel of the Michigan Department of Transportation, Office of 
Passenger Transportation. 

 
 NOW, THEREFORE, BE IT RESOLVED that the Big Rapids City Commission hereby 
adopts the attached required Title VI Program for the City of Big Rapids Dial-A-Ride. 
 
 

 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba   
 
Nays:  None   
 
The Mayor declared the resolution adopted. 
 
Dated:  March 16, 2015   
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Title VI PROGRAM 
 

CITY OF BIG RAPIDS DIAL-A-RIDE 
 
 
Date Adopted: ________________ 
 

 
I. Program Statement 
 
Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color, or 
national origin in programs and activities receiving Federal financial assistance. Specifically, 
Title VI provides that "no person in the United States shall, on the ground of race, color, or 
national origin, be excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving Federal financial assistance" (42 
U.S.C. Section 2000d). 
 
City of Big Rapids Dial-A-Ride is committed to ensuring that no person is excluded from 
participation in, or denied the benefits of its transit services on the basis of race, color, or 
national origin, as protected by Title VI in Federal Transit Administration (FTA) Circular 
4702.1B . 
 
If you feel you are being denied participation in or being denied benefits of the transit services 
provided by the City of Big Rapids Dial-A-Ride Transportation, or otherwise being 
discriminated against because of your race, color, national origin, gender, age or disability, 
you may contact our office at 231-796-8675, or contact the Title VI Coordinator listed below. 
 
This program was developed to guide the City of Big Rapids Dial-A-Ride in its administration 
and management of Title VI-related activities. 
 
Title VI Coordinator Contact information 
 
Title VI Coordinator/City Clerk 
226 N. Michigan Ave 
Big Rapids, MI  49307 
(231) 231-592-4020 
 
 
II.  Title VI Information Dissemination  
 
Title VI information posters (see Appendix A) shall be prominently and publicly displayed in 
the City of Big Rapids Dial-A-Ride facility, City Hall, Dial-A-Ride brochures and on Dial-A-
Ride’s revenue vehicles.  The name of the Title VI coordinator is available on the City of Big 
Rapids Dial-A-Ride’s website, under the Dial-A-Ride Department, at www.ci.big-rapids.mi.us.  
Additional information relating to nondiscrimination obligation can be obtained from the City of 
Big Rapids Title VI Coordinator. 

http://www.ci.big-rapids.mi.us/
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Title VI information shall be disseminated to City of Big Rapids Dial-A-Ride employees 
annually via the Employee Education form (see Appendix B) in payroll envelopes. This form 
reminds employees of the City of Big Rapids Dial-A-Ride’s policy statement, and of their Title 
VI responsibilities in their daily work and duties.  
 
During New Employee Orientation, new employees shall be informed of the provisions of Title 
VI, and the City of Big Rapids Dial-A-Ride’s expectations to perform their duties accordingly.  
 
All employees shall be provided a copy of the Title VI Plan and are required to sign the 
Acknowledgement of Receipt (see Appendix C). 
 
III. Subcontracts and Vendors 
 
All subcontractors and vendors who receive payments from City of Big Rapids Dial-A-Ride 
where funding originates from any federal assistance are subject to the provisions of Title VI 
of the Civil Rights Act of 1964 as amended.  
 
Written contracts shall contain non-discrimination language, either directly or through the bid 
specification package which becomes an associated component of the contract. 
 
IV. Record Keeping 
 
The Title VI Coordinator will maintain permanent records, which include, but are not limited 
to, signed acknowledgements of receipt from the employees indicating the receipt of the of 
City of Big Rapids Dial-A-Ride Title VI Plan, copies of Title VI complaints or lawsuits and 
related documentation, and records of correspondence to and from complainants, and Title 
VI investigations. (see Appendix D) 
 
V. Title VI Complaint Procedures 
 
How to file a Title VI Complaint 
 
The complainant may file a signed, written complaint up to thirty (30) days from the date of 
the alleged discrimination.  The complaint should include the following information:  
 

• Your name, mailing address, and how to contact you (i.e., telephone number, email 
address, etc.). 

• How, when, where and why you believe you were discriminated against. Include the 
location, names and contact information of any witnesses.  

• Other information that you deem significant. 
 

The Title VI Complaint Form (see Appendix E) may be used to submit the complaint 
information.  The complaint may be filed in writing with City of Big Rapids Dial-A-Ride 
at the following address: 

 
 
 



ADA/EO - 7 
 

 3   
3/2015 

 
City of Big Rapids Dial-A-Ride 
Attn: Title VI Coordinator/City Clerk 
226 N. Michigan Avenue 
Big Rapids, MI  49307 

 
NOTE:   City of Big Rapids Dial-A-Ride encourages all complainants to certify all mail 
that is sent through the U.S. Postal Service and/or ensure that all written 
correspondence can be tracked easily.  For complaints originally submitted by 
facsimile, an original, signed copy of the complaint must be mailed to the Title VI 
Coordinator as soon as possible, but no later than thirty (30) days from the alleged 
date of discrimination. 
 

What happens to the complaint after it is submitted? 
 
All complaints alleging discrimination based on race, color or national origin in a service or 
benefit provided by City of Big Rapids Dial-A-Ride will be directly addressed by City of Big 
Rapids Dial-A-Ride and Title VI Coordinator.  City of Big Rapids Dial-A-Ride shall also 
provide appropriate assistance to complainants, including those persons with disabilities, or 
who are limited in their ability to communicate in English.  Additionally, City of Big Rapids 
Dial-A-Ride shall make every effort to address all complaints in an expeditious and thorough 
manner. 
 
A letter acknowledging receipt of complaint will be mailed within seven days (see Appendix 
F).  Please note that in responding to any requests for additional information, a complainant's 
failure to provide the requested information may result in the administrative closure of the 
complaint. 
 
How will the complainant be notified of the outcome of the complaint? 
 
City of Big Rapids Dial-A-Ride Title VI Coordinator will send a final written response letter 
(see Appendix G or H) to the complainant.  In the letter notifying complainant that the 
complaint is not substantiated (Appendix H), the complainant is also advised of his or her 
right to (1) appeal within seven calendar days of receipt of the final written decision from City 
of Big Rapids Dial-A-Ride Title VI Coordinator, and/or (2) file a complaint externally with the 
U.S. Department of Transportation and/or the FTA.  Every effort will be made to respond to 
Title VI complaints within 60 working days of receipt of such complaints, if not sooner. 
 
In addition to the complaint process described above, a complainant may file a Title VI 
complaint with the following office: 

 
Federal Transit Administration Office of Civil Rights 

 Attention:  Title VI Program Coordinator 
 East Building, 5th Floor – TCR 
 1200 New Jersey Ave., SE 
 Washington, DC   20590 
 
 



ADA/EO - 7 
 

 4   
3/2015 

 
VI. Limited English Proficiency (LEP) Plan 
 
The City of Big Rapids Dial-A-Ride completed a four-factor analysis, which determined that a 
LEP Plan was not necessary for the Big Rapids community. 
 

Four Factor Analysis 
 

1. The number of LEP persons eligible in the City of Big Rapids DART 
service area who may be served of likely to encounter our program, 
activity or services. 
 
The City of Big Rapids has examined the US Census report from 2011 and was 
able to determine that approximately 7.6% or 776 people within the DART 
service area, age 5 and older, spoke a language other than English.  Of the 776 
people reporting they speak other languages than English, 1% of the 
respondents speak English less than “very well”.   

 
We have contacted several public service agencies in the City of Big Rapids 
DART service area (County Medical Center, Fire and Police Departments, 
Department of Human Service and the local Housing Office) and asked them 
the frequency of any LEP persons that they have come in contact with during 
the last few years. They all stated that contact with LEP individuals was very 
rare or not at all and some did have an interpreter on staff, if needed.   

 
2. The frequency with which LEP individuals come in contact with the DART 

program, activity, or services. 
 
The DART system assessed the frequency at which staff and drivers have, or 
might have, contact with LEP persons. We have spoken with some of our staff 
members that have been working for the DART system since before 1980 and 
1990. Since these times, the DART system has had no request for interpreters 
and zero requests for translated DART documents. The staff and drivers have 
had very little to no contact with a LEP individual.  
 

3. The nature and importance of the program, activity, or service to people’s 
lives. 

 
The DART system knows that providing public transportation access to a LEP 
person is crucial.   A LEP person’s inability to utilize effectively public 
transportation may adversely affect his or her ability to obtain health care, 
education, or access to employment.  However, the City of Big Rapids’ DART 
service area, according to the 2011 Census report, has a population of 10,216 
age 5 and older, with 99% having the ability to either speak  English or speak 
English “very well” and only 1%  to speak English less than “very well”.  With 
the small amount of LEP individuals in our service area, or that we come in 
contact with, the importance of translations is of minimal need.  However, if and 
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when the need should arise, we do have the necessary resources available to 
our staff. 
 

4. The resource available to the DART system and overall costs. 
 
The DART system assessed its available resources that could be used for 
providing LEP assistance. We have spoken with Ferris State University, the 
local college here in the City of Big Rapids. They have stated they would be 
able to help us interpret any LEP people’s needs if we encountered a LEP 
person we are unable to understand.  We do have I speak cards to use if 
needed. We also have spoken with other public service agencies in the City of 
Big Rapids and they also have interpreters that could help us if necessary  
 

After completing the four-factor analysis, the City of Big Rapids DART system feels there is 
not a need for a LEP plan because of the lack of LEP people in our service area.  We will 
continue to provide meaningful access for LEP persons when we come in contact.  We also 
will continue to survey our staff and drivers on the frequency of LEP people they have 
encountered. If we encounter a LEP person and it is necessary, we will use all of our 
resources available to us (I speak cards and an interpreter from local agencies).  
 
VII. Community Outreach 
 
Community Outreach is a requirement of Title VI.  Recipients and sub-recipients shall seek 
out and consider the viewpoints of minority and low-income populations in the course of 
conducting public outreach.  Recipients have wide latitude to determine what specific 
measures are most appropriate and should make this determination based on the 
composition of the affected population, the public involvement process, and the resources of 
the recipient.   
 
The City of Big Rapids Dial-A-Ride receives federal financial assistance. We have made the 
following community outreach efforts: 
 
City of Big Rapids Dial-A-Ride has engaged the public in its planning and decision-making 
processes, as well as its marketing and outreach activities.   Between 2008 - 2013, the public 
was invited to participate in these activities: 
 
Public Meetings.  When new service is proposed information is disseminated to the 
neighborhoods affected and public meetings are scheduled.   Additionally, the City of Big 
Rapids works with the Mecosta County Transit Authority (MOTA) on the coordination plan 
and the Mecosta and Osceola Commission on Aging Agencies to discuss a variety of 
community outreach programs.  We also communicate and are involved with assisting the 
Department of Human Services (DHS) and their needs.  
 
City Commission meetings are held the first and third Monday of the month and the public is 
invited to attend. 
 
Local Advisory Board meets quarterly.  They make recommendations about transit issues to 
the City Commission.  The public is invited to attend.   
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When the Local Advisory Board has a vacancy, there are postings displayed on the busses 
and at the Dial-A-Ride facility, as well as an advertisement put in the local newspaper.  
Passengers are encouraged to become a member of the Board.   When anyone signs up to 
be a member of the board, the Mayor will appoint them per City Ordinance.  
 
Representation of Members on Dial-A-Ride Advisory Board.  Board members are appointed 
per City Ordinance (see Appendix I) and PA 51 of 1951 MCL247.660e(18)(e).  
 

Minority Representation: 
 

 
Caucasian Latino 

African 
American 

Asian 
American 

Native 
American 

      Population 88% 2.4% 6.8% 1.5% .7% 

Dial-A-Ride 
Advisory 
Board 100% 0% 0% 0% 0% 

 
General Awareness and Surveys   We conduct onboard rider and general awareness surveys 
frequently.  In 2008, a marketing study was undertaken to garner information from the public 
regarding their perceptions of public transportation. 
 
We submit to the Michigan Department of Transportation annually an application for funding.  
The application requests funding for both capital and operating assistance.  Part of the 
annual application is a public notice, which includes a 30-day public comment period. 
 
Customer Complaint Process     Citizens may call our Dial-A-Ride at 231-796-8675 to lodge a 
complaint or comment.  All complaints/comments are logged and forwarded to the Dial-A-
Ride Supervisor and distributed to the Title VI Coordinator who researches the complaint and 
responds back to the citizen. 
 
 
VIII. Environmental Justice  
 
Compliance with Title VI includes ensuring that no minority or low income population suffers 
"disproportionately high and adverse human health or environmental effect" due to any 
"programs, policies and activities" undertaken by any agency receiving federal funds. The 
City of Big Rapids will meet this obligation in the following ways:  
 

• When planning specific programs or projects, identifying those populations that will 
be affected by a given program or project.  

 
• If a disproportionate effect is anticipated, following mitigation procedures.  
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• If mitigation options do not sufficiently eliminate the disproportionate effect, 
discussing and, if necessary, implementing reasonable alternatives.  

 
Disproportionate effects are those effects which are appreciably more severe for one group 
or predominantly born by a single group. The City will use U.S. Census data to identify low 
income and minority populations.  
 
Where a project impacts a small number or area of low income or minority populations, the 
City will document that:  
 

• Other reasonable alternatives were evaluated and were eliminated for reasons 
such as the alternatives impacted a far greater number of people or did greater 
harm to the environment, etc.  

 
• The project's impact is unavoidable,  

 
• The benefits of the project far out-weigh the overall impacts and  

 
• Mitigation measures are being taken to reduce the harm to tow income or minority 

populations.  
 
If it is concluded that no minority and/or low income population groups are present in the 
project area, the City will document how the conclusion was reached. If it is determined that 
one or more of these population groups are present in the area, the City will administer 
potential disproportionate effects test. 
 
The following steps will be taken to assess the impact of project on minority and/or low 
income population groups:  
 
STEP ONE: Determine if a minority or low income population is present within the project 
area. If the conclusion is that no minority and/or low income population is present within the 
project area, document how the conclusion was reached. If the conclusion is that there are 
minority populations and/or low income population groups present, proceed to Step Two.  
 
STEP TWO: Determine whether project impacts associated with the identified low income and 
minority populations are disproportionately high and adverse. In doing so, refer to the list 
of potential impacts and questions contained in Step 4. If it is determined that there are 
disproportionately high and adverse impacts to minority and low income populations, proceed 
to Step Three.  
 
STEP THREE: Propose measures that will avoid, minimize and/or mitigate  
disproportionately high and disproportionate adverse impacts and provide offsetting benefits 
and opportunities to enhance communities, neighborhoods and individuals affected by 
proposed project.  
 
STEP FOUR: If after mitigation. enhancements and off setting benefits to the affected 
populations, there remains a high and disproportionate adverse impact to minority or low 
income populations, then the following questions must be considered:  
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Question 1: Are there further mitigation measures that could be employed to avoid or reduce 
the adverse effect to the minority or low income population?  
 
Question 2: Are there other additional alternatives to the proposed action that would  
avoid or reduce the impacts to the low income or minority populations?  
 
Question 3: Considering the overall public interest, is there a substantial need for the project?  
 
Question 4: Will the alternatives that would satisfy the need for the project and have  
less impact on protected populations (a) have other social economic or environmental 
impacts that are more severe than those of the proposed action (b) have increased costs of 
extraordinary magnitude?  
 
STEP FIVE: Include all findings, determinations, or demonstrations in the environmental 
document prepared for the project.  
 
 
IX  Equity Analysis 
 
In the event that the City ever construct a facility or bus storage facility, maintenance facility, 
etc… we will comply with the Title VI Equity Analysis requirements.  
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APPENDIX A  Narrative to be included in Posters to be Displayed in 

Revenue Vehicles and Facilities 
 
 
 
 

NOTIFYING THE PUBLIC OF RIGHTS UNDER TITLE VI 
CITY OF BIG RAPIDS 

 
 

The City of Big Rapids operates its programs and services without regard to race, color, 
and national origin in accordance with Title VI of the Civil Rights Act.  Any person who 
believes she or he has been aggrieved by any unlawful discriminatory practice under Title VI 
may file a complaint with the City of Big Rapids.  City of Big Rapids Dial-A-Ride is committed 
to ensuring that no person is excluded from participation in, or denied the benefits of its 
transit services on the basis of race, color, or national origin, as protected by Title VI in 
Federal Transit Administration (FTA) Circular 4702.1B.   

 
 If you feel you are being denied participation in or being denied benefits of the transit 
services provided by City of Big Rapids Dial-A-Ride, or otherwise being discriminated against 
because of your race, color, national origin, gender, age, or disability, you may contact our 
office at (231) 231-592-4020 
 
 For more information on the City of Big Rapids’ civil rights program, and the procedures 
to file a complaint, contact 231-592-4020; email:  clerk@ci.big-rapids.mi.us; or visit our 
administrative office at 226 N. Michigan Avenue, Big Rapids, MI 49307.  For more 
information, visit www.ci.big-rapids.mi.us. 
 
 A complainant may file a complaint directly with the Federal Transit Administration by 
filing a complaint with the Office of Civil Rights, Attention: Title Vi Program Coordinator, East 
Building, 5th Floor – TCR, 1200 New Jersey Avenue, SE, Washington DC  20590. 
 
 If information is needed in another language, contact 231-592-4020. 
    
 

mailto:clerk@ci.big-rapids.mi.us
http://www.ci.big-rapids.mi.us/
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APPENDIX B  Employee Annual Education Form  
 
 

Title VI Program Policy 
CITY OF BIG RAPIDS DIAL-A-RIDE 

 
 
No person shall, on the grounds of race, color, or national origin, be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any 
program or activity receiving federal financial assistance.  
 
All employees of the City of Big Rapids Dial-A-Ride are expected to consider, respect, and 
observe this policy in their daily work and duties. If a citizen approaches you with a question 
or complaint, direct him or her to the Title VI Coordinator/City Clerk at the City Clerk’s Office, 
226 N. Michigan Avenue, Big Rapids, MI  49307 or (231) 231-592-4020. 
 
In all dealings with citizens, use courtesy titles (i.e. Mr., Mrs., Ms., or Miss) to address them 
without regard to race, color or national origin. 
 
 
 
 
 
 
 
 
 
 
 
Will be given to all Dial-A-Ride employees annually with the first payroll in September.
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APPENDIX C           
 
 

ACKNOWLEDGEMENT OF RECEIPT OF TITLE VI PROGRAM 
CITY OF BIG RAPIDS DIAL-A-RIDE  

 
 
 
I hereby acknowledge the receipt of the City of Big Rapids Dial-A-Ride’s Title VI Program.  I 
have read the program and am committed to ensuring that no person is excluded from 
participation in, or denied the benefits of its transit services on the basis of race, color, or 
national origin, as protected by Title VI in Federal Transit Administration (FTA) Circular 
4702.1.B 
 
 
 
_________________________________ 
Your signature 
 
_________________________________ 
Print your name 
 
_________________________________ 
Date 
 
 
 
 
 
 
 
 
 
Will be part of pre-employment information.  Will keep a separate file with all signed 
consent forms. 
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LOG OF DIAL-A-RIDE RELATED TITLE VI 
INVESTIGATIONS, COMPLAINTS, AND LAWSUITS 

 
The following log is used to document any alleged discrimination on the basis of race, color, or national origin.   
This log shall include the date that the transit-related Title VI investigation, lawsuit, or complaint was filed; a 
summary of the allegation(s); the status of the investigation, lawsuit, or complaint; and actions taken by the 
recipient in response, or final findings related to the investigation, lawsuit, or complaint. This list shall be 
included in the Title VI Program submitted to FTA every three years. 
 
Three Year Period:       January      2011   to December   2013     
 

 

DATE                   
(Month, 

Day, 
Year) 

SUMMARY              
(include basis of 

complaint; race, color, or 
national origin) 

STATUS ACTION(S) 
TAKEN 

INVESTIGATIONS 
    

1 
    

2 
    

3 
    

4 
    

5 
         

LAWSUITS 
    

1 
    

2 
    

3 
    

4 
    

5 
     
    

COMPLAINTS 
    

1 
    

2 
    

3 
    

4 
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APPENDIX E  TITLE VI COMPLAINT FORM 
CITY OF BIG RAPIDS DIAL-A-RIDE 

 
Title VI of the 1964 Civil Rights Act requires that “No person in the United States shall, on the 
ground of race, color, or national origin, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any program or activity receiving federal 
financial assistance.” If you believe you have been discriminated against in transit services, 
please provide the following information in order to assist us in processing your complaint: 
 

PLEASE PRINT CLEARLY 
Section I:     Contact Information                                                                                                
 
Name: ________________________________________________________________ 
 
Address: ______________________________________________________________ 
 
City, State, Zip Code: ____________________________________________________ 
 
Telephone No: ____________(home) ____________(cell)   _______________(work) 
 
Electronic Mail Address: _________________________________ 
 

 
Section II:  Filed on Behalf of 
 
Are you filing this complaint on your own behalf?       ___YES        ___NO 
     (If you answered “yes” to this question, go to Section III) 
 
If not, please supply the name, relationship, and    _________________________________ 
address of the person for whom you are filing this:     _______________________________ 
_________________________________________________________________________ 
 
Do you have their permission to file on their behalf?  ___YES         ___NO 
 
Please explain why you have filed for a third party:_________________________________ 
 

 
Section III:  Alleged Discrimination 
 
I believe the discrimination I experienced was based on (check all that apply): 
 
[  ]  Race       [  ] Color       [  ] National Origin       [  ] Other _________________________ 
 
What was the date of the alleged discrimination? ________________________________ 
 
Where did the alleged discrimination take place? ________________________________ 
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SECTION IV:  Alleged Incident    You may attach any written materials or other information you think is 
relevant to your complaint.  The reverse side of this form may be used as well.  

Please describe in detail the circumstances as you saw them as to why you believe you were 
discriminated again:  
 
 
 
 
 
 
 
Please list any and all witnesses’ names and phone numbers: 
 
______________________________________ _______________________________ 
______________________________________ _______________________________ 
______________________________________ _______________________________ 
 
 

SECTION V – Other Complaint Filings 
Have you filed this complaint with any other Federal, State or local agency, or with any 
Federal or State Court?              [  ]  YES       [  ]  NO  
    If yes, check all that apply: 
     [  ] Federal Agency     [  ] State Court      [  ] State Court     [  ]  State Agency     [  ]   Local Agency 
 
Please provide information about a contact person at the agency/court where the complaint was filed: 
 
Name:_____________________________________________ Title:________________________ 
 
Agency: ____________________________________ Telephone No: _____________________ 
 
Address: _________________________________________________________________________ 
 
 

Section VI – Remediation  
What type of corrective action would you like to see taken? 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
 
Please attach any documents you have which support the allegation. Then date and sign this form 
and send to the Title VI Coordinator at:   Title VI Coordinator-City Clerk 
         226 N. Michigan Ave 
Date:________________     Big Rapids, MI  49307 
         (231) 231-592-4020 
 
__________________________________________________________________________ 
Your signature       Print your name 
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APPENDIX F  Letter Acknowledging Receipt of Complaint  
 
 
 
 
 
       (Date)  
 
 
 
(Name) 
(Address).  
(City, State, Zip) 
 
Dear ____________:  
 
 This letter is to acknowledge receipt of your complaint against the City of Big Rapids 
Dial-A-Ride alleging __________________________________________ 
______________________________________. 
 
 An investigation will begin shortly.  If you have additional information you wish to convey 
or questions concerning this matter, please feel free to contact this office by telephoning 
(231) 231-592-4020, or write to me at this address.  
 
       Sincerely,  
 
 
 
        
       Title VI Coordinator/City Clerk 
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APPENDIX G Letter Notifying Complainant  
that the Complaint is  Substantiated  

 
 
 
 
       (Date)  
 
 
 
(Name) 
(Address).  
(City, State, Zip) 
 
Dear ____________:  
:  
 
 The matter referenced in your letter of ______________ (date) against the City of Big 
Rapids Dial-A-Ride alleging Title VI violation has been investigated.  
 
 (An/Several) apparent violation(s) of Title VI of the Civil Rights Act of 1964, including 
those mentioned in your letter (was/were) identified. Efforts are underway to correct these 
deficiencies.  
 
 Thank you for calling this important matter to our attention. You were extremely helpful 
during our review of the program. (If a hearing is requested, the following sentence may 
be appropriate.) You may be hearing from this office, or from federal authorities, if your 
services should be needed during the administrative hearing process.  
 
 
       Sincerely,  
 
 
 
       Title VI Coordinator /City Clerk 
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        (Date)           APPENDIX H 
          Letter Notifying  

Complainant that the  
                 Complaint is Not Substantiated 
 (Name) 
(Address).  
(City, State, Zip) 
 
Dear ____________:  
  
 The matter referenced in your complaint of ______________ (date) against the City of 
Big Rapids Dial-A-Ride alleging _______________________________ has been 
investigated.  
 
 The results of the investigation did not indicate that the provisions of Title VI of the Civil 
Rights Act of 1964, had in fact been violated. As you know, Title VI prohibits discrimination 
based on race, color, or national origin in any program receiving federal financial assistance.  
 
 The City of Big Rapids Dial-A-Ride has analyzed the materials and facts pertaining to 
your case for evidence of the city’s failure to comply with any of the civil rights laws. There 
was no evidence found that any of these laws have been violated.  
 
 I therefore advise you that your complaint has not been substantiated, and that I am 
closing this matter in our files.  
 
 You have the right to (1) appeal within seven calendar days of receipt of this final written 
decision from City of Big Rapids Dial-A-Ride, and/or ( 2) file a complaint externally with the 
U.S. Department of Transportation and/or the Federal Transit Administration at 
 

Federal Transit Administration Office of Civil Rights         
Attention:  Title VI Program Coordinator 
East Building, 5th Floor - TCR 
1200 New Jersey Ave., SE 
Washington, DC   20590 
  

 Thank you for taking the time to contact us.  If I can be of assistance to you in the future, 
do not hesitate to call me.  
       Sincerely,  
 
 
       Title VI Coordinator/City Clerk  
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Revised 8/2014 

ACCOUNTS PAYABLE POLICY 

 
Original invoices should be sent directly to or submitted to the Treasurer’s Office.  Original 
invoices are required for internal control purposes. 
 
Invoices with a purchase order are entered in the accounts payable system and 
distributed electronically to the corresponding department for approval. 
 
Recurring invoices, i.e. utility bills, are entered in the accounts payable system and 
distributed electronically to the corresponding department for approval. 
 
Invoices without a purchase order are distributed to the corresponding department.  The 
department head or designee assigns an expense code(s) and returns the original invoice 
to the Treasurer’s Office.  Invoices are entered in the accounts payable system and 
distributed electronically to the corresponding department for final approval. 
 
After invoices have been approved departmentally, the City Treasurer or designee 
provides final approval of all invoices. 
 
Invoices must be submitted to the Treasurer’s Office by 12:00 p.m. on Tuesday to be 
processed on Friday. 
 
Checks are processed and distributed weekly on Friday. 
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BUDGET CHANGES 
 

 
Changes to the original revenue or expenditure budget adopted by the City Commission 
may be requested using the Budget Transfer Request Form. The form is available in the 
Treasurer’s Office and online. Only budget change requests that transfer amounts from 
one line-item to another within the same fund may be processed without City Commission 
approval.    
 
The Budget Transfer Request Form must be approved by the Department or Division 
Head with authority to make changes to the respective budget.  
 
Completed forms are to be submitted to the City Treasurer for review.  
 
The City Treasurer will forward the request to the City Manager for approval.  
 
If approved by the City Manager the budget adjustment will be processed. 
 
Adjustments may be accumulated if immediate action not required.  
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Interest Charged Policy 
 

 
Interest on all billable items not covered in either the City of Big Rapids Charter and or 
Ordinances shall be an annual rate of 12% or 1% per month for any full month or fraction 
thereof. 
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RESOLUTION NO. 15- 73 

 
Commissioner Rothstein moved, supported by Commissioner James, the adoption of the 
following resolution.   
 
 

RESOLUTION ADOPTING REVISED LIST OF 
CITY FINANCIAL DEALERS AND INSTITUTIONS 

 
 

 WHEREAS, the City of Big Rapids passed Resolution No. 08-47 on June 2, 2008, 
which adopted the revised Investment Policy of the City of Big Rapids, and 
 
 WHEREAS, under Section XIV, the policy shall be reviewed annually by the City 
Treasurer and amended as necessary by the Big Rapids City Commission, and 
 
 WHEREAS, it is recommended to revise the Financial Institutions page of the 
Investment Policy of the City of Big Rapids  
 

NOW, THEREFORE, BE IT RESOLVED, that the City Commission accepts the 
Investment Policy of the City of Big Rapids dated July 20, 2015, approving the updated 
Financial Dealers and Institutions per Section VII of the Investment Policy. 

 
 
 
 
 
 
 
 
 

Yeas:   
 
Nays:   
 
The Mayor declared the resolution ______________. 
 
Dated:   
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    Updated 12/09 
 
 
 

Purpose 
 

It is the policy of the City of Big Rapids (“City”) to invest public funds in a manner which 
will provide the highest investment return and maximum security commensurate with the 
risk of the investment vehicle chosen.  All investments must enable the City to meet its 
cash flow demands and conform to all applicable State statutes governing the investment 
of public funds. 

I. Scope 
This investment policy applies to all financial assets held by the City unless specifically 
excluded.  These assets are accounted for in the City’s accounting funds in accordance with 
generally accepted accounting principles and reported upon in the annual financial report.  
The funds include: 

General Fund 
Special Revenue Funds 
Internal Service Funds 
Capital Project Funds 
Enterprise Funds 
Trust and Agency Funds 
Debt Service Funds 
Any new fund created by the City Commission, unless specifically exempted by 

State law. 
 

This policy does not apply to the Employee Retirement System which has its own 
investment policy statement and which is governed by the Michigan Public Employee 
Retirement System Investment Act, that being Public Act 314 of 1965.  In addition, the 
City’s Public Improvement Fund has its own investment policy which complies with PA 
20 of 1943 and which has additional restrictions and requirements.  
 

II. Delegation of Authority 
 

Authority to manage the City’s investment program is derived from State statutes and the 
City Charter.  The individual responsible for the investment of City funds is the City 
Treasurer and his/her designees. 
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III. Prudence  
 
The standard of prudence to be applied by the City Treasurer shall be the “prudent investor 
rule”.  Investments shall be made with the same judgment and care that persons of prudence, 
discretion and intelligence exercise in the management of their own investments.  The City 
Treasurer shall consider prevailing circumstances, and consider the probable safety of capital 
as well as the probable revenue to be derived. 
 

IV. Investment Objectives 
 
The following investment objectives, in priority order, will be applied in the management 
of the City’s funds: 

   
a. Safety 

The primary objective of the City’s investment activities is the preservation of 
capital in the overall portfolio and the protection of the public funds invested. The 
City will avoid assuming unreasonable investment risk. 
 

b. Diversification 
The City will diversify its investment portfolio by investing in a variety of security 
types, with a variety of financial institutions, and with a variety of maturities.  With 
the exception of U.S. Treasury or Agency securities, no more than fifty percent 
(50%) of the total investment portfolio will be invested in a single security type, 
unless, in the discretion of the City Treasurer, extraordinary market conditions 
warrant such action.     

 
c. Liquidity 

The investment portfolio will remain sufficiently liquid to enable the City to meet 
operating requirements which might be reasonably anticipated. 

 
d. Return on Investment 

Subject to the foregoing constraints, the City will strive to maximize the rate of 
return on the portfolio and to preserve the purchasing power.  The portfolio will be 
designed to achieve an acceptable rate of return throughout various budgetary and 
economic cycles.  

 
 
V. Policies and Internal Controls 
 

Daily management of the investment program is the responsibility of the City Treasurer 
who shall establish written procedures for the operation of the investment program 
consistent with this investment policy and as outlined in Chapter III of the City Charter, 
Section 3.16(c).  Such procedures shall include explicit delegation, if necessary, of 
authority to persons responsible for investment transactions.  No person may engage in an 
investment transaction except as provided under terms of the established procedures.  Such 
procedures should also include reference to safekeeping, repurchase agreements, wire 
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transfer agreements, collateral or depository agreements and banking service contracts, as 
necessary.  The City Treasurer shall be responsible for all transactions undertaken, and 
shall establish a system of internal controls to regulate the activities of subordinate 
officials.  Such controls shall be designed to prevent losses of public funds arising from 
fraud, employee error, misrepresentation by third parties, unanticipated changes in 
financial markets, and imprudent actions by employees and officers of the City.  The 
procedures and controls shall address at a minimum such areas as transfer of funds, 
confirmation of delivery to custodian, and bank reconciliations.  The City’s annual 
financial audit shall include a review of the City’s investments.   
 

VI. Ethics and Conflicts of Interest 
 
Employees involved in the investment process shall refrain from personal business activity 
which could conflict with proper execution of the investment program or which could 
impair their ability to make impartial investment decisions.  They shall disclose to the City 
Manager any material financial interests in financial institutions that conduct business with 
the City, and they shall further disclose any large personal financial investment positions 
that could be related to the performance of the City’s portfolio.   

 
VII. Authorized Financial Dealers and Institutions 

 
The City Commission shall annually approve a list of all depositories and security 
broker\dealers where City funds are held.  The City Treasurer may add to this list during 
the course of the year if deemed to be in the best interest of the City.  These additions will 
then be approved by City Commission as part of its next annual approval process.  The list 
of approved financial institutions shall be periodically reviewed by the City Treasurer to 
ensure they are still financially sound.  No public deposit shall be made except in a qualified 
public depository as established by State law. 
 
All financial institutions and broker/dealers who desire to do business with the City for 
deposits or investment transactions must supply the City Treasurer with the following:  
audited financial statements for the most recent fiscal year and certification of having read 
the City’s investment policy and pertinent State statutes.  
 

VIII. Authorized Investments 
 
The City is limited to investments authorized by Public Act 20 of 1943 and may invest in 
the following types of securities: 
 
(a) Treasury Bills, Treasury Bonds, Treasury Notes, Treasury STRIPS, and other securities 

or obligations of the United States, or an agency or instrumentality of the United States; 
 

(b) Certificates of Deposit, savings accounts, deposit accounts, or depository receipts of a 
bank which is a member of the federal deposit insurance corporation or a savings and 
loan which is a member of the federal savings and loan insurance corporation or a credit 
union which is insured by the national credit union administration, but only if the bank, 
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savings and loan, or credit union is eligible to be a depository of surplus funds 
belonging to the state as defined in Public Act 105 of 1855; 

 
(c) Commercial paper rated at the time of purchase within the two highest classifications 

established by at least two standard rating services with a maturity of not more than 
270 days. 

 
(d) Banker’s Acceptances (BA’s) of United States banks; 

 
(e) Obligations of the State of Michigan or any of its political subdivisions that at the time 

of purchase are rated as investment grade by not less than one standard rating service; 
 

(f) In mutual funds composed of investment vehicles which are legal for direct investment 
by local units of government in Michigan.  Such mutual funds may include those whose 
net asset value per share may fluctuate on a periodic basis; 

 
(g) Obligations listed under (a) thru (g) if purchased through an inter-local agreement 

under the urban cooperation act of 1967, (Ex Sess.) PA 7, MCL 124.501 to 124.512; 
 

(h) Investment pools organized under the surplus funds investment pool act, 1982 Public 
Act 367, MCL 129.111 to 129.118; and 

 
(i) The investment pools organized under the local investment pool act, 1985 Public Act 

121, MCL 129.141 to 129.150. 
 

IX. Pooling of Cash 
 
The City Treasurer may, where appropriate, pool cash of various funds to maximize 
earnings.  Investment income shall be allocated to the various funds based upon their 
respective participation. 
 

X. Safekeeping and Custody 
 
Investment securities purchased by the City shall be held in third-party safekeeping by an 
institution previously approved by City Commission or City Treasurer.  The City Treasurer 
has the authority to execute a third-party safekeeping agreement with a third party if 
necessary. The agreement will include the responsibilities of each party, provisions for 
delivery vs. payment, procedures in case of failure or other mishaps, including liability.  
Not included in the third-party safekeeping agreement are certificates of deposit, mutual 
funds, direct purchase of commercial paper, and banker’s acceptances.  
 

XI. Maximum Maturities 
 

To the extent possible, the City will attempt to match its investments with anticipated cash 
flow requirements.  Unless matched to a specific cash flow, the City will not directly invest 
in securities maturing more than three years from the date of purchase.  Reserve funds may 
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be invested in securities exceeding three years if the maturity of such investments is made 
to coincide as nearly as practicable with the expected use of the funds. 

 
XII. Investment Performance and Reporting  

 
The City Treasurer shall submit a quarterly investment report to the City Commission that 
provides, at a minimum: 
  

• Principal and type of investment by fund 
• Estimated annualized yield 
• Year-to-date earnings 
• Summary of cash and investments maintained in each financial institution 

 
Performance of the portfolio in a given period shall be compared to indices such as T-Bill 
rates, CD rates as reported by the Wall Street Journal, and other appropriate indices. 
 

XIII. Accounting 
 
The City maintains its records on the basis of funds and account groups, each of which is 
considered a separate accounting entity.  All investment transactions shall be recorded in 
the various funds of the City in accordance with generally accepted accounting principles 
as promulgated by the Government Accounting Standards Board.   

 
XIV. Investment Policy Adoption 

 
The City’s investment policy shall be adopted by resolution of the Big Rapids City 
Commission.  The policy shall be reviewed annually by the City Treasurer and amended 
as necessary by the Big Rapids City Commission.   
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APPENDIX A 
 

Acknowledgement of Receipt of Investment Policy and Agreement to Comply 
 

 
I have read and fully understand Public Act 20 of 1943, the Investment of Surplus Funds of 
Political Subdivisions (“Act”); and the City of Big Rapids Investment Policy (“Policy”).   
 
I also certify that _________________________ is authorized to accept deposits and\or handle 
investments for municipalities in Michigan as authorized by State statute. 
 
Any investment advice or recommendation given by ____________________________ to the 
City of Big Rapids shall comply with the requirements of both the Act and the Policy.  Any 
existing investment not conforming to the statute or the policy will be disclosed promptly to the 
City Treasurer. 
 
 
 
Company: __________________________________ 
 
 
By:  __________________________________ 
  Print Name 
 
   
Title:  __________________________________      
 
 
 
Signature: __________________________________ 
       Signature        
 
 
Date:  __________________________________                                       
 
 
Please return the original copy of this acknowledgement to: 
 

City of Big Rapids 
Attn:  City Treasurer 
226 N Michigan Ave 
Big Rapids, MI  49307 

APPENDIX B - GLOSSARY 
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Agencies: Federal agency securities and/or Government-sponsored enterprises.  
 
Ask:  The price at which securities are offered.  
 
Bankers’ Acceptance (BA): A draft or bill or exchange accepted by bank or trust company.  The 
accepting institution guarantees payment of the bill, as well as the issuer. 
 
Benchmark: A comparative base for measuring the performance or risk tolerance of the 
investment portfolio. A benchmark should represent a close correlation to the level of risk and the 
average duration of the portfolio’s investments.  
 
Bid: The price offered by a buyer of securities.  
 
Broker: A broker brings buyers and sellers together for a commission. 
 
Commercial Paper: Short term unsecured debt obligation issued by a bank holding company, 
finance company, utility or industrial company to raise short term cash. 
 
Certificate of Deposit (CD): A receipt of funds deposited in a financial institution for a specified 
period at a specified rate of interest.  A negotiable receipt may be in bearer or registered form and 
can be traded in the secondary market.  A non-negotiable receipt is always registered and has no 
secondary market.  Denominations can be any agreed amount, and interest is normally calculated 
using actual number of days on a 360 day year.  However, each financial institution’s calculations 
vary, and the investor should ask to avoid misunderstanding. 
 
Diversification: Dividing investment funds among a variety of securities offering 
independent returns. 
 
Discount: The difference between the cost price of a security and its maturity when quoted at 
lower than face value.  A security selling below original offering price shortly after sale also is 
considered to be at a discount. 
 
Federal Deposit Insurance Corporation (FDIC): A federal agency that insure bank despots, 
currently up to $100,000 per deposit. 
 
Federal Savings and Loan Insurance Corporation (FSLIC): A federal institution that 
insures deposits of federally chartered savings and loan associations. 
 
Liquidity: A liquid asset is one that can be converted easily and rapidly into cash without a 
substantial loss of value.  In the money market, a security is said to be liquid if the spread between 
bid and asked prices is narrow and reasonable size can be done at those quotes. 
 
Market Price:  The price at which a security is trading and could likely be purchased or sold. 
 
Maturity: The date upon which principal or stated value of an investment becomes due and 
payable. 
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Money Market: The market in which short-term debt instruments are issued and traded 
 
National Credit Union Administration: A federal institution that insures deposits of federal 
and state chartered credit unions. 
 
Offer: The price asked by a seller of securities 
 
Portfolio: Collection of securities held by an investor. 
 
Premium: The difference between the cost of a security and its maturity value when quoted at 
higher than face value.  A security selling above its original offering price shortly after sale also is 
considered to be at a premium. 
 
Primary Dealer: A group of government securities dealers who submit daily reports of 
market activity and positions and monthly financial statements to the Federal Reserve Bank of 
New York and are subject to its informal oversight.  Primary dealers include Securities and 
Exchange Commission (SEC)-registered securities broker-dealers, banks and a few unregulated 
firms. 
 
Rate of Return: The yield obtainable on a security based on its purchase price or its current 
market price.  (see Yield) 
 
Repurchase Agreement: A contractual arrangement, not a security, between a financial 
institution or dealer and an investor.  The agreement normally can run for one to thirty days, but 
some can go longer.  The investor puts up his funds for a certain number of days at a stated yield.  
In return he takes title to a given block of securities as collateral.  At maturity the securities are 
returned and the funds repaid plus interest. 
 
Safekeeping: A service to customers rendered by banks for a fee whereby securities and valuables 
of all types and descriptions are held in the bank’s vault for protection. 
 
Securities & Exchange Commission: Agency created by Congress to protect investors in 
securities transactions by administering securities legislation. 
 
SIPC: Securities Investor Protection Corporation created as a non-profit member corporation by 
Congress in 1970 for the purpose of protection of cash and securities held by member SEC-
registered broker/dealers that protects customer accounts in the event of the financial failure of a 
member.   
 
Treasury Bills: A non-interest bearing discount security issued by the U.S. Treasury to 
finance the national debt.  Most bills are issued to mature in three months, six months or one year. 
 
Treasury Bonds: Long-term coupon-bearing U.S. Treasury security issued as direct 
obligations of the U.S. Government and having initial maturities of more than 10 years. 
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Treasury Notes: Medium-term coupon-bearing U.S. Treasury securities issued as direct 
obligations of the U.S. Government bearing interest payable at six month intervals and having 
initial maturities from one to 10 years. 
 
Treasury STRIPS:   Separate Trading of Registered Interest and Principal of Securities issued 
by the U.S. Government 
 
Uniform Net Capital Rule: Securities and Exchange Commission requirement that member 
firms as well as nonmember broker-dealers in securities maintain a maximum ratio of indebtedness 
to liquid capital of 15 to 1; also called net capital rule and net capital ratio.  Indebtedness covers 
all money owed to a firm, including margin loans and commitments to purchase securities, one 
reason new public issues are spread among members of underwriting syndicates.  Liquid capital 
includes cash and assets easily converted into cash 
 
Yield: The rate of annual income return on an investment, expressed as a percentage. 
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Financial Institutions 
  
  
Chemical Bank Fifth Third Bank 
125 N Michigan Ave 101 N Michigan Ave 
Big Rapids, MI  49307 Big Rapids, MI  49307 
231-796-9944 231-592-4100 
  
  
Huntington Bank Independent Bank 
301 S State St 404 Perry Ave 
Big Rapids, MI  49307 Big Rapids, MI  49307 
231-527-4200 231-796-5865 
  
  
Isabella Bank and Trust Lake Osceola State Bank 
21440 Perry St 102 N Michigan Ave 
Big Rapids, MI  49307 Big Rapids, MI  49307 
231-796-8507 231-796-8879 
  
  
Cambridge Investment Research Harbour Investments, Inc. 
1776 Pleasant Plain Rd 575 D'Onofrio Dr, Ste 300 
Fairfield, IA  52556-8757 Madison, WI  53719 
641-472-5100 608-662-6100 
Represented By: Represented By: 
Lerner Financial Group R.D. Graves Wealth Management 
125 E Pine St 5955 W Main St 
Big Rapids, MI  49307 Kalamazoo, MI  49009 
231-796-8621 269-353-4868 
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 09/95 

RESOLUTION NO.  95-143 
 
 

Commissioner    Mason   moved, seconded by Commissioner   Berke,  the adoption  
of the following: 
 
 

RESOLUTION ESTABLISHING ENTERPRISE OPERATIONS 
FUNDING POLICY 

 
 
 WHEREAS, the City of Big Rapids provides water, sewer and sanitation 
services through enterprise funds for the citizens of the City of Big Rapids, and 
 
 WHEREAS, it is recognized that each of these enterprise funds are separate 
financial and managerial entities, and 
 
 WHEREAS, it is reorganized that in order to operate efficiently and effectively, 
certain guidelines must be established pertaining to the operation of the water, sewer 
and sanitation enterprise fuds. 
 
 NOW, THEREFORE, BE IT RESOLVED that the City Commission hereby 
establishes the attached Enterprise Operation Funding Policy.  
 
 
 
 
 
 
 
Yeas:  Berke, Church, Emerson, Mason, Farrow 
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  September 5, 1995  
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ENTERPRISE OPERATION FUNDING POLICY 
 
 
It is recognized that the water, sewer and sanitation enterprise funds and 
operations provide specific services and are each separate financial and 
managerial entities which should be run as individual businesses.  Each one 
should stand on its own feet, operationally and financially to the fullest extent 
possible. The subsidies of each operation are to be identified and reimbursed 
at full value.  Internal borrowing from General Fund or other sources is to be 
used as a last result and only with sufficient documentation allowing for full 
reimbursement. 
 
It is recognized that these enterprise funds provide a specific documentable 
benefits to identifiable recipients As such, it is most appropriate to fund these 
operations through user fees based on rates adopted and charged in 
accordance with City Commission actions. Flat unquantified user fees are to 
be discouraged since under this system, differential benefits are not 
recognized. 
 
It is deemed appropriate that enterprise funds should maintain an 
undesignated fund balance equal to a minimum of 15%, maximum of 25% of 
the yearly operational budget to provide for unexpected expenditures, interest 
earnings, unusual cash flow needs and unexpected downturns in revenue. 
 
In summary, enterprise funds of water, sewer and sanitation are businesses 
which should be run as such. 
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 RESOLUTION NO. 13-132 
 
 
Commissioner Hogenson moved, supported by Commissioner James, the adoption of 
the following: 
 

RESOLUTION APPROVING REVISION TO THE CITY’S 
CURRENT CREDIT CARD POLICY 

 
 WHEREAS, to comply with House Bill 5019 (use of credit cards by City employees 
for municipal purchases), all cities were asked to adopt a credit card policy, whereby the 
City adopted resolution 96-14, dated January 22, 1996, and  
 
 WHEREAS, Fifth Third Bank has approached the City regarding the Michigan 
Aggregate Governmental & Institutional Consortium (MAGIC) program, which provides 
an annual cash rebate based upon the total annual value of credit card charges, and  
 
 WHEREAS, in order for the City to participate in this type of program, the credit 
card policy needs to be updated as recommended by staff and attached. 
 

NOW, THEREFORE, BE IT RESOLVED, that the City Commission approve the 
attached credit card policy.  

 
 

 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba    
Nays:  None   
The Mayor declared the resolution adopted. 
Dated:  November 4, 2013   
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CREDIT CARD USE POLICY 
 

• The City Treasurer is responsible for credit card issuance, accounting, monitoring, retrieval 
and general oversight of the credit card policy.  

 
• City credit cards may only be used by authorized employees of the City of Big Rapids.  

 
• All purchases must be in compliance with the City’s purchasing ordinance. 

 
• City credit cards may only be used for the purchase of good and services for the official 

business of the City of Big Rapids. Credit cards may not be used for cash advances, 
personal use or any other purchase not permitted under the City’s purchasing ordinance.  

 
• Credit card users shall substantiate credit card transactions by submitting detailed receipts 

and related documentation that at a minimum describes the goods or services purchased, 
the cost, the date of purchase and the official business for the transaction. Documentation 
must be submitted within two weeks of a transaction or upon return to the City from travel. 
The user must also indicate the budget line item where the transaction is to be charged. 

 
• Employees that are issued a credit card are responsible for ensuring the protection and 

custody of the card. Employees must notify the City Treasurer immediately if the card is 
lost or stolen. 

 
• Employees must immediately surrender the card to the City Treasurer upon termination of 

employment. The City reserves the right to withhold the employee’s final payroll check 
until the card is surrendered.  

 
INTERNAL CONTROL PROCEDURES 
 

• Employees must sign and return the attached Credit Card Cardholder Agreement prior to 
being issued a City credit card. 

 
• The City Treasurer or designee shall review each credit card statement to ensure the 

transactions comply with the credit card policy. The designee must be a permanent full-
time employee of the City. An adequate number of employees must be involved in the 
process to ensure effective segregation of duties.  Unsubstantiated transactions shall be 
immediately investigated. Transactions that appear to not comply with the credit card 
policy shall be reported to the City Manager.   
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• Unauthorized or inappropriate use of a City credit card may result in disciplinary measures 
consistent with existing laws, policies, and agreements.  

 
• It is the City’s intent to avoid finance charges on credit card accounts. State law requires 

the balance including any interest due to be paid within 60 days of the initial statement 
date.  

 
• The total combined authorized credit limit for all credit cards issued by the City of Big 

Rapids shall not exceed $200,000, which is within the State guideline of five percent of the 
City’s total budget. 

 
• The City Treasurer shall have the authority to issue credit cards to full-time City employees 

with a credit limit not to exceed $5,000.  
 

• The City’s purchasing card is to remain in the name and control of the City Treasurer and 
shall not be carried by an employee. The card is to be used by the Accounts Payable Clerk 
for payment of expenses authorized by the City Treasurer. The credit limit of the 
purchasing card will fluctuate dependent upon the number of employee cards issued and 
the aggregate amount of their respective credit limits.  
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CREDIT CARDHOLDER AGREEMENT 
 
This credit card is to be used exclusively for the business benefit of the City of Big Rapids. The 
card must be used in accordance with the provisions of the Credit Card Use Policy established by 
the City. Violations of these requirements may result in revocation of use privileges. Employees 
found to have inappropriately used the credit card will be required to reimburse the City for all 
costs associated with such improper use through direct payment or payroll deduction.  

Disciplinary action(s) may be taken up to and including termination. The City of Big Rapids will 
investigate and commence, in appropriate cases, criminal prosecution against any employee found 
to have misused the credit card or who violates the provisions of the cardholder agreement. 

With the acceptance of this credit card, in accordance with the City's Credit Card Use Policy, I 
will assume the responsibility of said card and submit proper credit card transaction verification 
to the City Treasurer. 

I understand that in the event my employment is terminated with the City of Big Rapids, it is my 
responsibility to return my credit card to the City Treasurer. Further, I authorize the City to 
withhold my final pay check until my credit card has been returned.  

 
Credit Card Account Number: 

 

   
 
Received by: 

 

 Full Name ( Please Print)  
    
 
I acknowledge receipt of the Credit Card Use Policy and agree to abide by said policy. 
  

Signature  Date  
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Income Tax Compliance Policy  
Collection Procedures 

 
 

All Income Tax Compliance pursued by the City of Big Rapids is 
accomplished through data supplied by income tax and other city 
departments, employees, landlords, etc.  The collection process is 
performed by the Income Tax Administrator under the supervision of the City 
Treasurer.  
 
Revenue is collected by utilizing the compliance process and the City's 
Income Tax Ordinance.  On January 20, 1997, the City Commission 
approved a collection process which has been followed ever since.  
 
The following is a list of how information is obtained in order to make a 
comparison to computer data on returns which have been filed:  
 
Resident Individuals- A list of all resident property owners from the 
Assessing Department. 
 
Non-Resident Individuals - W-2s submitted by employers. 
 
Rentals - A list from Neighborhood Services on all rent permits on file. 
 
Construction - Copies of building permits are obtained from the Compliance 
Department.   Firms are pursued who work in excess of three days on a 
project inside the City limits and have contract amounts in excess of $20,000. 
 
Withholdings - A list from the Assessing Department showing all businesses 
in operation on December 31st of each year. 
 
Corporations - Registration cards are compared to corporate returns filed.  
 
Tenants - A list of current tenants from landlords. 
 
Once it is determined that an individual or business has not been in 
compliance, the process shown on the attached flow chart is followed. 
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Fund Balance Policy 
      
 
 
Purpose:  To establish an appropriate level of fund balance in the General Fund, define 
the components of fund balance, and direct officials in the methods to be used for 
increasing or decreasing fund balance when economic trends indicate fund balance will fall 
outside the minimum/maximum levels. 
 
Policy: Fund balance is only reported in governmental funds and is created from revenues 
in excess of expenditures.   It is a balance of assets in excess of liabilities, unless otherwise 
restricted, available for spending.  Following are the five components of fund balance: 
 
Components of Fund Balance: 
 

1. Nonspendable Fund balance – Portion nonspendable because of its form.  The 
assets are either (a) not in a spendable form or (b) legally or contractually required 
to be maintained intact.  Nonspendable fund balance would be equal to inventory, 
prepaid items, non-current financial assets, and the nonspendable portion of 
endowments. 

 
2. Restricted Fund Balance.  Restricted due to limitations placed on the use of the 

related assets.  Restrictions have been placed on the use of the related assets either 
(a) externally by creditors (debit covenants), grantors, contributors, or laws or 
regulations of other governments, or (b) internally through enabling legislation or 
constitutional provisions.  The limitations on the use of the related assets in this 
component of fund balance are legally enforceable. Many limitations typically 
come from outside as a condition of the revenue source. 

 
3. Committed Fund Balance.  Fund balance is committed if a limitation on the use of 

related assets by formal action of the governing body (legislation, resolution, 
ordinance).  The limitation remains binding until the governing body takes formal 
action to remove applicable limitations.  The balance also incorporates contractual 
obligations to the extent that existing assets have been specifically committed for 
use in satisfying contractual requirements. 

 
4. Assigned Fund Balance.  This portion of fund balance is assigned to reflect the 

intended use of the related assets.  The assignment of funds may come from the 
governing body or from a designee of the governing body (City Manager, City 
Treasurer).  Less formality is needed to impose, remove, or modify a constraint 
reflected in assigned fund balance.  No governmental funds other than the general 
fund may have unassigned fund balance, therefore any amounts remaining in excess 
of nonspendable, restricted, or committed fund balance in a governmental fund 
other than the general fund will automatically be reported as assigned fund balance.  
If any portion of existing fund balance will be used to eliminate a projected deficit 
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in the subsequent year’s budget, this amount will also be categorized as assigned 
fund balance. 

 
5. Unassigned Fund Balance – The general fund, and no other governmental fund, 

may have resources that cannot be classified in one of the four categories described 
above.  Only the General fund can report a surplus, an unassigned fund balance. 

 
Fund Balance components are utilized in the following order when applicable expenditures 
are incurred: 
 

1. Restricted Fund Balance 
2. Committed Fund Balance 
3. Assigned Fund Balance 
4. Unassigned Fund Balance 

 
It is the policy of the City of Big Rapids (as recommended by the Government Finance 
Officers Association) to strive to accumulate and maintain a General Fund fund balance 
amounting to no less than two months of regular General Fund operating expenditures for 
cash flow purposes.    
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RESOLUTION NO. 10-150  

 
Commissioner Harper moved, seconded by Commissioner Anderson, the adoption of 
the following resolution. 

 
 

A RESOLUTION ADOPTING A POLICY NOT TO 
WAIVE THE 4% COLLECTION FEE REQUIRED TO BE 

IMPOSED BY THE CITY TREASURER BY SECTION 
9.11 OF THE CITY CHARTER ON LATE PAYMENT 

OF PROPERTY TAXES 
 

WHEREAS, the City Charter in Section 9.11 requires the City Treasurer to 
impose a 4% collection fee on property taxes not paid by the deadline, and 

 
WHEREAS, state law provides that "The governing body of a local tax 

collecting unit may waive all or part of the property tax administration fee or the 
late penalty charge, or both," MCL 211.44(4) and 

 
WHEREAS, the City Commission desires to express a general policy on how 

it may exercise its authority to waive all or part of the property tax administration fee 
or the late penalty charge, or both. 

 
BE IT RESOLVED that it is the policy of the City Commission not to waive 

the 4% collection fee that Section 9.11 of the City Charter requires the City 
Treasurer to impose on property taxes not paid by the deadline. 

 
 
 
 
 
 
Yeas: Anderson, James, Harper, Rothstein, Warba 

Nays: None 

The Mayor declared the resolution adopted. 

Date: October 18, 2010 
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City of Big Rapids 
Policy for the Administration of Grants 

 
 
PURPOSE/INTENT 
 
The purpose of this policy is to establish guidelines for the identification, application, 
administration and reporting of grants from external sources. 
 
POLICY/PROCEDURES 
 
The City actively pursues grant resource opportunities to supplement and enhance the goals 
and objectives of the City.  Grant application, approval and administration needs to be 
coordinated through the Treasurer’s Office.  Federal grants need CFDA numbers assigned 
and are required to be kept administratively to comply with federal guidelines. 
 
GRANT APPLICATION  
 
PRIOR to any application for a grant, regardless of the source, the grant project manager 
shall complete the “Notice of Intent” form to advise the Treasurer’s Office that future 
financial obligation(s) may be in the offing.  Many grants do not require any further 
administrative or Commission approval and so, this form is sufficient grant notification for 
the Treasurer’s Office.  However, if grant requirements or grant size dictate, a position 
paper requesting Commission authorization will be routed through the Treasurer’s Office.  
The position paper shall contain the following: 
 

• Grant Source 
• Grant Application Amount 
• Purpose and Description  
• Any Required Match 
• Budget Request/Adjustment (line item and amount) 
• Other pertinent Information 

 
GRANT APPROVAL 
 
Once the City Commission has authorized a grant application, it is the responsibility of the 
grant Project Manager to report the grant award and monitor the grant activities and report 
such to the Treasurer’s Office for record keeping. Federal grants have specific reporting 
requirements and covered in a separate section. 
 
FEDERAL GRANTS 
 
The Single Audit Act requires governmental entities that spend more than the established 
threshold in federal funds to prepare a Schedule of Expenditures of Federal Awards (SEFA) 
which is audited annually.  In order to comply with the Single Audit Act, a CFDA number 
must be assigned and recorded administratively.   Failure to report accurately on the 
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Schedule of Expenditures of Federal Award could result in loss of applicable grant funding 
in the future. 
 
Generally, formal application and award procedures are required when applying for federal 
grants.  The Catalog of Federal Domestic Assistance (CFDA), compiled by the Office of 
Management and Budget (OMB) provides information on the types of programs available, 
eligibility requirements, and application and award procedures.  The website to view the 
Catalog of Federal Domestic Assistance is:  www.cfda.gov. 
 
NOTE: The number assigned to a Federal program in the Catalog of Federal Domestic 
Assistance (CFDA “10.001 through 99.999”) for those funds must be determined for 
proper disclosure on the Single Audit Schedule of Federal Awards.  Ensure that the 
appropriate CFDA number is obtained from the grantor.   
 
GRANT RECEIPTS AND EXPENDITURES 
 
All grant receipts and expenditures must be maintained in accordance with any federal, 
state or local guidelines/laws applicable to the agreement and generally accepted 
accounting principles.  The Project Manager is responsible for the expenditure of grant 
funds in accordance with the City’s established policies.  All invoices, billing requests, 
fixed asset information, etc. shall require the account number and CFDA or assigned grant 
number/title.  
 
All Grant Reimbursement Requests shall be prepared by the Project Manager in accordance 
with the Grant Agreement/Award and submitted in a timely manner following City 
expenditure.  Copies of all Grant Reimbursement Requests shall be submitted to the 
Treasurer’s Office for recording keeping.   
 
GRANT COMPLETED/CLOSE OUT 
 
After the grant has been fulfilled a final “Close out/Completed Grant” report/form shall be 
prepared by the Project Manager and submitted to the Treasurer’s Office to inform them 
of the grant closure and for recording keeping purposes. 
 
 
 
 
 
 
 
 
 
 
 
 
   

http://www.cfda.gov/
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CITY OF BIG RAPIDS 
NOTICE OF INTENT TO APPLY FOR GRANT 
 
 
 
 
Application Date: ______________________________________________________ 
 
Department: __________________________________________________________ 
 
Grant Project Manager: ________________________________________________ 
 
Grant Title: __________________________________________________________ 
 
Grant Source: ________________________________________________________ 
 
AMOUNT: _________________________ 
 
MATCH, if applicable: _________________________________________________ 
 
PURPOSE/DESCRIPTION:  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
 
BUDGET NUMBER(s):  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Commission Approval Date: _______________________________________________ 
 
 
CFDA NUMBER (If Federal):    ____________________________________________ 
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CITY OF BIG RAPIDS 
NOTICE OF GRANT FULFILLMENT/CLOSURE 
 
 
 
 
Department          _______________________________________________ 
 
Project Manager ___________________________________________ 
 
Grant Title           _______________________________________________ 
    
 
Amount:            ____________________ 
 
 
 
Date of Grant Fulfillment/Closure:  ___________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FIN - 10 

 Page 5 of 5 Rev. 8/2014 
 

City of Big Rapids 
Grant Application Procedures 
CHECKLIST 
 
 
 
The City of Big Rapids encourages grant seeking activities to enhance services provided 
to the community.  Employees seeking such grant opportunities are required to follow the 
procedures established below when making applications for grants. 
 

_____Complete the Notification of Grant Application 
 
_____ Position Paper to Treasurer  
 
_____Authorized by Commission 
 
_____Notify the Treasurer’s Office of Grant Award  
 
_____CFDA Number 
 
_____Match Met 
 
_____ Report Grant Fulfillment 
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RESOLUTION NO. 08-104 

 
Commissioner Harper moved, supported by Commissioner Brennan, the adoption of the 
following resolution.   

 
A RESOLUTION ADOPTING AN IDENTITY THEFT POLICY 

 
WHEREAS, the Fair and Accurate Credit Transactions Act of 2003, an amendment to the 
Fair Credit Reporting Act, required rules regarding identity theft protection to be 
promulgated; and, 
 
WHEREAS, Those rules become effective November 1, 2008, and require municipal 
utilities and other departments to implement an identity theft program and policy, and, 
 
WHEREAS, the City Commission of the City of Big Rapids, Michigan has determined that 
the following policy is in the best interest of the City and its citizens. 
 
NOW, THEREFORE, BE IT RESOLVED by the City Commission of the City of Big 
Rapids, Michigan that the following Policy is hereby approved: 

 
 
 

IDENTITY THEFT POLICY 
 

SECTION 1: BACKGROUND 
 

The risk to the City, its employees and customers from data loss and identity theft 
is of significant concern to the City and can be reduced only through the combined 
efforts of every employee and contractor. 

 
SECTION 2: PURPOSE 

 
The City adopts this sensitive information policy to help protect employees, 
customers, contractors and the City from damages related to the loss or misuse of 
sensitive information. 

 
This policy will: 

 
1. Define sensitive information; 

 
2. Describe the physical security of data when it is printed on paper; 

 
3. Describe the electronic security of data when stored and distributed; and 

 
4. Place the City in compliance with state and federal law regarding identity 
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theft protection. 
 
This policy enables the City to protect existing customers, reduce risk from ident i ty 
fraud, and minimize potential damage to the City from fraudulent new accounts. 
The program will help the City: 

  
1. Identify risks that signify potentially fraudulent activity within new or 
existing covered accounts; 

 
2. Detect risks when they occur in covered accounts; 

 
3. Respond to risks to determine  if fraudulent  activity has occurred and 
act if fraud has been attempted or committed; and 

 
4. Update the program periodically, including reviewing the accounts that 
are covered and the identified risks that are part of the program. 

 
SECTION 3: SCOPE 
 
This policy and protection program applies to employees, contractors, consultants, 
temporary workers, and other workers at the City, including all personnel affiliated 
with third parties. 
SECTION 4: POLICY 

 
4. A: Sensitive Information Policy 

 
4.A. 1: Definition of Sensitive Information 

 
Sensitive information includes the following items whether stored in electronic or 
printed format: 

 
4.A.1. a: Credit/Debit card information, including any of the following: 

 
1. Credit/Debit card number (in part or whole) 

 
2. Credit/Debit card expiration date 

 
3. Cardholder name 

 
4. Cardholder address 

 
4.A.1.b: Tax identification numbers, including: 

 
1. Social Security number 
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2. Business identification number 
 

3. Employer identification numbers 
 

4.A.1.c: Payroll information, including, among other information: 
 

1. Paychecks 
 

2. Pay stubs 
 

4.A.1.d: Benefit Cafeteria plan check requests and associated paperwork 
 

4.A.1.e: Medical information for any employee or customer, including 
but not limited to: 

 
1. Doctor names and claims 

 
2. Insurance claims 

 
3. Prescriptions 

 
4. Any related personal medical information 

 
4.A.1.f: Other personal information belonging to any customer, 
employee or contractor, examples of which include: 

 
1. Date of birth 

 
2. Address 

 
3. Phone numbers 

 
4. Maiden name 

 
5. Names 

 
6. Customer number 

 
4.A.1.g: City personnel are encouraged to use common sense judgment 
in securing confidential information to the proper extent. Furthermore, 
this section should be read in conjunction with the Michigan Freedom of 
Information Act, the Social Security Number Privacy Act, and the City's 
records retention policy. If an employee is uncertain of the sensitivity of 
a particular piece of information, he/she should contact their supervisor. 
In the event that City staff cannot resolve a conflict between this policy 
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and the Michigan Freedom of Information Act, staff are advised to 
contact the City Manager who will consult with the City Attorney's Office 
for a legal opinion. 

 
4.A.2: Hard Copy Distribution 

 
Each employee and contractor performing work for the City will comply with 
the following policies: 

 
1. File cabinets, desk drawers, overhead cabinets, and any other storage 
space containing documents with sensitive information will be locked when 
not in use. 

 
2. Storage rooms containing documents with sensitive information and 
record retention areas will be locked at the end of each workday or when 
unsupervised. 

 
3. Desks, workstations, work areas, printers and fax machines, and 
common shared work areas will be cleared of all documents containing 
sensitive information when not in use. 

 
4. Whiteboards, dry-erase boards, writing tablets, etc. in common shared 
work areas will be erased, removed, or shredded when not in use. 

 
5. When documents containing sensitive information are discarded they 
will be placed inside a locked shred bin or immediately shredded using 
a mechanical cross cut or Department of Defense (DOD)-approved 
shredding device. Locked shred bins are labeled “Confidential paper 
shredding and recycling." City records, however, may only be destroyed 
in accordance with the City's records retention policy. 

 
4.A.3: Electronic Distribution 

 
Each employee and contractor performing work for the City will comply 
with the following policies: 

 
1. Internally, sensitive information may be transmitted using approved 
municipal e-mail. All sensitive information must be encrypted when stored 
in an electronic format. 

 
2. Any sensitive information sent externally must be encrypted and 
password protected and only to approved recipients. Additionally, a 
statement such as this should be included in the e-mail: 
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"This message may contain confidential and/or proprietary information 
and is intended for the person/entity to whom it was originally 
addressed. Any use by others is strictly prohibited." 

 
 
SECTION 5: ADDITIONAL IDENTITY THEFT PREVENTION PROGRAM 

 
5. A: Covered accounts 

 
A covered account includes any account that involves or is designed to permit 
multiple payments or transactions. Every new and existing customer account 
that meets the following criteria is covered by this program: 

 
1. Business, personal   and household accounts  for which there is  

a reasonably foreseeable  risk of identity theft; or 
 

2. Business, personal   and household accounts  for which there is  
a reasonably foreseeable  risk to the safety or soundness of the City 
from identity  theft,  including financial,  operational,  compliance,  
reputation,  or litigation risks. 

 
 
 
5.B: Red flags 

 
5.B.1: The following red flags are potential indicators of fraud. Any time a red flag, or 
a situation closely resembling a red flag, is apparent, it should be investigated for 
verification. 

 
1. Alerts, notifications or warnings from a consumer reporting agency; 

 
2. A fraud or active duty alert included with a consumer report; 

 
3. A notice of credit freeze from a consumer reporting agency in response 
to a request for a consumer report; or 

 
4. A notice of address discrepancy from a consumer reporting agency as 
defined in § 334.82(b) of the Fairness and Accuracy in Credit Transactions 
Act. 

 
5.B.2: Red flags also include consumer reports that indicate a pattern of activity 
inconsistent with the history and usual pattern of activity of an applicant or customer, 
such as: 
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• A recent and significant increase in the volume of inquiries; 

 
• An unusual number of recently established credit relationships; 

 
• A material change in the use of credit, especially with respect to recently 
established credit relationships; or 

 
• An account that was closed for cause or identified for abuse of account 
privileges by a financial institution or creditor. 

 
5.C: Suspicious documents 

 
5.C.1: Documents provided for identification that appear to have been altered 
or forged. 

 
5.C.2: The photograph or physical description on the identification is not 
consistent with the appearance of the applicant or customer presenting the 
identification. 

 
5.C.3: Other information on the identification is not consistent with 
information provided by the person opening a new covered account or 
customer presenting the  identification. 

 
5.C.4: Other information on the identification is not consistent with readily 
accessible information that is on file with the City, such as a signature card 
or a recent check 

 
5.C.5: An application appears to have been altered or forged, or gives the 
appearance of having been destroyed and reassembled. 

 
5. D: Suspicious personal identifying information 

 
5.D.1: Personal identifying information provided is inconsistent when 
compared against external information sources used by the City. For example: 

 
• The address does not match any address in the consumer report; 

 
• The Social Security number (SSN) has not been issued or is listed on the 
Social Security Administration's Death Master File; or 

 
• Personal identifying information provided by the customer is not consistent 
with other personal identifying information provided by the customer. For 
example, there is a lack of correlation between the SSN range and date of 
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birth. 
 

5.D.2: Personal identifying information provided is associated with known 
fraudulent activity as indicated by internal or third-party sources used by the City. 
For example, the address on an application is the same as the address provided 
on a fraudulent application. 

 
5.D.3: Personal identifying information provided is of a  type  commonly 
associated with fraudulent activity as indicated by internal or third-party sources 
used by the City. For example: 

 
• The address on an application is fictitious, a mail drop, or a prison; or 

 
• The phone number is invalid or is associated with a pager or answering service. 

 
5.D.4: The SSN provided is the same as that submitted by other persons 
opening an account or other customers. 

 
5.D.5: The address or telephone number provided is the same as or similar to 
the address or telephone number  submitted by an unusually large  number of 
other customers or other persons opening accounts. 

 
5.D.6: The customer or the person opening the covered account fails to provide 
all required personal identifying information on an application or in response to 
notification that the application is incomplete. 

 
5.D.7: Personal identifying information provided is not consistent with personal 
identifying information that is on file with the City. 
 
5.D.8: When using security questions (mother's maiden name, pet's name, etc.), 
the person opening the covered account or the customer cannot provide 
authenticating information beyond that which generally would be available from 
a wallet or consumer report. 

 
5. E: Unusual use of, or suspicious activity related to, the covered account 

 
5.E.1: Shortly following the notice of a change of address for a covered 
account, the City receives a request for new, additional, or replacement goods 
or services, or for the addition of authorized users on the account. 

 
5.E.2: A new revolving credit account is used in a manner commonly 
associated with known patterns of fraud patterns. For example, the customer 
fails to make the first payment or makes an initial payment but no subsequent 
payments 
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5.E.3: A covered account is used in a manner that is not consistent with 
established patterns of activity on the account. There is, for example: 

 
• Nonpayment when there is no history of late or missed payments; 

 
• A material change in purchasing or usage patterns 

 
5.E.4: A covered account that has been inactive for a reasonably lengthy 
period of time is used (taking into consideration the type of account, the  
expected pattern of usage and other relevant factors). 

 
5.E.5: Mail sent to the customer is returned repeatedly as undeliverable 
although transactions continue to be conducted in connection with the 
customer's covered account. 

 
5.E.6: The City is notified that the customer is not receiving paper account 
statements. 

 
5.E.7: The City is notified of unauthorized charges or transactions in 
connection with a customer's covered account. 

 
5.E.8: The City receives notice from customers, victims of identity theft, law 
enforcement authorities, or other persons regarding possible identity theft in 
connection with covered accounts held by the City. 

 
5.E.9: The City is notified by a customer, a victim of identity theft, a law 
enforcement authority, or any other person that it has opened a fraudulent 
account for a person engaged in identity theft. 

 
SECTION 6: RESPONDING TO RED FLAGS 

 
6. A: Once potentially fraudulent activity is detected, an employee must act 
quickly as a rapid appropriate response can protect customers and the City 
from damages and loss. 

 
6.A.1: Once potentially fraudulent activity is detected, gather all  related 
documentation and write a description of the situation. Present this 
information to the designated authority for determination. 
6.A.2:   The   designated authority  will  complete additional  authentication to 
determine whether the attempted transaction was fraudulent or authentic. 

 
6.B: If a transaction is determined to be fraudulent, appropriate actions must be 
taken immediately. Actions may include: 

 
1. Canceling the transaction; 
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2. Notifying and cooperating with appropriate law enforcement; 

 
3. Determining the extent of liability of the City; and 

 
4. Notifying the actual customer that fraud has been attempted. 

 
 
SECTION 7: PERIODIC UPDATES TO PLAN 

 
7.A: At periodic intervals established in the program, or as required, the program 
will be re-evaluated to determine whether all aspects of the program are up to date 
and applicable in the current business environment. 

 
7.B: Periodic reviews will include an assessment of which accounts are covered 
by the program. 

 
7.C: As part of the review, red flags may be revised, replaced or eliminated. 
Defining new red flags may also be appropriate. 

 
7. D: Actions to take in the event that fraudulent activity is discovered may also 
require revision to reduce damage to the City and its customers. 

 
 
 
 
SECTION 8: PROGRAM ADMINISTRATION 

 
8. A: Involvement of management 

 
1. The Identity Theft Prevention Program shall not be operated as an extension to 
existing fraud prevention programs, and its importance warrants the highest level 
of attention. 

 
2. The Identity Theft Prevention Program is the responsibility of the governing 
body. Approval of the initial plan must be appropriately documented and maintained. 

 
3. Operational responsibility of the program is delegated to the City Treasurer. 

 
8.B: Staff training 

 
1. Staff training shall be conducted for all employees, officials and contractors for 
whom it is reasonably foreseeable that they may come into contact with accounts or 
personally identifiable information that may constitute a risk to the City or its 
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customers. 
 
2. The City Manager is responsible for ensuring identity theft training for all 
requisite employees and contractors. 

 
3. Employees must receive annual training in all elements of this policy. 

 
4. To ensure maximum effectiveness, employees may continue to receive 
additional training as changes to the program are made. 

 
5. Staff training shall be assigned to the existing City Safety Committee for 
implementation. 

 
8.C: Oversight of service provider arrangements 

 
1. It is the responsibility of the City to ensure that the activities of all service 
providers are conducted in accordance with reasonable policies and procedures 
designed to detect, prevent, and mitigate the risk of identity theft. 

 
2. A service provider that maintains its own identity theft prevention program, 
consistent with the guidance of the red flag rules and validated by appropriate due 
diligence, may be considered to be meeting these requirements. 

 
3. Any specific requirements should be specifically addressed in the appropriate 
contract arrangements. 
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RESOLUTION NO.   09-129 

 
 

Commissioner Hogenson moved, seconded by Commissioner Brennan, the adoption of 
the following: 

 
 

RESOLUTION ADOPTING TAX ABATEMENT POLICY 
 
 
 WHEREAS, the City of Big Rapids wishes to attract Industry to provide jobs and 
economic development in the community, and 
 
 WHEREAS, the City is willing to consider tax abatements to assist Industry in 
making its decisions to locate and expand within the City, and 
 
 WHEREAS, in an effort to establish reasonable measures to assist the City 
Commission in making its decision to extend an offer of tax abatement to a prospective 
industry, the City of Big Rapids has established the City of Big Rapids Tax Abatement  
Policy Option A. 
 
 NOW, THEREFORE, BE IT RESOLVED, that the City Commission adopt the 
attached City of Big Rapids Tax Abatement Policy, Option A. 
 
 
 
 
 
Yeas:  Anderson, Brennan, Hogenson, Warba    
 
Nays:  Harper   
 
The Mayor declared the resolution adopted. 
 
Dated:  November 2, 2009   
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THE CITY OF BIG RAPIDS TAX ABATEMENT POLICY 
  
 
 
POLICY STATEMENT 
 
The City of Big Rapids (‘City’) is looking for Industry (‘Industry’) to provide jobs and 
economic development in the City and throughout the Big Rapids Community 
(‘Community’).  The City wishes to create a profitable environment for Industry that is 
located in the City.  Industry should demonstrate corporate and community 
responsibility and it will be encouraged to actively participate in the civic and 
governmental fabric of the Community.  The City is willing to consider reasonable 
measures to assist Industry in making its decisions to locate or expand within the City, 
including tax abatements.   
 
TAX ABATEMENT POLICY 
 
It will be the policy of the City to consider for approval tax abatements as follows: 
 

1. A 50% tax abatement of real property taxes for up to 12 years, pursuant to 
P.A. 198. 

 
2. A 100% tax abatement on personal property for up to 6 years (unless the 

Abatement Team recommends and the Commission decides otherwise), 
pursuant to P.A. 328. 

 
3. The City will be expected to approve and grant tax abatements if an 

Industry qualifies for the State of Michigan's MEGA development program 
and MEGA tax credits are contingent upon the City's grant of tax 
abatements. 

 
ABATEMENT TEAM 
 
The Mayor, City Manager, Chairperson of the Mecosta County Development 
Corporation [‘MCDC’], the Executive Director of the MCDC, and a representative from 
the City’s Planning Commission shall be members of the Tax Abatement Negotiating 
Team [the ‘Team’].  The Team may invite others to participate in discussions with 
prospective Industry, although any action taken will be managed and determined by the 
Team.   
 
The Team will decide on and recommend tax abatements and other incentives for 
Industry.  The Team will also have the discretion to initiate grant application discussions 
for infrastructure needs, and to review/recommend Industry support for Community 
projects. 
 
It is understood that negotiations for an Industry's location are and can be confidential in 
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nature, and the Team will have the ability to make such assurances to prospective 
Industry.  Industry should be confident that statements made by the Team have the 
support of the Commission throughout the decision-making process.   
 
 
POLICY GUIDELINES 
 
The Team will follow policy guidelines for tax abatements and when discussing Industry 
needs that are vital to decision-making. The Team will also consider the following as a 
non-exhaustive list of factors an Industry could contribute in exchange for the 
consideration and approval of tax abatements: 
 

• Number of new jobs created. 
 

• The hiring of City and Mecosta County residents. 
 

• Wage scale of new jobs, and total additional annual wages. 
 

• Industry activity encouraged by the City's Master Plan, or previous policies 
of the Commission, the MCDC, or other economic development agencies 
in and for Big Rapids Township, Green Township, and Mecosta County. 

 
• Industry that falls within any other City planning document or stated goal. 

 
• Industry which is considered ‘green,’ or that has ‘green’ goals or activities.   

 
• Individual or corporate activity that creates a better quality of life for the 

City and the Community [i.e., civic club memberships, support of local 
schools and the University, charitable leadership, etc.]. 

 
The expectation and responsibility of Industry will be to create a long-term presence in 
and relationship with the City and the Community. 
 
In recommending tax abatements (including the amount and the duration) the Team 
may solicit input from the City Assessor, the City Attorney, and the City Treasurer (the 
‘Staff’).  Consideration will be given to Staff opinions, which will include past experience 
with the subject Industry, past record for prompt payment of taxes and utilities, details of 
the size and scope of any tax abatement in relation to job creation/retention, and any 
other factor deemed relevant by staff. 
 
ANNUAL VISITS AND REPORTING 
 
An annual site visit will be required of each Industry that is granted a tax abatement.  
The site visit may include representatives from the following:   the Commission; Staff; 
MCDC; the Big Rapids Public Schools; Michigan Works West Central; and Ferris State 
University. 



FIN - 12 

                    4   11/02/09 
 

Site visits will be intended to provide an annual update on the progress of the Industry, 
including investment and job creation.  Site visits should be a time to discuss the 
relationship between the Industry, the City and the Community, including future needs 
and goals so that planning may be advanced.   
 
 
Following each site visit a presentation and report will be given by Staff to the 
Commission at a study session which may include (but not be limited to) the Industry's 
investment and job levels, contributions of the Industry to the Community, and future 
needs or concerns. 
 
City staff will also write and present to the Commission and the MCDC an annual report 
which summarizes Industry activities in the City for each calendar year.  The City will 
keep a record of tax abatements granted to Industry and will track the activity of Industry 
in the annual report.  
 
Any reporting will not compromise the activity of any Industry, and should address job 
creation, investment levels, community involvement, future goals and planning needs of 
the Industry, the City and the Community. 
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CITY OF BIG RAPIDS 
ACH TRANSACTION POLICY 
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 -1-                                 March 1, 2004                                August 27, 2014 
 

Purpose and Scope 
 
Included Under This Policy 
 
This Policy governs the use of electronic banking transactions of public funds as required under 
State of Michigan Public Act 738 of 2002.  This written policy is required to be adopted by 
resolution.  The following terms, as defined below, are referenced within this policy.   
Terms 
 
ACH Arrangement 

The agreement between the originator of the ACH Transaction and the receiver of the ACH 
transaction.  

ACH Policy 

The procedures and internal controls as determined under a written policy developed and adopted 
by the City Treasurer or the Electronic Transactions Officer of a local unit of government.   

ACH Transaction  

An electronic payment, debit, or credit transfer processed through an automated clearing house. 

ACH or “Automated Clearing House” 

A national and governmental organization that has authority to process electronic payments, 
including, but not limited to, the national automated clearing house association and the federal 
reserve system.   

ETO or “Electronic Transactions Officer” 

The person designed under this act by charter or by resolution of the governing body (City 
Commission). 

Entity 

An employee, individual, contractor, vender, business, or governmental unit. 
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CITY OF BIG RAPIDS 
ACH TRANSACTION POLICY 

 
Page                                                 Initial Policy Adoption                    This Policy Update 
 -2-                               March 1, 2004                                 March 1, 2004 
 

Designated ETO (Electronic Transactions Officer) 
 

The City Treasurer/Assistant City Treasurer are designated as the ETO’s and shall be responsible 
for establishing, authorizing and monitoring all ACH arrangements for the City of Big Rapids. 
 
Authorizations 
 
ACH arrangements established prior to the effective date of Act 738 of 2002 (12/30/2003) are not 
affected by Act per Section 124.305. 
 
Payroll Direct Authorization 
 
Direct Deposit of payroll is strongly encouraged by the City of Big Rapids.  A specific 
authorization form has been developed for this purpose.  Signature authorization by both the 
employee and the ETO is required.  Authorization forms filed prior to this policy adoption date 
were not co-signed by the employer.  Approval for those earlier authorization forms is 
grandfathered in.  This authorization allows the City of Big Rapids to be the originator of the ACH 
transaction to transfer payroll related amounts (net pay or specified amounts) directly to the 
employee’s designated financial institution(s) on the normally established paydate.  The 
transaction is a debit for the City of Big Rapids and a credit for the employee. The City’s Payroll 
software system automatically creates an ACH file which is transmitted to the City’s ACH 
Origination Bank.  Reference the attached form entitled Authorization Agreement for Automatic 
Deposits (ACH). 
 
All Other ACH Authorization 
 
When it is procedurally and economically advantageous for the City of Big Rapids to establish 
ACH arrangements with various entities, as determined by the City Treasurer/Assistant City 
Treasurer, ACH transactions are encouraged.  In some instances, ACH transactions may be 
authorized to meet other entities’ processing requirements.  Such arrangements include, but are 
not limited to, credit card receipts, certain vendor and fringe benefit payments, receipts of monies 
from the federal, state or local government units, debt maturity payments, and internal bank 
account transfers.  A specific authorization form has been developed for this purpose.  Signature 
authorization by the ETO is required.  This form is used regardless if the City of Big Rapids is the 
originator or receiver of the ACH.  Reference the attached form entitled ACH (Automated Clearing 
House) Electronic Transaction Authorization. 
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CITY OF BIG RAPIDS 

ACH TRANSACTION POLICY 
 
Page                                                  Initial Policy Adoption                    This Policy Update 
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Payment Approval and Accounting 

 
Credit Card Receipts/Returns 
 
Daily deposits resulting from authorized credit card receipt transactions will come into the City’s 
main depository bank account by ACH on a daily basis as ACH credits.  Cancellations or returns 
of previous credit card receipts can result in ACH debits.  Credit card revenues are accounted for 
daily through the general ledger software cash receipting postings.  The main City depository bank 
account statement is reconciled monthly to the general ledger and audited annually by the City’s 
independent auditors to insure integrity and compliance.   
 
Vendor Payments 
 
Certain vendor payments (retirement system, deferred compensation, federal withholding) may be 
required to be paid by ACH transactions as debits for the City of Big Rapids.  The City 
Treasurer/Assistant City Treasurer may decide in other circumstances, such as property tax 
distributions to other governmental units, that it is mutually advantageous to both parties to use 
ACH transactions instead of paying by paper checks.  Usually the City of Big Rapids is the 
originator of the ACH transaction, but under certain circumstances the City may authorize another 
entity to be the originator of the ACH transaction.   
 
Such vendor ACH payments will be processed through the normal general ledger accounts payable 
software system, with the vendor record flagged for ACH payment.  The weekly general ledger 
software accounts payable run creates an ACH format file which is then transmitted to the City’s 
ACH Origination Bank. 
 
Documentation for vendor ACH payments will be filed and scanned under the same guidelines as 
other vendor payments made by check.  The general ledger software accounts payable reports 
identify which payments are by check and which are by ACH.  The City’s accounts payable 
checking account bank statement is reconciled monthly to the general ledger and audited annually 
by the City’s independent auditors to insure integrity and compliance.   
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CITY OF BIG RAPIDS 
ACH TRANSACTION POLICY 
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Payment Approval and Accounting 

 
 
Under certain circumstance, when the required ACH payment date does not fall within the normal 
general ledger software accounts payable weekly run date schedule, the City Treasurer/Assistant 
City Treasurer may authorize, by signature that the ACH payment be made manually, with a 
corresponding journal entry to the general ledger software system posted.   
 
Internal Bank Account Transfers 
 
The City of Big Rapids does not utilize ACH transactions to process Internal Bank Account 
Transfers.    
 
Other 
 
Other ACH transactions not specifically described above may be authorized by the City 
Treasurer/Assistant City Treasurer on an individual basis.  Completions of the ACH Electronic 
Transaction Authorization form will address any special concerns including approvals, accounting, 
and reporting.   
 
Reporting 
 
The authorized ACH transactions described in this policy fall within the normal reporting provided 
by the City’s general ledger software system and maintained within the City Treasurer’s Office.  
For Direct Deposit of payroll reports are maintained in City’s payroll software system.  ACH 
vendor payments are reported on the Accounts Payable Register within the City’s general ledger 
accounts payable software system.   
 
Those ACH transactions initiated manually (not by export file) are backed up by a journal entry 
form.  The City Treasurer/Assistant City Treasurer reviews journal entries on a regular basis.  
Monthly reconciliation of the bank account statements to both the general ledger and a manual 
cash log book, internally by Treasurer’s Office Staff and externally by the City’s independent 
auditors, are key to maintaining good internal controls and compliance.   
 
 
 
 
 
 
 



FIN – 13  

5    8/14  
 

CITY OF BIG RAPIDS, MICHIGAN 
TREASURER’S OFFICE-CITY HALL-226 S. MICHIGAN AVENUE 

BIG RAPIDS, MICHIGAN 49307 
Phone (231) 592-4010, Fax (231) 592-4011 

 
ACH (Automated Clearing House) Electronic Transaction Authorization 

 

Entity Being Authorized (indicate full address/phone):
 
 
  
 
 
Entity Financial Institution Routing Number 
Entity Financial Institution Account Number 
 
Entity Financial Institution Name, City, State 
 
 
Originator of ACH Transaction   (check one): _______ 
                                                                            _______ 
 
Receiver of ACH Transaction (check one):       _______ 
                                                                           _______ 
 
ACH Transaction (check one):                           _______ 
                                             _______ 
                                                                           
 
Purpose of the Transaction (check one): _______ 
 _______ 
 _______ 
 _______ 
 
 
 

______________________________________________
______________________________________________
______________________________________________
______________________________________________
email:   ________________________________________ 
 
______________________________________________
______________________________________________
Checking: ______                    Savings:_____ 
______________________________________________ 
 
 
City of Big Rapids, Michigan 
Other:  ________________________________________ 
 
City of Big Rapids, Michigan 
Other:  ________________________________________ 
 
Credit-Funds Received by City of Big Rapids 
Debit-Funds Sent by City of Big Rapids 
 
 
Credit Card Receipts (credit, or debit for refunds) 
Vender Payments (debit) 
Internal Bank Account Transfer 
Other-describe: 
______________________________________________
______________________________________________

  
 
For Vendor Payments from the City of Big Rapids: 

I authorize the City of Big Rapids to process payments to my financial institution account indicated above.  I                             
understand that I will receive notification from the City of Big Rapids of the payment.  If at any time I decide to 
discontinue this payment type or if my financial institution details change, I will notify the City of Big Rapids 
Immediately.  
Printed Name: ___________________________ Title: _____________________ 
Signature:      ___________________________   Date: _____________________ 
 

Approval by the City of Big Rapids Treasurer/Assistant Treasurer: 
            Signature:   ___________________________ Date: _____________________  
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CITY OF BIG RAPIDS 
 

PAYMENT VOUCHER COVER SHEET FOR ACH VENDOR PAYMENTS 
 

DATE OF ACCOUNTS PAYABLE CHECK RUN OR JOURNAL ENTRY              _________________________ 
 
JOURNAL ENTRY NUMBER IF APPLICABLE-MANUAL ACH                            _________________________ 
 
FISCAL YEAR 
 
VENDOR NAME 
 
VENDOR NUMBER 
 
VENDOR INVOICE NUMBER (S) 
 
 
 
 
 
 
 
ADDITIONAL DESCRIPTION IF NEEDED 
 
 
 
 

_______________________ 
 
______________________________________________ 
 
_______________________ 
 
No._________________________   $._______________ 
No._________________________   $._______________ 
No._________________________   $._______________ 
No._________________________   $._______________ 
No._________________________   $._______________ 
No._________________________   $._______________ 
 
 
______________________________________________
______________________________________________
______________________________________________
______________________________________________

TOTAL ACH AMOUNT   $________________________ 
 
 
 
 
DATE/INITIALS ACH FILE TRANSMITTED VIA INTERNET 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
_________________ 
 

SIGNATURE _______________________________________________________________ 
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Income Tax Threshold on Refunds and Payments Due 
 
With the adoption of Resolution No. 04-37, the City Commission authorized the 
Treasurer’s Office to adopt an income tax refund and payment policy whereby refunds 
that are under $1.00 will not be processed and payments due to the City under $1.00 will 
not be invoiced. 
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BLOCK PARTY GUIDELINES 

 

 
1. Barricading can occur for a maximum of five (5) hours in any 24 hour period. 
 
2. Barricading is permissible only between the hours of (6:00 p.m. to 10:00 p.m.) on 

Friday, (8:00    a.m. to 10 p.m.) Saturday, Sunday or holidays. 
 

3. Only streets in R-1 Districts may be barricaded for block parties. 
 

4. Seventy-five percent of residents in the area to be barricaded must sign the 
request for barricading. 
 

5. All City ordinances regarding alcohol, noise, and behavior in public remain in 
effect. 
 

6. A neighborhood may request barricading a street once each six months. 
 

7. Requests for barricading are to be processed through the City Clerk’s Office 
in the same manner as other special events. 
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REQUEST FOR BARRICADING STREET 
 

 
We, the undersigned residents of _________________________________ between 
                                                               (street name) 
____________________________ and _________________________ be barricaded  
       (cross street)                                                                     (cross street) 
 
between the above listed cross streets from ____________ to_________________ 
              (starting time)            (ending time) 
on  ________________________ for the purpose of a neighborhood block party.  
                                     (date) 
 
 
 
_________________________________________     Date:______________________ 
Signature of person completing form  
______________________________________________________________________ 
 
                    Name                                                            Address 
 
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 
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STATEMENT OF POLICY 
Appointments to Advisory Boards and Commissions 

 
 
Statement of Purpose: 
 
Advisory boards and commissions, through the roles of serving as sounding boards, 
handling prescribed administrative or policy review functions and in developing general 
policy recommendations, make very significant contributions to community growth and 
improvements. 
 
Procedures for Making Appointments: 
 
1)  The City Clerk shall develop and revise from time to time Interest Indicator Forms on 
which interested citizens may register interest in serving on municipal boards and 
commissions, which forms will include space for listing pertinent experience regarding 
background, education, interests and experience. 
 
2)  These Interest Indicator forms shall be available in the City Clerk’s office and in other 
public places from time to time. 
 
3)  The terms of members appointed to City Boards shall not exceed three years except 
as otherwise provided by this Charter or State Law.  (Section 3.3 (c) of City Charter). 
 
4)  No person shall serve more than three (3) consecutive full terms.  However, a 
person appointed to fill a vacancy when not more than one-half the unexpired term 
remains may be appointed to three (3) consecutive full terms.  (Section 3.3 (d), 14.2, 
and 16.2 of the City Charter).  Library Board members shall not serve more than two (2) 
consecutive terms (Section 15.2).  
 
5)  No person shall be a member of more than one City board at any one time without 
specific permission of the City Commission. (Section 3.3(e) of City Charter).  In 
circumstances when intra-board liaison is deemed very desirable, appointees may 
serve on two boards and commissions simultaneously.   
 
6)  To qualify for appointment to a City board or commission, a person must be a 
registered elector in the City and a resident of the City for at least one year prior to the 
day of his or her appointment.  Members of City boards or commissions shall remain 
registered electors and residents of the City during their tenure in office.   These 
qualifications do not apply to City boards or commissions where the membership 
qualifications are prescribed by State Law.  (Section 3.3(f) of City Charter) 
 



MIS - 2 
 

ADOPTED 1-22-13, 
RESOLUTION NO. 13-10 

BASED ON CITY CHARTER 
IN  EFFECT ON 10-9-12 

 
 

 2 10/12 
 

7)  For members of boards dealing directly with taxation questions, City residency may 
be waived in favor of ownership of City property, if not prohibited by State Law. 
 
8)  The City Clerk shall publicize all vacancies and solicit applicants through available 
media prior to a person being nominated to fill such vacancy.  (Section 3.3(h) of City 
charter). 
 
9)  When existing terms expire or vacancies occur, the Mayor will review the interest 
indicators for boards and commissions for that particular advisory board or commission. 
 
10)  The Mayor shall make nominations for appointment in not more than 45 days after 
the date a vacancy first occurs.  Any such nomination shall become effective only upon 
approval of the City Commission.  From the time the City Commission receives official 
notification of the nomination, it shall have 15 days either to approve or reject the 
nomination.  If the City Commission does not approve or reject the nomination during 
this period, the nominee shall be considered as having been approved.  (Section 3.5 (e) 
of City Charter) 
 
11)  In those cases where it is prescribed by appropriate ordinances or statutes, 
appointments shall be made by confirmation by the City Commission after initial 
recommendation by the Mayor or City Manager is made. 
 
12)  Unless provided by State law, citizens shall not be appointed to Non-Charter 
boards or commissions for (regular) terms exceeding three consecutive terms 
(exclusive of initial appointment to complete an unexpired term of less than one-half the 
unexpired term) unless there are no other interested and qualified candidates for a 
particular vacancy. 
 
13)  Full-time City employees shall not be eligible for appointment as a member of a 
City board or commission.  Part-time City employees shall be eligible for appointment 
where there is no conflict between the part-time employment and the function of the City 
board or commission. 
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October 2014 

Guidelines for Recreation Program Rates and Instructor Pay 

 

1. Instructors & coordinators are compensated based on an hourly rate for their class 
instruction for nominal rate programs.  This is determined based on skills and 
certifications pertaining to the program offered in the community. 
 

2. Instructors & coordinators will be compensated a percentage of the program 
should it be offered in a session.  Rates will be determined based on the program 
offering times, type of class, number of instructors and sessions.  The program will 
then require a minimum number of participants, typically set at 5 persons, to enable 
a 60% to instructor and 40% to City revenue split.   

a. Programs can have a sliding pay scale (70/30, 80/20 or 90/10 split) to 
encourage program continuation rather than cancelation.  
 

3. All rates and instructor compensation is set to encourage recreation programs to 
be self-sustaining, but a reasonable rate for community members.  Each program 
offered will have a resident and non-resident rate to ensure City residents are given 
the lowest price for leisure services.  
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NUISANCE WILD ANIMALS 

 

The following procedure has been developed for those residents encountering nuisance 
wild animals: 

• Nuisance wild animals shall include skunks, opossums, raccoons and 
woodchucks 

• Nuisance arising from the presence of skunks, opossums, and raccoons 
can be largely eliminated if building and ground areas are kept clean of 
debris and particularly foodstuffs which are enticing to these species.  

• Cats, bats, squirrels, and birds are not covered under this policy and will not 
be handled by the Department of Public Works. 

 

TRAPS 

The City will make traps available for use by individual residents or property owners to 
catch nuisance animals.  The traps may be obtained at the City Garage, 325 N DeKrafft 
Avenue during normal working hours of 7:00 a.m. to 3:30 p.m., Monday through Friday.  
We advise that traps not be set after noon on Friday as there is no weekend pickup.  
A written record will be kept of traps that are checked out.  If the trap is not returned in 
three weeks, the price of a new trap will be charged to the resident or homeowner on 
record.   

To insure the least excitement for trapped animals, it is suggested that the traps be 
covered with cloth or other opaque material at the time the trap is set as this will facilitate 
picking up the trap and transporting the caged animal.  Once an animal has been 
captured, please contact the Public Works Department at 592-4015 to schedule a pickup 
and transport to a disposal site where the animal can be freed.  
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CITY LIABILITY POLICY FOR SPECIAL EVENTS 

 
 

Advance notice must be given to the City of all special events and activities planned to be held on 
City streets, parks, or other facilities.  A permit or written authorization may be issued, depending on 
the nature and location of the event or activity.  All activities that require the closing of City streets 
will require a permit, as well as all medium to special hazard events.  Each activity or event will be 
classified as Low Hazard, Medium Hazard, High Hazard, or Special Hazard.  Insurance requirements 
are established for events as categorized below. 
 
LOW HAZARD:  Requires registering the event with the City of Big Rapids.  These events involve 
no physical activity by participants and no severe hazard exposure to spectators. 
 
 EXAMPLES – Includes, but is not limited to: 
   Arts and Crafts shows 
   Basketball Bounce Fund Raisers 
   Charity Fund Raising Drives (Soliciting donations with shoppers) 
   Christmas Tree Lighting Ceremony 
   Classic Car Shows 
   Community Concert/Music events 
   Family type concerts 
   Flag Ceremonies 
   Flea Markets 
   Indoor or outdoor meetings 
   Jail-N-Bail Events 
   Medical Clinics – Hearing/Eye 
   Parades with no floats 
   River Races (non-participatory: rubber duck races) 
   Small theatrical performances 
   Sidewalk Sales 
   Social gatherings (no alcoholic beverages). 
   Walk-A-Thons 
   Weddings on City property 
 
 
MEDIUM HAZARD:  Requires registering the event with the City of Big Rapids and signing a Release 
Form Agreement. 
 
 Limited physical activity by participants and no severe hazard exposure to spectators.  
 Crowd size of events – under 2,500 
 
 EXAMPLES – Includes, but is not limited to: 
   Animal shows   Parades with floats 
   Bed Races    Political /Religious/Workforce Rallies 
   Bicycle Races   Push Cart Races 
   Children’s Easter Egg Hunt Radio Controlled Car Races  
   Civil War Enactments  Running Road Races/Marathons 
   Horse Drawn Sleigh Rides  Street Dances 
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   Old Timer’s Softball Game 
 
 
 
HIGH HAZARD:  Requires registering the event with the City of Big Rapids and providing a 
Certificate of Insurance (see below). 
 
 Major participation by participants and moderate to severe hazard exposure  
 to spectators or possible crowd size of over 2,500 but under 10,000. 
 
 EXAMPLES – Includes, but is not limited to: 
   Carnivals with rides 
   Circuses 
   Remote Control Airplane Events 
   River Raft Races 
 
 
A Certificate of Insurance shall be evidenced to the City prior to the event and shall include the City 
as Additional Insured.  The coverage shall be as follows: 
 
 A.  General Liability (occurrence basis only) with the following coverage   
  inclusions: 
   Broad Form General Liability Endorsement or Equivalent 
   Independent Contractor coverage 
   Contractual Liability 
   Products and Completed Operations 
 
 B. Limits of Liability shall be not less than $1,000,000 per occurrence and/or   
  aggregate, combined single limit for Personal Injury, Bodily Injury and   
  Property Damage. 
 
 C. Worker’s Compensation and Employers’ Liability 
 
SPECIAL HAZARD:   Events in the Special Hazard group shall be reviewed and thoroughly planned 
with input from the Insurance Carrier representative and City Staff with Commission approval.   Also 
applies for possible crowd size of over 10,000. 
 
 EXAMPLES:  Air Shows/Airplane Rides 
   Rock Concerts 
   Rodeos 
   Vehicle races 
   Fire Works Displays 

All functions where alcoholic beverage are served 
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SPECIAL EVENT OR ACTIVITY REGISTER 
 

TYPE OF ACTIVITY:_____________________________________________________ 
 
NAME OF ORGANIZATION:______________________________________________ 
 
CONTACT PERSON:_______________________    PHONE NO:_________________ 
 
ADDRESS:____________________________________________________________ 
 
DATE OF EVENT:_________________________      Beginning Time:_____________ 

                 Ending Time:_______________ 
LOCATION:____________________________________________________________ 
______________________________________________________________________ 
 
NO. OF PEOPLE INVOLVED:_____ ARE CHILDREN INVOLVED?_____________ 
 
          YES  NO 
 
WILL PEOPLE BE GOING DOOR-TO-DOOR?                             ____  ____ 
 
IF THE ACTIVITY INVOLVES STANDING AT A LOCATION, 
HAVE THE PROPERTY OWNERS GIVEN PERMISSION?  ____  ____ 
 
IF THE EVENT IS A MOVING ACTIVITY, WHAT IS THE ROUTE TO BE TAKEN: (No markings 
such as chalk, paint, etc. of any kind will be allowed on roads, sidewalks, Riverwalk, etc.)  
 
 
 
WILL THE ACTIVITY INVOLVE THE USE OF  STREETS?  ____  ____ 
       SIDEWALKS? ____  ____ 
       PARK LANDS? ____  ____ 
 
IF THE ACTIVITY USES CITY PARK LANDS, HAS PARK AND RECREATION BOARD 
APPROVAL BEEN GRANTED?        ____  ____ 
               
IS THIS A REQUEST FOR A STREET CLOSING?   ____  ____ 
 IF SO, WHICH STREETS?___________________________________________ 
 WHICH INTERSECTIONS?__________________________________________ 
 
WHO WILL GUIDE/ESC ORT THE ACTIVITY?________________________________ 
 
IS PUBLIC SAFETY ASSISTANCE REQUESTED?   ____  ____ 
 
IS PUBLIC WORKS ASSISTANCE REQUESTED?   ____  ____ 
 
IF SO, HAVE THE NECESSARY ARRANGEMENTS BEEN MADE WITH THESE                     
DEPARTMENTS.        ____  ____ 
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IF ACTIVITY IS HELD ON CITY PROPERTY, ASK IF A CERTIFICATE OF INSURANCE OR 
HOLD HARMLESS FORM IS REQUIRED.    ____  ____ 
 

CITY OF BIG RAPIDS 
ACTIVITY RELEASE FORM  

 
Names and Address of   ______________________________ 
Individual/Firm/Organization  ______________________________ 
      ______________________________ 
      Phone No. _____________________ 
 
EVENT:______________________________________ 
 
DATE:_______________________________________ 
 
TIME:________________________________________ 
 
LOCATION:___________________________________ 
 
The above named individual/firm/organization releases the City of Big Rapids and 

any employee thereof, from all suits, claims and actions for damages of every name 

or description brought or claimed against it for or on account of any injury or damage 

to person or property received or sustained by any party or parties, by or from any 

of the acts or omissions or through the negligence of said individual/ firm/ 

organization/his/her/its agents or employees, which arise out of the circumstances 

of the following activity: 

 
________________________________________________________________ 
(describe event, incident, or activity in which the person or entity will be participating) 
 
______________________________________________________________________ 
 
  
   SPONSOR’S SIGNATURE:____________________________ 
 
Signed and Sworn this _______ day of ________________, 20____.  
  
  

     ___________________________________ 
      Notary Public, Mecosta Co., MI 
      My Commission Expires _______________ 
      Acting in Mecosta Co., MI  
 
(Please remember this form has to be signed in the presence of a Notary Public.) 
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SPECIAL EVENT ACKNOWLEDGEMENT 
 
 

TYPE OF EVENT:__________________________________________________ 
 
NAME OF ORGANIZATION OR INDIVIDUAL SPONSORING EVENT: 
 
_________________________________________________________________ 
 
CONTACT PERSON:__________________   PHONE NO.__________________ 
 
DATE OF EVENT:__________________________________________________ 
 
TIME:____________________________________________________________ 
 
LOCATION(S):_____________________________________________________ 
 
_________________________________________________________________ 
 
ROUTE (IF 
APPLICABLE):____________________________________________________ 
 
_________________________________________________________________  
 
_________________________________________________________________ 
 
                                                                                                         YES           NO 
 
A)  Park and Recreation Board approval required?                    ____         ____ 
 
B)  Public Safety assistance requested?                                      ____        ____ 
 
C)  Public Works assistance requested?                                      ____        ____ 
 
D)  Cleanup is the responsibility of sponsoring organization.             
 
 
Please be advised that if the activity is one which will utilize City streets or 
right of ways, the Big Rapids Public Safety Department must be contacted 
directly for approval and/or necessary assistance. 
 
 
Public Safety Dept. Acknowledgement____________________     __________
             Date 
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TEMPORARY LIQUOR LICENSES 
 

The Director of Public Safety is authorized to approve applications for temporary liquor 
licenses, subject to the following conditions: 
 

a) A thirty-day period exists between the date of application and the date of the 
event. 

 
b) The use of the license and the consumption of alcoholic beverages is to be 

within an existing permanent structure on the licensed premises. 
 

c) The premises are owned or leased on a long-term basis by the applicant. 
 

d) Liability Policy - a bond in the amount of $1,000.00 shall be provided. 
 

e) Although no hours for the play of music shall be specified, it is expected that the 
provisions of Section 90.15, Noises Prohibited, of the Code of Ordinances will be 
adhered to. 

 
f) Sale of alcoholic beverages shall cease at not later than 2:00 a.m. as prescribed 

by the State License. 
 

g) The Director of Public Safety shall determine the maximum occupancy 
permissible for the structure or structures within requirements established by the 
Fire Code.  The applicant shall demonstrate a plan whereby sales will be limited 
and controlled so as to keep the attendance within specified limits. 

 
The Director of Public Safety is authorized to exercise discretion and may decline to 

approve a temporary liquor license, even if all the above conditions are met, which action may 
be appealed to the City Commission. 
 

Requests for temporary liquor licenses which are for premises other than those owned 
or leased by the applicant shall be referred to the City Commission for review and approval. 
 

Likewise, requests for deviation from the conditions which the Department of Public 
Safety is authorized to give approval shall also be referred to the City Commission. 
 

Licenses will be denied when, in the opinion of the Director of Public Safety and/or City 
Commission, the potential for attendance exceeds accommodations or may become so large 
that effective police control or emergency response is rendered ineffective. 
 

It is recognized that the City Commission in granting approval for specific requests for 
temporary liquor licenses, shall have the responsibility and authority to establish special 
requirements in keeping with anticipated circumstances, i.e., requiring evidence of a liability 
insurance policy and specific hours for the stopping of live or amplified music, and for the sale 
of alcoholic beverages on the premises. 
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RESOLUTION NO. _____ 
 
 

Commissioner ___________ moved, seconded by Commissioner _______________, the 
adoption of the following: 
 

RESOLUTION APPROVING TEMPORARY 
 LIQUOR LICENSE FOR _____________ 

     
 
BE IT RESOLVED , that a temporary liquor license be approved as follows: 
 
 

• Organization ______________________________________________ 
 

• Location _________________________________________________ 
 

• Dates: ___________________________________________________ 
 

 
Subject to the following conditions: 
 

• Liability Insurance __________________________________________ 
 

• Time(s) for Cessation of music: _______________________________ 
 

• Time(s) for Cessation of Liquor sales: ___________________________ 
 

• Other: ____________________________________________________ 
 

____________________________________________________ 
 
 

 
Yeas: 
 
Nays: 
 
The Mayor declared the resolution _____________. 
 
Dated:  
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RESOLUTION NO. 14-66 
 

 
Commissioner James moved, seconded by Commissioner Hogenson, the adoption of 
the following: 
 
 

RESOLUTION ADOPTING THE POLICY FOR 
INFORMATIONAL MATERIAL TO BE INCLUDED WITH 

THE CITY UTILITY BILL MAILING 
 
 
 
 WHEREAS, the City offers the opportunity for community organizations to include 
printed informational materials in the City’s utility bill, which is a service to them by 
distributing the information to City utility users and saving them the cost of postage, and 
 
 WHEREAS, with the number of such requests increasing, it is necessary that 
guidelines be established to insure that City information has priority. 
 
 NOW, THEREFORE BE IT RESOLVED, that the City Commission hereby adopts 
the attached ‘Policy for Informational Material to be Included with the Utility Bill Mailing’. 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba 
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  June 16, 2014  
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POLICY FOR INFORMATIONAL MATERIAL TO BE 
 INCLUDED WITH THE UTILITY BILL MAILING 

 
 

The following policy shall be used for including informational materials in Utility Bill mailings: 
 

1. The priority of material to be included, regardless of order of submission.   
a. City programs and information 
b. Quasi-governmental (City sponsored events) 
c. Education 
d. Non-profit 
 
The City reserves the right to use its discretion in determining material that is 
appropriate to be included with the Utility Bill mailing. 

 
2. Material that will not be included. 

a. Profit 
b. Political/Campaign material 

(Factual information to educate voters is not considered campaign materials) 
 

3. Prepaid fee of $250.00 (refundable if material is not included). 
a. Fundraising material (required) 
b. Quasi-governmental (to be determined) 
c. Education (required) 
d. Non-profit (required) 

 
The automated process of preparing the Utility Bill mailing is limited to 1 bill and 2 inserts.  The 
maximum number of sheets that can be included is typically 5, depending on postal weight. 
 
The informational material must be prepared as specified by the City which includes but not 
limited to, quantity, date materials are due to City, 20 lb. paper, and folding requirements. 
 
Organizations shall coordinate their materials to utilize the front and back of 1 sheet of 
paper.  The City will control inserts such that all sides, front and back, will be used before 
another sheet will be approved to be inserted.  The City will only be involved in this process 
to the extent of providing contact information on organizations.  In these cases, each 
organization must pay the $250.00 fee. 
 
If an organization chooses to insert their informational material manually, 1) the process must 
be completed in 1 day as specified by the City, 2) the process must be completed at City Hall 
and, 3) the organization will use the postage machine to seal the envelops.  
 
The City will not delay the billing process to accommodate informational material.  If the 
material has not been received as scheduled, it will not be included in the bills. 
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RESOLUTION NO. 05-94 
 

 
Commissioner Hogenson moved, seconded by Commissioner Rothstein, the adoption 
of the following: 
 
 

RESOLUTION ADOPTING CITY POLICY REGARDING 
THE USE OF POST OFFICE BOX NUMBERS  

FOR CITY BUSINESS 
 
 

 WHEREAS, on occasion, the City Treasurer’s Office has difficulty finding owners 
or users of City services, and 
 
 WHEREAS, due to privacy laws, the Post Office cannot release actual physical 
location addresses when a Post Office Box Number is being used. 
 
 NOW, THEREFORE, BE IT RESOLVED, that the City Commission authorizes 
that all physical location addresses must be used on all City documents along with a 
Post Office Box Number if applicable and all City employees must follow the same 
procedure on all employment related documents. 
 
 
 
 
Yeas:   Brennan, Harper, Hogenson, Rothstein, Burch 
 
Nays: None 
 
The Mayor declared the resolution adopted. 
 
Dated:  July 18, 2005 
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RESOLUTION NO. 10-54 

 
Commissioner Harper moved, seconded by Commissioner Anderson the adoption of 
the following: 
 
 

RESOLUTION ADOPTING PAPER SAVING POLICY 
 

 
 WHEREAS, the Mayor asked the Media Committee to explore a paperless 
packet initiative for City Commission agenda packets, and 
 
 WHEREAS, the Committee concluded through its review and study that there is 
not total consensus at this time to go to a completely paperless distribution system of 
Commission materials, and 
 

WHEREAS, the Committee did, as a result of its study, develop a Paper Saving 
Policy for the City staff and Commission, identify ways and procedures to keep City 
paper usage at a minimum. 

 
NOW, THEREFORE BE IT RESOLVED, that the City Commission hereby adopts 

the attached City of Big Rapids Paper Saving Policy.  
 
 
 
 
 
 

Yeas:  Anderson, James, Harper, Rothstein, Warba     
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  April 19, 2010 
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CITY OF BIG RAPIDS 
PAPER SAVING POLICY 

 
 
 
The City of Big Rapids and its employees shall make every effort to reduce the 
amount of paper used in the course of City business.  The following guidelines 
have been established: 
 
 
1) INTERNAL OPERATIONS AND DISTRIBUTION OF INFORMATION  
 

a) Materials, documents and files shall be shared and distributed 
between departments/staff electronically whenever possible.  

 
b) Paper copies that are not formal in nature shall be double sided. 
 
c) Colored prints will be made only when necessary. 

 
 
 
2) EXTERNAL OPERATIONS AND DISTRIBUTION OF INFORMATION 
 

a) Whenever possible, materials, documents and files shall be shared 
and distributed electronically.   This process will save paper, as well 
as, in many cases, envelopes and postage. 

 
b) Paper copies that are not formal in nature shall be double sided. 

 
 
 
3) CITY COMMISSION PACKETS 
 
Where possible, the City will move in the direction of a paperless agenda packet.  
It is recognized that this type of packet is not workable for every Commissioner.  
The City shall continue to work in the direction of a workable system of a 
paperless agenda packet. 
 

a) The Clerk’s Office shall maintain a distribution list identifying the 
method by which each City Commissioner wishes to receive their 
agenda packets.    The current options consist of paper, electronic 
transfer (e-mail) or flash drive. 

 
b) For paper copy, the following guidelines shall be established: 
  
 1) Copies made for distribution shall be double sided.  
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2) Only PowerPoint presentations formatted in the 6 handout 

format will be copied for distribution. 
 

3) Large maps and pictures shall not be a part of the packets, but 
referenced in the staff report and made available at the 
meeting. 

 
4) Printing of large documents shall be avoided, with printing 

limited to only pages considered necessary for discussion 
purposes. 

 
 

c) For electronic transfer or flash drive distribution, the following 
guidelines are established: 

 
1) Wednesday draft agendas will be sent electronically to all with 

computer and e-mail access.  
 

2) Friday meeting packet documents will be assembled and 
scanned for distribution through e-mail or flash drive. 

  
3) Large maps and pictures shall not be a part of the packets, but 

referenced in the staff report and made available at the 
Commission meeting. 

 
4) Based on the requests of the individual Commissioners, the 

packet will either be sent by e-mail or distributed by flash 
drive. 

  
d) City staff and the press shall receive all agenda packets 

electronically through e-mail. 
 
3) RESOURCE MATERIALS 
 
Larger documents furnished to the City Commissioners, such as the City Charter, 
Code of Ordinances, and Zoning Ordinance will be supplied on flash drives. 
 
4)   USE OF CITY INFORMATION TECHNOLOGY EQUIPMENT 
 
Any City Commissioner or other individual being issued City owned information 
technology equipment shall be subject to the City of Big Rapids Information 
Technology Policy Rules and Regulations.    
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Severe Storm Policy 
 

I) Purpose:  
 
The purpose of this policy is to establish guidelines for reacting to severe storm 
conditions that occur in Michigan.  The goal of this policy is to reduce the danger to all 
employees and protect community members from the harm associated with severe 
weather.  

 
 

II) Procedures: 
 
A) Severe Storm Watches: 
 

1) Central Dispatch will advise Department of Public Safety personnel of severe 
weather watches, severe thunder storm and tornado warnings. 

 
a. The on-duty Fire Division personnel will alert City Hall employees of a 

watch or warning by doing an all-page on the phone system using X-6202. 
The Department of Public Works will be responsible for alerting their 
outside facilities. 

 
b. Individual supervisors will decide any further steps they wish to take. 

Examples include alerting personnel to watch for severe weather, placing 
spotters outside the building, and securing loose material in and around 
their buildings. 

 
2) All City employees should be alert for changing weather conditions and monitor 

radios for additional information. 
 

a. City Hall employees should report any observations to their supervisors. 
 
b. Outside City work crews should report any observations directly to Central 

Dispatch or their own base. 
 
 

B) Severe Thunderstorm Warning: 
 
1) The procedure for Thunderstorm Warnings will be the same as outlined above 

for watches and will include the following additional steps. 
 

a) Outside work crews should seek appropriate shelter until the warning 
expires. 

 
b) Supervisors should give serious consideration to the use of spotters since 

these types of storms often produce tornados. 
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C) Tornado Warnings: 
 

1) In the case of a tornado warning affecting Big Rapids, the warning sirens will 
be activated. The warning signal will be a three minute steady signal on the 
sirens. On-duty Fire Division personnel will insure the information has been put 
out over city police and fire channels. City Hall employees will be alerted by 
the activation of the warning sirens. 

 
• All non-sworn staff, on duty city employees, and visitors of City Hall 

will go into the hallway in the basement of City Hall for the duration of 
the tornado warning. The “all clear” signal will be a three minute wail 
(up and down) on the sirens. 

 
2) DPW work crews and any other city employees outside of their facilities should 

take cover as quickly as possible in the most convenient shelter.  
 
3) The activation of the warning sirens is to be done only on the direction of the 

Emergency Management Coordinator, usually via Central Dispatch or based 
on an official National Weather Service Warning. 

 
• A confirmed report of a funnel cloud from police/fire personnel may be 

used as reason for siren activation if the City is in the path of the 
reported funnel cloud. All other such reports should be forwarded to 
Central Dispatch or the National Weather Service.  

 
 

III) Responsibility: 
 
It is the responsibility of all employees to comply with this policy. 
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CITY OF BIG RAPIDS 
 

Capital Improvement Programming Policy 
 

I. Intent 
 

It is the intention of the City of Big Rapids, through the process of capital 
improvement programming, to promote both long term financial stability of the 
community and long term integrity of municipal facilities, structures, and 
equipment. 
 

II.  Development 
 

A.    Definition 
 

For the purpose of developing a capital improvement program (CIP), capital    
improvements shall be defined as – facilities, structure, equipment, and 
improvements thereto having a useful life of at least three years and an 
acquisition cost of at least $5,000. 
 

B.    Development Schedule 
 
1. The Department of Neighborhood Services shall prepare a recommended 

schedule for creation and adoption of a three year CIP annually.  At the outset 
of annual preparation the City Commission shall be provided an opportunity 
to review and approve the recommended schedule. 
 

2. In so far as practicable, development of a three year CIP shall occur prior to 
the annual municipal budgetary process. 

 

C.   Creation and Utilization Directives 
 

1. The City will develop a multi-year plan for ongoing capital improvements, 
update it annually, and make capital improvement investments in 
accordance with the plan so far as practicable. 
 

2. Capital improvement projects which violate the principles and concepts of 
an adopted City plan or which duplicate other public and/or private services 
will not be constructed. 

 
3. Capital improvement financing shall support facility and equipment repair, 

maintenance, improvement, and/or replacement and will also fund 
implementation of approved plans that foster economic and neighborhood 
development, maintenance, and redevelopment. 

 

 
(1) 
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D.   Project Analysis and Prioritization  

 
Upon receiving requests from various departments for capital improvement 
funding, the Big Rapids Planning Commission shall engage in a process of project 
prioritization utilizing the following review criteria: 

 
1.  Project will improve quality of life and/or quality of service of residents       
        and users.   
 
2.   If deferred, absence of project would negatively impact residents and     
        users. 
 
3.   Project will result in creation of permanent jobs and/or generate  

  additional net revenue to the City.     
       

4.   Project is part of an approved replacement schedule. 
 
5.   Projects which reduce the cost of operations. 

 
6.   Project is part of a multi-year funding commitment. 

 
7.   Projects which will increase property values in a neighborhood,            

  residential, or commercial district. 
 

8.   Project is part of, or complements, other ongoing projects. 
 
9.   Projects which recover City’s cost in five years or less. 

 
10.   Projects impacting the greatest number of people. 

 
11.   Projects creating the least disruption and inconvenience to users         

  and/or citizens. 
 

12.   Projects which are an element of an approved City plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 

(2) 
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E.  Project Classification 
 
Having prioritized requested projects, the Planning Commission shall place each   
project in one of the following categories: 
 

 
CATEGORY  GENERAL CRITERIA 
 
High   Urgent, high priority projects that should be done if at all possible.   
                           These include projects that are required to complete a major public  
   improvement;  projects that would address an emergency, or remedy   
    a condition dangerous to public health, welfare, and safety;  projects 
   needed to correct an inequitable distribution of public improvements 
   in the past;  projects that would provide facilities for a critically needed 
   community program;  and projects vital to the economic stability of the  
   City. 
 
Intermediate  High priority projects that should be done as funding becomes  

available.  These include projects that would benefit the community;  
and projects whose validity of planning and validity of timing have 
been established. 
 

Low   Worthwhile projects to be considered if funding is available.  These  
   are projects that are adequately planned, but not absolutely required,   
   and should be deferred to a subsequent year if budget reductions are  
   necessary. 
 
 
 
 

III. Capital Improvement Approval 
 

While the Planning Commission will play an important role in developing a CIP, 
recommendations coming from the Plan Board to the City Commission are purely 
advisory in nature, It is the sole responsibility of the City Commission to approve 
and adopt a CIP for any given year. 
 
 
 
 
 
 
 
 
 
 
 
 

(3) 
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FIRE POLICIES FOR CITY OF BIG RAPIDS FACILITIES 
 
 
The purpose of this summary is to establish guidelines for employee evacuation in the 
event of a fire.  The goal is to reduce the danger to all on-duty employees.  
 
Fire exits at all locations are shown on a posted building diagram and employees should 
acquaint themselves with the exit locations.    
 
Evacuation process for all locations is listed below.  
 
 
Location:  BIG RAPIDS ROBEN HOOD AIRPORT 
 

Employees should exit the building and gather at the north end of the entrance 
driveway and remain there until they are released by a supervisor.  
 

 
Location:  BIG RAPIDS CITY HALL 
 

Once employees have evacuated the building, they should gather on the west side 
of Michigan Avenue directly across from City Hall.  Employees should remain in 
this area until they are released by a supervisor. 

 
 
Location:  CHARLES E. FAIRMAN POOL 
 

Employees should exit the building and pool area and gather in the parking lot 
east of the building and remain there until they are released by a supervisor.  
 

 
Location:  DART BUILDING 
 

Employees and occupants should evacuate the building by the nearest entrance 
(front door on east side, back door on west side or the north door).  Once out of 
the building, all occupants should walk across Bronson Street and meet near large 
boulder on the corner of the Haworth Entrance, which is on the east side of our 
building. 

 
Location:  DPW Garage 
 

Employees should exit the building and gather at the north-east corner of the north 
parking lot and remain there until they are released by a supervisor.  
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Location:  PUBLIC SAFETY BUILDING 
 

All personnel shall evacuate the building should an in- house fire alarm sound, 
except for on duty firefighters, who will search the building to locate the source of 
the alarm. 
 
Staff:  After securing their workstation, any employee  not directly involved with 
the emergency shall leave the building at the nearest exit. They shall go to the 
front side of the building (Michigan Ave) and report in front of the World Trade 
Center Memorial until the emergency is over. The Administrative Secretary (or 
front desk personnel) shall be responsible for accounting for those known to be in 
the building at the time of the alarm. 
 
Visitors:  Any visitors in the building shall leave the building at the same time as 
employees.  People in the Community Room shall exit through either the front 
doors or the rear door of the Community Room and stage on the sidewalk in front 
of the World Trade Center Memorial. Accountability for those in the Community 
Room shall be the responsibility of the group’s leader or their instructor.  

 
 
Location:  WATER PLANT 
 

Employees should exit the building and gather at the corner of Osceola and 
Waterloo Streets and remain there until they are released by a supervisor.  
 
 

Location:  WASTEWATER TREATMENT PLANT 
 
Employees should evacuate the building and gather at the corner of River/Lilac 
and Chestnut west of the rest room building.  They should remain there until they 
are released by a supervisor. 
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RESOLUTION NO.  11-89 
 
 

Commissioner Harper moved, supported by Commissioner Rothstein, the adoption of the 
following: 

 
 

RESOLUTION ADOPTING A BUSKER POLICY 
FOR AREAS IN THE CITY OF BIG RAPIDS 

 
 WHEREAS,  during various times during the year, the City has requests from citizens 
who are interested in acquiring a license to Busker, and 
 
 WHEREAS, the definition of a Busker is a street performer(s) who may be (but not 
limited to being) actors, singers, musicians, jugglers, mimes, human statues, magicians or 
puppeteers, and 
 
 WHEREAS, the purpose of this policy is to establish guidelines for Buskers for the use 
of areas within the City of Big Rapids parks and properties, and 
 
 WHEREAS, the Park and Recreation Board has discussed these guidelines and 
recommends approving the attached Busker Policy.   
 
 NOW, THEREFORE BE IT RESOLVED, that the City Commission hereby adopts the 
attached Busker Policy for the City of Big Rapids. 
 
 
 
 
 
 
 
 
 
 
 
Yeas:  Anderson, James, Harper, Rothstein, Warba     
 
Nays:  None   
 
The Mayor declared the resolution adopted. 
 
Dated:  July 18, 2011 
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Busking Policy 
 
 

Definition of a Busker:  A street performer(s) who may be (but not limited to being) actors, singers, 
musicians, jugglers, mimes, human statues, magicians or puppeteers.  
 
Areas within the City of Big Rapids parks and properties where busking is allowed: 
 
Hemlock Park (not including Bandshell) 
Pocket Park (excluding Fridays 10:00 a.m. – 3:00 p.m., May - October) 
North End Park 
Centennial Park  
Mitchell Creek Park  
Other City properties such as parking lots and sidewalks if approved by City of Big Rapids and 
adjacent property owner  
 
Approval 
 
Application submitted and approved by the City of Big Rapids 
Permit must be displayed at all times while performing  
Only one permit holder required per group  
Permit holder must be present at all performances 
Individuals 16 years of age and younger must have an adult to sign the permit  
Groups cannot be larger than 5 individuals without written permission from the City of Big Rapids 
 
What is not permitted? 
 
Causing a nuisance or obstructing pedestrian or vehicle traffic and entrances to shops or buildings 
Excessively loud performances 
Acts that involve animals 
Selling or offering for sale any articles, commodity or services with the exception of the busker’s own original 
CDs/DVDs 
Using dangerous implements or materials as part of the performance 
Vilification of any community members, including, but not limited to, racial, sexual, gender or disability 
discrimination 
No performing at or near prescheduled events, except with the permission of the event contact.  
The events are, but not limited to: Riversdays, Relay for Life, Old Timers ballgame, parades, Pocket Park on 
Fridays (May – October)  from 10:00 a.m. – 3:00 p.m. and Bandshell performances.    
 
How to apply 
 
Busker’s must meet certain criteria and agree to abide by the conditions set out in the Busking Policy.  
This policy and busking application forms are available at City Hall Clerks Office during regular 
working hours.  When applying for approval you will need to provide proof of identity containing a 
photograph.  Busking permits will generally be issued over the counter within 2-3 business days.  
 
What is the cost for a busking permit? 
 
Annual Busking permits are available.  The 12 month permit is $5 (replacement fees are $5).  A 
Special Event permit is required for performing at any City approved event in a City park.      
 
General performance times are as follows: Monday – Sunday from 12:00 p.m. – 6:00 p.m., limited to 1 
½ hour performances per location, per day. 
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COMMISSION INFORMATION DISTRIBUTION POLICY 
 
 

The City of Big Rapids prides itself on its efforts to inform the residents about the workings of 
the City of Big Rapids government.  The Commission also recognizes that there are limitations 
to staff time and budgets, which prevent all residents from receiving all the printed material 
available.  With current technology, much of the information distribution can be done 
electronically. 
 
Additionally, much of the information generated by staff for City Commission review is “work in 
progress” and as such certain preliminary reports may confuse the residents since the report 
in question is not a final position.  Staff may choose to distribute some information only in its 
final form. 
 
The following Policy is a guide to staff concerning the distribution of City documents. 
 

1. Copies of “agenda face sheets” for City Commission meetings are to be distributed via 
e-mail.  Anyone who does not have e-mail can request them by mail.  Mailing and e-
mail lists will be kept at the Clerk’s Office.  Agendas are posted on the City Hall bulletin 
boards, as well as the City’s website per the Opens Meeting Act.  

 
2. The “Manager’s Newsletter” is an effort for the City Manager and staff to communicate 

important issues to the City Commission and community in a timely fashion.  It is neither 
a position paper nor an official City document.  Therefore, the distribution of this 
Newsletter shall be at the discretion of the City Manager, taking into consideration the 
sensitivity of the material and the staff limitations.  Information within this newsletter shall 
not be considered City policy until discussed and adopted by the City Commission at a 
City Commission meeting. 

 
Distribution of the Manager’s newsletter shall be weekly via e-mail to City 
Commissioners, City staff, representatives of radio and press, community, and 
requesting organizations.   For the weeks that there are City Commission meetings, the 
newsletter shall be incorporated within the agenda packet. 

    
3. The “Agenda Packet” document is usually voluminous and technical in nature.   To 

reduce the use of paper and printing costs, the City Commission will utilize ‘tablets’ to 
receive their agenda packets electronically.  City staff, the Community Library, reporting 
representative of the newspaper, and requesting organizations shall also be sent the 
agenda packet electronically via e-mail.   

 
4. Copies of resolutions and/or ordinances to be considered for adoption at the City 

Commission meetings will be posted on the Commission Room bulletin board the day 
of each City Commission meeting. 
 

5. The full agenda packet can be found on the City’s website www.ci.big-rapids.mi.us.  A 
printed copy will be available for public review the Friday before the City Commission 
meeting at the City Clerk’s office.   

http://www.ci.big-rapids.mi.us/
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CITY OF BIG RAPIDS 
PURCHASING REGULATIONS 

 
 
 

MARCH 2013 
 
 

Adopted by Chapter 34 of the City Code of Ordinances 
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PURCHASING REQUIREMENTS 
(overview) 

 
 
1.  Purchases under $2,000:         
 
 May be purchased on open market 
 Turn coded bill into Treasurer’s Office for payment 
 
2.  Purchases $2,000 to $4,999:       
  
 Complete purchase requisition 
 Approved as to availability of funds  
 Purchase order processed  
 
3.  Purchases $5,000 to $7,499:      
 
 Obtain three competitive quotes (by phone or mail) 
 Names of each vendor and date of quote shall be recorded 
 Purchase from lowest and best bidder 
 Complete purchase requisition (include three bidders names) 
 Approved as to availability of funds 
 Purchase order processed 
 
4.  Purchases $7,500 and over:        
 
 Formal sealed bids required, approved and awarded by City   
  Commission 
  Procedure:   
   -Prepare bid specifications 
   -Legal notice in local paper at least 10 calendar days prior to 
    bid due date               
  -Specifications sent to prospective bidders 
  -Bids opened 
  -Department head prepares recommendation for City   
   Commission 
  -Approved by the City Commission 
  -Resolution serves as official approval (no p.o. needs to be cut) 
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PURCHASES AND CONTRACTS 

(Chapter 34 of the City Code of Ordinances) 

 
 
§ 34.20 PURPOSE. 
 

The purpose of this chapter is to provide a procedure for purchasing which allows 
for the fair and equitable treatment of all persons involved in public purchasing by the 
City, to maximize the purchasing value of public funds in procurement, and to provide 
safeguards for maintaining a procurement system of quality and integrity. Competitive 
prices for all purchases and public improvements shall be obtained and the purchase 
made from, or the contract awarded to, the lowest qualified bidder.  

 
 
§ 34.21 APPLICATION. 

 
This subchapter applies to procurement of supplies, equipment, service, and 

construction by the City of Big Rapids. It shall apply to every expenditure of public funds 
for public purchasing irrespective of its source. When the procurement involves the 
expenditure of Federal assistance or contract funds, the procurement shall be conducted 
in accordance with any mandatory federal law and regulations, which are not reflected in 
this chapter. Nothing in this chapter shall prevent any public agency from complying with 
the terms and conditions of any grant, or bequest, which are otherwise consistent with law. 

 
 

§ 34.22 DEFINITIONS. 
 
For the purpose of this subchapter, the following definitions shall apply unless the 

context clearly indicates or requires a different meaning.   
 
AREA BIDDER.  A vendor or business with an established place of business outside 

of the City of Big Rapids, but within Mecosta County, who is not in default to the 
City as described in Section 34.41.    

 
CONTRACT. All types of City agreements, regardless of what they might be called, for 

the   procurement of supplies, services, or construction. 
 
CONTRACTOR. Any person having a contract with the City. 
 
CONTRACTUAL SERVICES. The rental, repair or maintenance of equipment,  

 machinery, roads and other City-owned property providing for operations and/or 
 services evidenced by a written contract. 
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CONSTRUCTION. The process of building, altering, repairing, improving or 
demolishing  any  City structure or building, or other City improvements of any kind 
to any City real property. 

 
INVITATION FOR BIDS. The complete assembly of related documents, whether 

 attached or incorporated by reference, furnished prospective bidders for soliciting 
 sealed bids. 

 
INVOICE. A formal statement or billing submitted by a vendor showing the amount due 

and the terms of payment for supplies delivered or services rendered. 
 

LOCAL BIDDER/LOCAL VENDOR. A vendor or business with an established place 
of business within the City of Big Rapids, whereby City income taxes or property 
taxes are paid, who is not in default to the City as described in Section 34.41.   

 
PROCUREMENT. Purchasing, renting, leasing, or otherwise acquiring for monetary 

 consideration any supplies, services or construction items for the City. 
 
PUBLIC IMPROVEMENT.   Any enhancement to property or equipment belonging to 

the City. 
 
PURCHASE ORDER. The document used as notice to initiate and contract purchases. 

It is the formal notice to a vendor to furnish the supplies or services described in 
detail. 

 
PURCHASING OFFICER. The City Manager or the person to whom the City Manager 

delegates the performance of the purchasing function.  
 

QUOTES.  Shall be used for purchases equal to or over $5,000 but less than $7,500 and 
shall be prices obtained through an informal method by use of the telephone, written 
or electronic communication, or personal contact. 

 
REQUEST FOR PROPOSALS (R.F.P.). All documents, whether attached or 

 incorporated by reference, utilized for soliciting proposals and quotations for 
 service. 

 
REQUISITION.  The written request form used to inform the Purchasing Officer that 

 goods, services, or materials need to be purchased.   
 
RESPONSIBLE BIDDER.  A person who has the capability in all respects to perform 
fully the contract requirements, fills the contract requirements, and fits the criteria 
identified under "Criteria for Responsible Bidder", who is not in default to the City as 
described in Section 34.41.   
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SEALED BIDS.  Shall be used for any estimated purchase of $7,500 or more. Prices 
 from competitors will be submitted secured and sealed in an envelope properly 
identified. 
 
SERVICES.  The furnishing of labor, time or efforts by a person, except that the term 

does not include the furnishings of labor, time or effort by the City employee, 
appointed or elected officials, or consultants hired by the City.  

 
SPECIFICATIONS.  A written description of needed supplies, equipment or services, 

 setting forth the characteristic of the items and/or services to be purchased and the 
 circumstances under which the purchases will be made. 

 
SUPPLIES.  All supplies, materials and equipment. 
 
USING AGENCY. The City Commission or a City department, division, agency, 

 commission, board or other unit of the City government. 
 
VENDOR.  A supplier of goods or services, who is not in default to the City as 

described in Section 34.41.   
 
 

§ 34.23 POWERS AND DUTIES OF PURCHASING OFFICER. 
 
The following shall be the powers and duties of the Purchasing Officer: 
 
(A)  Encourage and obtain as full and open competition as possible on all purchases 

and sales. 
 
(B)  Prescribe and maintain such forms as are reasonably necessary to the operation      

of  this chapter. 
 
(C) Act to procure for the City the highest quality in supplies and contractual service at 

the least expense to the City. 
 

§ 34.24 SMALL ITEM PURCHASE - UNDER $2,000.  
 
(A) All items under the price of $2,000 may be purchased outright in the open market 

by a department head, or his designated representative, when it has been 
determined by the department head that it is not economically feasible to buy the 
item in quantities that require the City to purchase the item by competitive quotes 
or bidding. 

 
(B)  The invoice for the purchased items shall be signed by the City employee who 

made the purchase. This invoice shall then be coded by the Department Head for 
proper payment and turned promptly into the Treasurer's Office. 
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§ 34.25 PURCHASE OF ITEMS EQUAL TO OR OVER $2,000 BUT LESS THAN $5,000. 
 

All purchases equal to or over $2,000 and less than $5,000 may be purchased in 
the open market by a department head, or his designated representative, when the 
department head determines it is not economically feasible, nor necessarily appropriate, to 
buy the items in quantities that require competitive bidding. Such purchases shall be made 
after the completion of a purchase requisition, which is confirmed as to available funds by 
the appropriate finance personnel, followed by the processing of a purchase order. 

 
 

§ 34.26 PURCHASE OF ITEMS EQUAL TO OR OVER $5,000 BUT LESS THAN $7,500. 
 

All purchases of supplies, materials, service, or equipment, costing $5,000 or over, 
but less than $7,500 may be made in the open market after obtaining at least three 
competitive quotes. Quotes shall be solicited by telephone or direct mail request to 
prospective vendors or through personal contact.  The names of each vendor submitting a 
quotation and the date and amount of each quotation shall be recorded and available for 
public inspection. The purchase shall be awarded to the lowest and best bidder. A purchase 
requisition containing the names of the vendors submitting quotes shall be completed.   The 
appropriate finance personnel shall determine that an appropriation has been approved by 
the City Commission in the annual budget, or that funds are available through proper fund 
adjustments. The purchase requisition will then be forwarded to the Purchasing 
Department for the processing of a Purchase Order. 

 
 

§ 34.27 PURCHASES OF $7,500 AND OVER. 
 

(A)  Any expenditure or contract obligating the City in an amount of $7,500 or more  
must be made through formal sealed bids, approved and awarded by the City 
Commission. 

(B)  The Purchasing Officer shall provide for such procurement through competitive 
sealed bids as follows: 

  
(1) A notice soliciting sealed competitive bids shall be published in a newspaper in   

general circulation in the City of Big Rapids or on the City’s website at least ten 
days prior to the final date for submission of bids.  The newspaper notice may 
be in detail or may refer the bidder to the City’s website for the bidding 
specifications, which shall briefly state the following: the specifications of the 
supplies, materials, service or equipment requested; the amount of any required 
surety to be submitted with the bid or contract; the time and place for filing and 
opening of bids; and the general terms and conditions of the award of the 
contract. 

 
(2) The Purchasing Officer shall also solicit sealed bids from all qualified prospective 

bidders known to the City by sending each a copy of the request for bid proposal 
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or newspaper notice.  This solicitation will be derived from the City’s Vendor list.  
It is the obligation of the vendors to submit their names and wares for the 
vendor’s list.    The vendors will be notified by either US mail or e-mail. 

 
(3) The Commission shall reserve the right to reject any and all bids submitted and 

such right to rejection shall be included with any notice of request for bids. 
 

(4) The Department Heads shall review proposals received and provide necessary 
recommendations to the City Commission. 

 
 
§ 34.28 REQUISITIONS. 

 
The requisition shall be used for open market purchases equal to or over $2,000. 

The requisition is completed by the requesting department head, or his designated 
representative, enough time in advance to allow for the orderly processing of a purchase 
order. It is then forwarded to the appropriate financial personnel for confirmation of 
available funds or necessary fund adjustments. The original copy of the requisition is 
submitted to the Purchasing Department for the issuance of a purchase order.  

 
 
§ 34.29 PURCHASE ORDERS. 

 
(A) A purchase order is the instrument used to initiate and contract purchases. It is a 

legal contract between buyer and seller. It is used to introduce a greater measure 
of responsibility and accountability over implementation of the annual budget and 
improves control of expenditures so that budget amounts are not exceeded. It is a 
formal notice to a vendor to furnish supplies or services described in detail. 

 
(B) A City purchase order shall be initiated by a departmental purchase requisition or 

City Commission action and prepared by personnel in the Purchasing Department.  
It will be forwarded to the vendor. 

 
 

§ 34.30 SUBDIVIDING CONTRACTS OR PURCHASES. 
 

No contract or purchase shall be divided for the purpose of circumventing the dollar 
limitation of any section of this chapter. 

 
 

§ 34.31 PURCHASES FROM PETTY CASH. 
 
(A) The purpose of petty cash is to provide funds for incidental purchases or items 

necessary for immediate and urgent projects.  Petty cash is not to be used to 
circumvent the purchasing procedure. 
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(B)  Purchases from petty cash shall be monitored by the City Treasurer and excessive   
use or misuse shall be reported directly to the City Manager. 

 
 

§ 34.32 SEALED BIDS 
 

All sealed bids shall be securely sealed in an envelope, properly identified and 
submitted to the City Clerk's Office and, if required, shall be accompanied by security in the 
form of cashier's check, certified check, cash or bond in such amount as may be prescribed 
in the public notice inviting bids.  Bids advertised as ‘sealed bids’ will not be accepted by 
way of fax or e-mail.  

 
 

§ 34.33 REQUEST FOR QUALIFICATIONS. 
 

When engineering, architectural or professional services are being solicited, the City 
may request professional qualifications prior to the request for proposals. The professional 
qualifications will be submitted in sealed envelopes at the required time and reviewed by 
staff.  Those firms which have been determined to meet qualifications will be forwarded a 
request for proposals. 

 
 

§ 34.34 REQUEST FOR PROPOSALS.   
 
 The City, or its representative of a project, shall prepare the Request for Proposals 
for projects and services to be bid.  The Request for Proposals shall contain all documents 
necessary for the City to determine a successful bidder.  Those documents shall contain, 
but shall not be limited to the following: 
 

(a) Notice to Bidder announcing the invitation to submit bids. 
(b) Detailed Specifications outlining the scope of the work. 
(c) Bid Proposal Form, which provides for a breakdown of the costs to complete the 

project or services. 
(d) Indemnification Form. 
(e) Notice of insurance requirements. 
(f) Legal Status of Bidder. 
(g) Equal Employment Opportunity Statement. 
(h) Notification of City Income Tax. 
(i) Contractor’s Checklist. 
(j) Proposed agreement for the successful bidder.  

 
 

§ 34.35 CRITERIA OF RESPONSIBLE BIDDER. 
 

Whenever satisfactory quotes or bids are received, the purchase or contract shall 
be awarded to the lowest and best bidder. Purchases shall be made from the lowest 
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competent bidder whose bid is most advantageous to the City. The City has the right to 
accept or reject any or all bids it deems necessary. In determining which bid is most 
advantageous and/or competent, the City Manager and City Commission, upon the advice 
of the Purchasing Officer or Department Head, shall consider in addition to price: 

 
(A)   The ability, capacity and skill of the bidder to perform the contract or provide  

    the service required. 
 
(B)   Whether the bidder can perform the contract or provide the service promptly, or 

within the time specified, without delay or interference. 
 
(C)  The character, integrity, reputation, judgment, experience, and efficiency of the 

bidder. 
 
(D)   The quality of performance of previous contracts or services of the bidder. 
 
(E)   The previous and existing compliance by the bidder with laws and  ordinances 

relating to the contract or service. 
 
(F)  The sufficiency of the financial resources and ability of the bidder to perform 

    the contract or provide the service. 
 
(G)  The quality, availability and adaptability of the supplies, or contractual services to 

the particular use required. 
 
(H)  The ability of the bidder to provide future maintenance and service for the use of 

the subject of the contract. 
 

(I)  The number and scope of any additional, limiting, or qualifying conditions attached 
to    the bid by the bidder. 

 
(J)  The failure of a bidder to promptly supply information in connection with an inquiry 

from the City Manager or Purchasing Officer with respect to any of the above 
enumerated provisions may be grounds to disqualify such bidder. 

 
(K)  Maintenance costs, duration of contract, warranty length and other anticipated 

  costs. 
 

§ 34.36 CONTRACT NOT AWARDED TO LOWEST BIDDER. 
 
Whenever satisfactory bids are received, the contract shall be awarded to the lowest 

and best bidder, subject to approval of the contract and bond by the Commission. When 
the award is not given to the lowest bidder, a full and complete statement of the reasons 
for awarding the bid to a higher bidder shall be prepared by the requesting Department 
Head and/or Purchasing Officer and filed with other papers relating to the transaction. 
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Bids received after the due date and time and shall not be considered or reported as 
participating bids.   

 
 

§ 34.37 PREFERENCE FOR LOCAL AND AREA BIDDERS. 
 

Public policy. The City has a significant interest in encouraging the creation of 
employment opportunities for its residents and for businesses located within the City. As a 
purchaser of goods and services, the City will benefit from expanded job and business 
opportunities for its residents and businesses through additional revenues generated by 
City purchases. It is in the interest of the City of Big Rapids and its residents to define and 
quantify a preference for local eligible bidders who have direct physical and economic 
relationships with the City of Big Rapids.  
 

The City also values the growth and economic health of those businesses that are 
located outside the City, but still in Mecosta County.    It is in the interest of the City to define 
and quantify a preference for area bidders who have an economic relationship with 
Mecosta County. 
 

This preference for local bidders and area bidders shall not apply to purchases or 
projects in which restricted state or federal grant funds are utilized and the funding 
conditions prohibit such preferences. 

 
 

(A)  Definition of LOCAL BIDDER shall mean a bidder whose business is located 
within the City of Big  Rapids, whereby there is a physical and economic 
relationship with the City demonstrated by (1) The payment of City income 
taxes on net profits, or (2)  the payment of City property taxes on a plant, office, 
or other developed site and equipment as is ordinarily required for the 
performance of the contract or service. 

 
(B)  Preference for Local Bidders. 

 
(1) If the City receives a bid between $1,000 and $20,000 from a local 
bidder and the amount of the bid is no more than 5% greater than that of a 
non-local bidder in an amount not to exceed $1,000, then the City 
Commission in its discretion may consider the bids equal, and can award the 
bid to the local bidder based on local preference.    

 
(2) On amounts between $20,000 and $500,000, the following local 
preference percentage shall apply: 

 
      Local Bidder Preference   
  $20,000 to $100,000     4%   
  $100,001 to $500,000     3%     
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(C) Definition of AREA BIDDER shall mean a bidder, vendor or business with an 

established place of business outside of the City of Big Rapids, but within 
Mecosta County.  

 
(D) Preference for Area Bidders 
 

(1)  If the City receives a bid between $1,000 and $20,000 from an area 
bidder and the amount of the bid is no more than 2.5% greater than that of a 
non-area bidder in an amount not to exceed $1,000, then the City 
Commission in its discretion may consider the bids equal, and can award the 
bid to the area bidder based on local preference.    

 
(2)  On amounts between $20,000 and $500,000, the following area 
preference percentage shall apply: 

 
        Area Bidder Preference 
 

$20,000 to $100,000  2% 
   $100,001 to $500,000  1.5% 
 

(E) Discretion. The use and application of the local and area preference shall be in 
the sole discretion of the City Commission. No local or area bidder can compel 
the City Commission to exercise its discretion and apply the local preference to 
a particular bid. 

 
(F) Where possible, requests, quotes and/or bids from local and area vendors shall 

be solicited as a part of any procurement process. A list of local and area 
vendors and their wares shall be maintained in the City Treasurer’s Office.  It is 
the obligation of the vendors to submit their names and wares for the vendor’s 
list.  

 
 
§ 34.38 BID SECURITIES AND BONDS. 

 
When deemed necessary by the City Manager, bid securities and/or performance 

bonds shall be required and prescribed in the public notices inviting bids. Bid securities and 
performance bonds shall be required for all competitive sealed bids for  
construction contracts when the cost is estimated to equal or exceed $100,000. 

 
(A) Bid Security. 
 

(1) A bid security shall be a bond provided by a security company authorized to 
do business in the State of Michigan, or the equivalent in cash, or otherwise 
supplied in a form satisfactory to the City. Nothing contained herein shall 
prevent the requirement of such security on any contract under $100,000, 
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when in the determination of the City Manager, circumstances warrant bid 
security. 

 
(2) Bid security shall be in an amount equal to, but not less than, 5% of the 

amount of the bid. 
 

(3)  When the invitation for bids requires a bid security, noncompliance requires 
that the bid be rejected, unless it is determined that the bid fails to comply in 
a non-substantial manner with bid security requirement. 

 
(B) Performance Bonds. 
 
 (1) When a performance bond is required, it shall be delivered to the City at the 

  time of or before the signing of the contract by the Mayor. 
 

(2)  A performance bond, satisfactory to the City and executed by a surety 
company authorized to do business in the State of Michigan, or otherwise 
secured in a manner satisfactory to the City shall be in an amount equal to 
100% of the price specified in the contract. 

 
(3) A payment bond satisfactory to the City and executed by a surety authorized 

to do business  in the State of Michigan, or otherwise secured in a manner 
satisfactory to the City of Big Rapids, for the protection of all persons 
supplying labor and materials to the contractor or its subcontractors for the 
performance of the work provided in the contract shall be required. The bond 
shall be in an equal amount to 100% of the price specified in the contract. 
 

(C) Failure of Bidder.   
 
 A successful bidder shall forfeit any bid deposit required upon failure on the bidder's 

part to enter into a contract within the time specified after the award. 
 

(D)  Reduction of Bond Amount. 
 
 Such bonds may be reduced in value proportionate to the completed work during 

the construction cycle of the project upon written approval of the City Manager.  
 
 

§ 34.39 BID OPENING PROCEDURE. 
 

(A)  Bids shall be sealed and submitted to the Office of the City Clerk.  Each 
sealed envelope shall identify which bid is enclosed in the envelope.   If 
required, the bid shall be accompanied by security in the form of cashier's 
check, certified check, cash or bond in such amount as prescribed in the 
public notice inviting bids. 
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(B)  All bids shall be opened in public on the date, time and place stated in the 
public notices in the presence of the City Treasurer, the City Manager, or a 
designated representative.  Each bid, together with the name of the bidder, 
shall be recorded and the tabulation of all bids received shall be available for 
public inspection in the City Treasurer’s Office. Any bid received after the 
exact time it is due, as advertised in the public notice, will not be opened or 
considered. 

 
 

§ 34.40 REJECTION OF BIDS. 
 

An invitation for bids may be canceled or any and all bids, proposals or quotations 
may be rejected in whole or in part as specified in the invitation for bids when such 
cancellation or rejection is determined by the City Manager or City Commission to be in the 
best interest of the City. 

 
 

§ 34.41 BIDDERS IN DEFAULT TO THE CITY. 
 

The City Commission shall not accept the bid of a contractor or bidder who is in 
default on the payment of taxes, licenses or other monies due the City nor shall the City 
Commission award any contract to a person who is in default on the payment of taxes, 
licenses or other monies due the City.  

 
 
 
 

§ 34.42 APPROPRIATIONS SUFFICIENCY. 
 

Prior to any purchase, it shall be determined by the department head or the 
appropriate finance personnel, that sufficient budget appropriations exist to cover any or all 
expenditures.  Any recommendation memo to the City Manager or City Commission by the 
Department Head shall include this information along with the appropriate account number 
from which funds will be expended. 

 
 

§ 34.43 EMERGENCY PURCHASES. 
 
(A) In event of an apparent emergency which poses threats to the public health, 

safety, or welfare of the City or its citizens and requires immediate purchase of 
supplies or contractual services, the City Commission may temporarily suspend 
one or more of the provisions listed in Section 8.10 of the City Charter pertaining 
to sealed bids and the purchase of items or contracts exceeding $7,500.  The 
City Manager may be authorized to purchase on the open market, at the lowest 
obtainable price, any necessary contractual service or supplies. In declaring an 
emergency under this section, the Commission shall: 
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  (1) Define the emergency. 
 

(2)  State the anticipated term of the emergency, which shall not exceed 
120 days. 

 
(3)  Approve the suspension of the affirmative vote of not less than four 

City Commissioners. 
 
(B)   A full report of the circumstances of an emergency purchase will be filed with 

the City Commission by the City Manager as soon as possible and within ten 
days after such purchase and shall be entered in the Commission minutes.  
Emergency purchases under $7,500 may be purchased over the telephone 
followed by a Purchase Order.  

 
 

§ 34.44 PUBLIC IMPROVEMENTS. 
 
(A)  No public improvements requiring an engineer's seal shall be contracted for 

or commenced until estimates, drawings, profiles and specifications, where 
appropriate, have been submitted by the engineer. State law requires an 
engineer's seal for all construction of public works exceeding $15,000. 

 
(B)  The City Commission may authorize the making of public improvements or 

the performing of any other City work by any City Department or agency 
without competitive bidding. 

 
§ 34.45 CONTRACTS, POWER OF CITY COMMISSION. 

 
Contracts shall be drawn or approved to form by the City Attorney and certified as 

to sufficiency of funds by the officer or staff person charged with the responsibility of 
maintaining the City accounting system or checking for sufficient appropriations. The letting 
and making of such contracts are hereby vested in the City Commission, which in its 
discretion shall have the power to reject any or all bids.   An individual agreement of 
employment shall not be deemed a contract requiring an opinion by the City Attorney or 
certification by the City Clerk. 

 
 

§ 34.46 REFUSAL TO EXECUTE CONTRACT 
 

Each contract submitted to the City Commission for approval shall be accompanied 
by a tabulation of all bids received.   All bids, deposits of cash, certified or cashier's checks 
may be retained until the contract is awarded and signed. If any successful bidder fails or 
refuses to execute the contract after its award, the deposit accompanying the bid shall be 
forfeited and the City Commission may award the contract to the next lowest and best 
bidder or re-advertise for new bids. 
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§ 34.47 CONTRACTS FILED WITH CITY CLERK. 
 

A copy of each contract shall be filed with the City Clerk.   At the time the contract is 
executed by him, the contractor shall execute a surety company bond to the City, 
conditioned upon the faithful performance of the contract and saving the City harmless for 
all losses or damage caused by any person or property by reason of any carelessness or  
negligence by the contractor and from all expense of inspection, engineering and 
otherwise, caused by the delay in the completion of any improvement and further 
conditioned to pay all laborers, mechanics, subcontractors and material men as well as all 
just debts and demands incurred in the performance of such work. 

 
 

§ 34.48 PAYMENT TO CONTRACTORS. 
 

No compensation shall be paid to any contractor except in accordance with the 
terms of the contract. 
 
 
§ 34.49 EXTRA COMPENSATION. 

 
Any accumulative extra compensation and/or change order pertaining to a contract 

shall be made in accordance with the threshold levels identified within §§ 34.24 through 
34.26 of this chapter. If such cumulative extra compensation shall equal or exceed $7,500, 
it may be granted or authorized only with City Commission approval. 

 
§ 34.50 CONTRACTS WITHOUT COMPETITIVE BIDDING. 

 
The City Commission delegates its authority for contract approval for budgeted City 

purchases of less than $5,000.  Contracts for these purchases shall be approved by the 
City Attorney as to form and content and signed by the City Manager and City Treasurer in 
order to be effective. 

 
 

§ 34.51 COOPERATIVE PURCHASING. 
 

The City shall have the authority to join with other units of government, including the 
State, in cooperative purchasing plans when the best interest of the City would be served 
thereby, upon approval of the City Commission. 

 
 

§ 34.52 PURCHASING SERVICE AVAILABLE TO OTHER PUBLIC AGENCIES. 
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If, in the opinion of the Purchasing Officer, it is appropriate to enter into cooperative 
purchasing agreements, the purchasing service of the City may be made available without 
charge to any public authority in which the City has an interest. 
 
 
§ 34.53 ACCEPTANCE AND INSPECTION OF MATERIALS. 

 
The responsibility for the inspection and acceptance of all materials, supplies and 

equipment shall rest with the department, division or agency receiving and utilizing the 
same. 

 
 

§ 34.54 SALE OF PROPERTY. 
 
(A) Whenever any City property, real or personal, is no longer required, it may 

be sold.  The Purchasing Officer may sell personal property not exceeding 
$2,500 in value for cash after soliciting quotations or competitive bids.    
Personal property of a value in excess of $2,500 may be sold after advertising 
and soliciting competitive bids, with the approval of the City Commission. 

 
(B)  Sale of land by the City shall be made only after formal sealed bids have 

been taken and approved by the City Commission. The City Commission 
may authorize the  sale of real property to another government entity 
without obtaining quotations or competitive bids. 

 
 
 
 

§ 34.55 SURPLUS STOCK. 
 

All departments shall submit to the Purchasing Officer, at such times and in such 
form as the Purchasing Officer shall prescribe, reports showing stocks of all supplies which 
are no longer used or which have become obsolete, worn out or scrapped. 

 
(A) Sale. The Purchasing Officer shall have the authority to sell all supplies which 

have become unsuitable for public use, or to exchange the same for, or 
trade in the same on, new supplies pursuant to provisions of § 34.54 or to 
conduct an auction for sale of items. Sales under this section shall be made 
to the highest responsible bidder. 

 
(B) Transfer.   The Purchasing Officer shall have the authority to transfer surplus 

stock to other departments.  
 
 

§ 34.56 GIFTS AND REBATES PROHIBITED. 
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City employees involved in purchasing or contracting are prohibited from soliciting 
or accepting any gift, offer of employment, rebate, money, or costly entertainment from any 
person, company, firm or corporation to which any purchase or contract might be awarded 
or is awarded. 

 
 

§34.57  ADOPTION OF STANDARDS IN 49 CFR 18.36; CONTRACT  SUPPORTED 
BY FEDERAL FUNDS 

 
A.  The City of Big Rapids adopts this written code of standards of conduct governing the 
performance of its officers and employees engaged in the award and administration of 
contracts.  No officer, employee, agent, contractor, or subcontractor of the City of Big 
Rapids shall participate in the selection or in the award or administration of a contract 
supported by federal funds if a conflict of interest, real or apparent, would be involved.  
Such a conflict would arise when: 

 
(1)  The City officer, employee, agent, contractor or subcontractor, 
(2)  Any member of his or her immediate family, 
(3)  His or her partner, or 
(4)  An organization which employs, or is about to employ any of the above, has a 

financial or other interest in the firm selected for award.  The City’s officers, 
employees, agents, contractors and subcontractors will neither solicit nor 
accept gratuities, favors, or anything of monetary value from bidders, 
contractors, potential contractors or parties to sub-agreements on City jobs.  
An unsolicited gift of nominal intrinsic value shall not be a violation of this 
section. 

 
B.  A violation of this section may result in disciplinary action against any City officer or 
employee up to and including discharge from employment or removal from office, 
depending on the nature and extent of the violation.  A violation of this section may result 
in barring any agent, contractor, or subcontractor from administering, obtaining or 
performing a City contract, as well as a claim for civil damages for any increased cost 
incurred by the City as a result of the violation. 
 
   
§34.58  PURCHASES FOR CITY PROMOTION 
 
The City may, as part of public relations or advertising initiatives on behalf of the City, 
prepare and donate gift baskets and amenities up to a value of $250 for such occasions.  
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RESOLUTION NO. 15-74  

 
 

Commissioner Rothstein moved, seconded by Commissioner Anderson, the adoption of 
the following: 
 
 

RESOLUTION ADOPTING POLICIES DEFINING THE USE OF  
PARK AREAS AND FACILITIES AND  

STRAY CAT (TRAP, SPAY/NEUTER, RELEASE) POLICY 
 

 
 WHEREAS, the City of Big Rapids maintains a Policy Book of City Commission 
adopted policies and administrative operational policies, and 
 
 WHEREAS, a recent review of the policies was made, and it is staff’s 
recommendation that the following two policies be accepted and adopted: 
 

• Revised Policies Defining the Use of the City of Big Rapids Park Areas and 
Facilities 

• New Stray Cat – Trap, Spay/Neuter, and Release Policy 
 
 NOW, THEREFORE, BE IT RESOLVED, that the above two policies be adopted 
and included in the Big Rapids Policy Book. 
 
 BE IT FURTHER RESOLVED, that the revised Policy Book be accepted with the 
recognition and understanding that all policies will be updated as the need arises. 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba    
 
Nays:  None 
 
The Mayor declared the Resolution adopted. 
 
Dated:  July 20, 2015 
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STRAY CAT – TRAP, SPAY/NEUTER, AND RELEASE POLICY 
 
 
Abandoned stray cats are a concern at times in City neighborhoods.  Although cats are 
capable of and successful in surviving in the ‘wild’, it becomes a problem when they are 
allowed to reproduce and overpopulate the area.  In an effort to deal with the abandoned 
cat population in a humane manner, the City has developed the following procedure to 
assist in a trap, spay/neuter, and release program: 
 
1. Citizens may call for use of a City trap.  The City will make traps available for use 

by individual residents or property owners on their own property.  The traps may 
be obtained at the City Garage, 325 N DeKrafft Avenue during normal working 
hours of 7:00 a.m. to 3:30 p.m., Monday through Friday. A written record will be 
kept of traps that are checked out.  If the trap is not returned in a clean condition 
in three weeks, the price of a new trap will be charged to the resident or 
homeowner on record. 

 
2. The following options are available once the cat has been trapped: 
 

a. The cat may be delivered to the County Animal Shelter if there is occupancy 
available and/or the cat is friendly enough to be accepted by the shelter.  If 
the shelter will not accept the cat, option 3b or 3c will be necessary. 

 
b. The property owner may transport the cat to the City’s participating 

veterinarian for spay/neuter services.  The citizen agrees to have the cat 
returned to them for release.   A total annual budget for this cat spay/neuter 
and release program is $250, and once this annual allotment has been 
expended, this option will cease until funding is available in the next fiscal 
budget.   The property owner will be required to pay a quarter of the 
spay/neuter procedure cost. 

 
c. The citizen may choose to take the cat to a veterinarian of their choice and 

have the cat spayed/neutered at their total expense.   
 

 
This policy does not allow for the trapping of cats when there is knowledge that the cat 
belongs to a neighbor.  It is intended only for stray, abandoned or feral cats.  
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RESOLUTION NO. 15-63  
 

Commissioner Anderson moved, seconded by Commissioner Hogenson, the adoption of the 
following: 

 
A RESOLUTION ADOPTING FREEDOM OF INFORMATION 

ACT POLICIES, PROCEDURES AND GUIDELINES AND 
WRITTEN PUBLIC SUMMARY  

 
 
 WHEREAS, the Michigan Legislature has amended the Freedom of Information ACT 
(FOIA) requiring municipalities to adopt and publish policies, procedures, guidelines and a 
written public summary of how FOIA requests are handled, and 
 
 WHEREAS, the new regulations also regulate the costs to be charged by local 
governmental units for researching and collecting data and making copies of the requested 
information, and 
 
 WHEREAS, the Michigan Legislature set the date of July 1, 2015 for municipalities to 
have the new regulations in place. 
 
 NOW, THEREFORE, BE IT RESOLVED that the Big Rapids City Commission hereby 
adopts the FOIA Policies, Procedures and Guidelines and the Written Public Summary of FOIA 
Policies, Procedures and Guidelines to be effective beginning July 1, 2015. 
 
 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba   
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  June 29, 2015  
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City of Big Rapids 
 

Public Summary of FOIA Policies, Procedures and Guidelines 
 

It is the public policy of this state that all persons  
(except those persons incarcerated in state or local correctional facilities)  

are entitled to full and complete information regarding the affairs  
of government and the official acts of those who 

 represent them as public officials and public employees.  
 

The people shall be informed so that they may fully participate in  
the democratic process. 

 
Consistent with the Michigan Freedom of Information Act (FOIA), Public Act 442 of 1976, the 
following is the Written Public Summary of the City’s FOIA Policies, Procedures and Guidelines 
relevant to the general public.  
 
This is only a summary of the City’s FOIA Policies, Procedures and Guidelines. For more details 
and information, copies of the City’s FOIA Policies, Procedures and Guidelines are available at 
no charge at any City office and on the City’s website: www. cityofbr.org.  
 
1. How do I submit a FOIA request to the City? 
 

• A request must sufficiently describe a public record so as to enable the City to find it. 
 

• Please include the words “FOIA” or “FOIA Request” in the request to assist the City in 
providing a prompt response.  
 

• Requests to inspect or obtain copies of public records prepared, owned, used, possessed 
or retained by the City may be submitted on the City’s FOIA Request Form, or in any 
other form of writing, letter, fax, or email, or by verbal request.  
 

o Any verbal request will be documented by the City on the City’s FOIA Request 
Form.  

 
• No specific form to submit a written request is required. However a FOIA Request Form 

and other FOIA related forms are available for your use and convenience on the City’s 
website at www.cityofbr.org, and at City Hall, 226 N. Michigan Ave., Big Rapids, MI 49307 
or the Department of Public Safety, 435 N. Michigan Ave., Big Rapids, MI. 
 

• Written requests may be delivered to the City Hall in person or by mail: 226 N. Michigan 
Ave. Big Rapids, MI 49307. 
 

• Requests may be faxed to: (231) 592-4059. To ensure a prompt response, faxed requests 
should contain the term “FOIA” or “FOIA Request” on the first/cover page. 
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• Requests may be emailed to: FOIA Coordinator: FOIA@cityofbr.org. 
 

•  To ensure a prompt response, email requests should contain the term “FOIA” or “FOIA 
Request” in the subject line. 
 
 

2. What kind of response can I expect to my request? 
 

• Within 5 business days after receiving a FOIA request the City will issue a response. If a 
request is received by fax or email, the request is deemed to have been received on the 
following business day. The City will respond to your request in one of the following ways: 
 

o Grant the request, 
 

o Issue a written notice denying the request, 
 

o Grant the request in part and issue a written notice denying in part the request, 
 

o Issue a notice indicating that due to the nature of the request the City needs 
an additional 10 business days to respond, or 
 

o Issue a written notice indicating that the public record requested is available 
at no charge on the City’s website 
 

• If the request is granted, or granted in part, the City will ask that payment be made for the 
allowable fees associated with responding to the request before the public record is made 
available. 
 

• If the cost of processing the request is expected to exceed $50.00, or if you have not paid 
for a previously granted request, the City will require a deposit before processing the 
request. 

 
 
3. What are the City’s deposit requirements? 
   

• If the City has made a good faith calculation that the total fee for processing the request 
will exceed $50.00, the City will require that you provide a deposit in the amount of 50% 
of the total estimated fee. When the City requests the deposit, it will provide you a non-
binding best efforts estimate of how long it will take to process the request after you have 
paid your deposit. 
 

• If the City receives a request from a person who has not paid the City for copies of public 
records made in fulfillment of a previously granted written request, the City will require a 
deposit of 100% of the estimated processing fee before it begins to search for the public 
record for any subsequent written request when all of the following conditions exist: 
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o The final fee for the prior written request is not more than 105% of the 
estimated fee; 
 

o The public records made available contained the information sought in the 
prior written request and remain in the City’s possession; 
 

o The public records were made available to the individual, subject to 
payment, within the best effort time frame estimated by the City to provide 
the records; 
 

o Ninety (90) days have passed since the City notified the individual in writing 
that the public records were available for pickup or mailing; 
 

o The individual is unable to show proof of prior payment to the City; and 
 

o The City has calculated an estimated detailed itemization that is the basis 
for the current written request’s increased fee deposit. 
 

• The City will not require the 100% estimated fee deposit if any of the following apply: 
o The person making the request is able to show proof of prior payment in full to the 

City; 
 

o The City is subsequently paid in full for all applicable prior written requests; or 
 

o Three hundred sixty five (365) days have passed since the person made the 
request for which full payment was not remitted to the City. 

 
 

4. How does the City calculate FOIA processing fees? 
 
The Michigan FOIA statute permits the City to charge for the following costs associated with 
processing a request: 
 

• Labor costs associated with copying or duplication, which includes making paper 
copies, making digital copies, or transferring digital public records to non-paper 
physical media or through the Internet. 
 

• Labor costs associated with searching for, locating and examining a requested 
public record, when failure to charge a fee will result in unreasonably high costs 
to the City. 
 

• Labor costs associated with a review of a record to separate and delete 
information exempt from disclosure, when failure to charge a fee will result in 
unreasonably high costs to the City. 
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• The cost of copying or duplication, not including labor, of paper copies of public 
records. This may include the cost for copies of records already on the City’s 
website if you ask for the City to make copies. 
 

• The cost of computer discs, computer tapes or other digital or similar media 
when the requester asks for records in non-paper physical media. This may 
include the cost for copies of records already on the City’s website if you ask for 
the City to make copies. 
 

• The cost to mail or send a public record to a requestor. 
 

 
Labor Costs 
 

• All labor costs will be estimated and charged in 15-minute increments, with all 
partial time increments rounded down. If the time involved is less than 15 
minutes, there will be no charge.  
 

• Labor costs will be charged at the hourly wage of the lowest-paid City employee 
capable of doing the work in the specific fee category, regardless of who actually 
performs work. 
 

• Labor costs will also include a charge to cover or partially cover the cost of fringe 
benefits. City may add up to 50% to the applicable labor charge amount to cover 
or partially cover the cost of fringe benefits, but in no case may it exceed the 
actual cost of fringe benefits. 
 

• Overtime wages will not be included in labor costs unless agreed to by the 
requestor; overtime costs will not be used to calculate the fringe benefit cost. 
 

• Contracted labor costs will be charged at the hourly rate of $48.90 (6 times the 
state minimum hourly wage) 

 
A labor cost will not be charged for the search, examination, review and the deletion and 
separation of exempt from nonexempt information unless failure to charge a fee would result in 
unreasonably high costs to the City. Costs are unreasonably high when they are excessive and 
beyond the normal or usual amount for those services compared to the City’s usual FOIA 
requests, because of the nature of the request in the particular instance. The City must 
specifically identify the nature of the unreasonably high costs in writing. 
 
Copying and Duplication 
 
The City must use the most economical method for making copies of public records, 
including using double-sided printing, if cost-saving and available. 

 
Non-paper Copies on Physical Media 
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• The cost for records provided on non-paper physical media, such as computer 

discs, computer tapes or other digital or similar media will be at the actual and 
most reasonably economical cost for the non-paper media. 
 

• This cost will be charged only if the City has the technological capability 
necessary to provide the public record in the requested non-paper physical 
media format. 

 
Paper Copies 
 

• Paper copies of public records made on standard letter (8 ½ x 11) or legal (8 ½ x 
14) sized paper will not exceed $.10 per sheet of paper.  
 

• Copies for non-standard sized sheets will paper will reflect the actual cost of 
reproduction.  

 
Mailing Costs 
 

• The cost to mail public records will use a reasonably economical and justifiable 
manner. 
 

• The City may charge for the least expensive form of postal delivery confirmation. 
 

• No cost will be made for expedited shipping or insurance unless you request it. 
 

Waiver of Fees 
 
The cost of the search for and copying of a public record may be waived or reduced if in the sole 
judgment of the FOIA Coordinator a waiver or reduced fee is in the public interest because it can 
be considered as primarily benefitting the general public. The City Commission may identify 
specific records or types of records it deems should be made available for no charge or at a 
reduced cost. 
 
 
5. How do I qualify for a discount on the fee? 
 
The City will discount the first $20.00 of fees for a request if you submit an affidavit stating that 
you are:  
 

• Indigent and receiving specific public assistance; or  
 

• If not receiving public assistance, stating facts demonstrating an inability to pay 
because of indigence. 
 

You are not eligible to receive the $20.00 discount if you: 
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• Have previously received discounted copies of public records from the City twice 

during the calendar year; or 
 

• Are requesting information on behalf of other persons who are offering or 
providing payment to you to make the request. 

 
An affidavit is sworn statement. For your convenience, the City has provided an Affidavit of 
Indigency for the waiver of FOIA fees on the back of the City FOIA Request Form, which is 
available on the City’s website: www.cityofbr.org. 
 
 
6. May a nonprofit organization receive a discount on the fee? 
 
A nonprofit organization advocating for developmentally disabled or mentally ill individuals that 
is formally designated by the state to carry out activities under subtitle C of the federal 
developmental disabilities assistance and bill of rights act of 2000, Public Law 106-402, and the 
protection and advocacy for individuals with mental illness act, Public Law 99-319, may receive 
a $20.00 discount if the request meets all of the following requirements in the Act: 

o Is made directly on behalf of the organization or its clients. 
 

o Is made for a reason wholly consistent with the mission and provisions of those 
laws under section 931 of the mental health code, 1974 PA 258, MCL 330.1931. 
 

o Is accompanied by documentation of its designation by the state, if requested by 
the public body. 
 

7. How may I challenge the denial of a public record or an excessive fee? 
Appeal of a Denial of a Public Record  
 
If you believe that all or a portion of a public record has not been disclosed or has been 
improperly exempted from disclosure, you may appeal to the City Manager by filing a written 
appeal of the denial with the office of the City FOIA Coordinator through the City Clerk’s office.  
 
The appeal must be in writing, specifically state the word “appeal,” and identify the reason or 
reasons you are seeking a reversal of the denial. You may use the City FOIA Appeal Form (To 
Appeal a Denial of Records), which is available on the City’s website: www. cityofbr.org. 
 
Within 10 business days of receiving the appeal the City Manager will respond in writing by: 
 

• Reversing the disclosure denial; 
 

• Upholding the disclosure denial; or 
 

http://www.cityofbr.org/
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• Reversing the disclosure denial in part and upholding the disclosure denial in part. 
 

Whether or not you submitted an appeal of a denial to the City Manager, you may file a civil 
action in the Mecosta County 49th Circuit Court within 180 days after the City’s final determination 
to deny your request.  If you prevail in the civil action the court shall award reasonable attorney 
fees cost and disbursements.  If the court determines that the City arbitrarily and capriciously 
violated the FOIA by refusal or delay in disclosing or providing copies of a public record, the 
courts shall order the City to pay a civil fine of $1,000 to be deposited in the general fund of the 
state treasury, actual or compensatory damages, and punitive damages in the amount of $1,000 
to the person seeking the right to inspect or receive a copy of a public record.   
 
Appeal of an Excessive FOIA Processing Fee 
 
If you believe that the fee charged by the City to process your FOIA request exceeds the amount 
permitted by state law, you must first appeal to the City Manager by filing a written appeal for a 
fee reduction to the office of the City FOIA Coordinator. 
 
The appeal must specifically state the word “appeal” and identify how the required fee exceeds 
the amount permitted. You may use the City FOIA Appeal Form (To Appeal an Excess Fee), 
which is available at the City Hall and on the City’s website: www. cityofbr.org. 
 
Within 10 business days after receiving the appeal, the City Manager will respond in writing by: 
 

• Waiving the fee; 
 

• Reducing the fee and issuing a written determination indicating the specific basis that 
supports the remaining fee; 
 

• Upholding the fee and issuing a written determination indicating the specific basis that 
supports the required fee; or 
 

• Issuing a notice detailing the reason or reasons for extending for not more than 10 
business days the period during which the City Manager will respond to the written 
appeal. 

 
Within 45 days after receiving notice of the City Manager’s determination of processing the fee 
appeal, you may commence a civil action in Mecosta County 49th Circuit Court for a fee 
reduction. If you prevail in the civil action by receiving a reduction of 50% or more of the total 
fee, the court may award all or an appropriate amount of reasonable attorney fees, costs and 
disbursements. If the court determines that the City acted arbitrarily and capriciously by charging 
an excessive fee, the court may award you punitive damages in the amount of $500.  
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City of Big Rapids  
 

FOIA Policies, Procedures and Guidelines 
 
Preamble:  Statement of Policies and Principles 
It is the policy of the City of Big Rapids that all persons, except those incarcerated, consistent 
with the Michigan Freedom of Information Act (FOIA), are entitled to full and complete 
information regarding the affairs of government and the official acts of those who represent them 
as public officials and employees. The people shall be informed so that they can fully participate 
in the democratic process. 
 
It is the policy of the City of Big Rapids to respond to FOIA requests in a timely, consistent, fair, 
and even-handed manner regardless of who makes a request. 
 
The City of Big Rapids acknowledges that it has a legal obligation to disclose all nonexempt 
public records in its possession pursuant to a FOIA request.  The City of Big Rapids 
acknowledges that sometimes it is necessary to invoke the exemptions identified under FOIA in 
order to ensure the effective operation of government and to protect the privacy of individuals. 
 
The City of Big Rapids will protect the public's interest in disclosure while balancing the 
requirement to withhold or redact portions of certain records. It is the policy of the City of Big 
Rapids to disclose public records in compliance with State law. 
The City of Big Rapids established the following written procedures and guidelines to implement 
the FOIA, and a written public summary of the specific procedures and guidelines relevant to the 
general public, explaining how to submit written requests to the City and explaining how to 
understand a City’s written responses, deposit requirements, fee calculations, and avenues for 
challenge and appeal.  
 
 
Section 1:  General Policies- City Clerk as FOIA Coordinator, City Manager as Head of the 

City Public Body for Administrative FOIA Appeals 
 
The City Commission, acting pursuant to the authority at MCL 15.236, designates the City Clerk 
as the FOIA Coordinator, and the City Manager as the head of the City Public Body to hear and 
decide administrative FOIA appeals.  The FOIA Coordinator is authorized to designate other City 
staff to act on his or her behalf to accept and process written requests for the City’s public 
records, and to approve denials of FOIA requests.  
 
If a request for a public record is received by fax or email, the request is deemed to have been 
received on the following business day. If a request is sent by email and delivered to a City spam 
or junk-mail folder, the request is not deemed received until one day after the FOIA Coordinator 
first becomes aware of the request. The FOIA Coordinator shall note in the FOIA log both the 
date the request was delivered to the spam or junk-mail folder and the date the FOIA Coordinator 
became aware of the request.  
The FOIA Coordinator shall review City spam and junk-mail folders on a regular basis, which 
shall be no less than once a month. The FOIA Coordinator shall work with City Information 
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Technology staff to develop administrative rules for handling spam and junk-mail so as to protect 
City systems from computer attacks which may be imbedded in an electronic FOIA request. 
 
The FOIA Coordinator may, in his or her discretion, implement administrative rules, consistent 
with State law and these Policies, Procedures and Guidelines to administer the acceptance and 
processing of FOIA requests.  
 
The City is not obligated to create a new public record or make a compilation or summary of 
information which does not already exist. The FOIA Coordinator and other City staff are not 
obligated to provide answers to questions contained in requests for public records or questions 
about the content of public records. 
 
The FOIA Coordinator shall keep a copy of all written requests for public records received by the 
City on file for a period of at least one year.   
 
The City will make this Policies, Procedures and Guidelines document and the Written Public 
Summary publicly available without charge. If it does not, the City cannot require deposits or 
charge fees otherwise permitted under the FOIA until the City is in compliance. 
A copy of this Policies, Procedures and Guidelines document and the City’s Written Public 
Summary must be publicly available, with free copies provided in the City's response to a written 
request and upon request by visitors at City offices.  
  
This Policies, Procedures and Guidelines document and the City’s Written Public Summary will 
be maintained on the City’s website at: www.cityofbr.org, and a link to those documents will be 
provided in lieu of providing paper copies of those documents. 
 
 
Section 2:  Requesting a Public Record 
No specific form to submit a request for a public record is required. However the FOIA 
Coordinator may make available a FOIA Request Form for use by the public.  
 
Requests to inspect or obtain copies of public records prepared, owned, used, possessed or 
retained by the City may be submitted on the City’s FOIA Request Form, or in any other form of 
writing by letter, fax, or email, or by verbal request.  
 
Verbal requests for records may be documented by the City on the City’s FOIA Request Form.  
 
If a person makes a verbal, non-written request for information believed to be available on the 
City’s website, where practicable and to the best of the ability of the employee receiving the 
request, the person shall be informed of the pertinent City’s website address. 
 
A FOIA request must sufficiently describe a public record to enable City personnel to identify 
and find the requested public record. 
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Written requests for public records may be submitted in person or by mail to any City office. 
Requests may be submitted electronically by fax or email. Upon their receipt, requests for public 
records shall be forwarded promptly to the FOIA Coordinator for processing. 
 
A person may request that public records be provided on non-paper physical media, emailed or 
other otherwise provided to him or her in digital form in lieu of paper copies. The City will comply 
with the request if the City possesses the necessary technological capability to provide records 
in the requested non-paper physical media format.  
 
A person may subscribe to future issues of public records that are created, issued or 
disseminated by the City of Big Rapids on a regular basis. A subscription is valid for up to 6 
months and may be renewed by the subscriber. 
 
A person serving a sentence of imprisonment in a local, state or federal correctional facility is 
not entitled to submit a request for a public record, and the FOIA Coordinator will deny all of 
these requests. 
 
 
Section 3:  Processing a Request 
Unless otherwise agreed to in writing by the person making the request, the City will issue a 
response within 5 business days of receipt of a FOIA request. If a request is received by fax, 
email or other electronic transmission, the request is deemed to have been received on the 
following business day.  
 
The City will respond to a request in one of the following ways: 
 

• Grant the request. 
 

• Issue a written notice denying the request. 
 

• Grant the request in part and issue a written notice denying in part the request. 
 

• Issue a notice indicating that due to the nature of the request the City needs an 
additional 10 business days to respond for a total of no more than 15 business 
days. Only one such extension is permitted. 

• Issue a written notice indicating that the public record requested is available at no 
charge on the City’s website. 
 
 

When a request is granted:  
 
If the request is granted, or granted in part, the FOIA Coordinator will require that payment be 
made in full for the allowable fees associated with responding to the request before the public 
record is made available.  
The FOIA Coordinator shall provide a detailed itemization of the allowable costs incurred to 
process the request to the person making the request.  
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A copy of these Policies, Procedures and Guidelines and the Written Public Summary will be 
provided to the requestor free of charge with the response to a written request for public records, 
provided however, that because these Policies, Procedures and Guidelines, and the Written 
Public Summary are maintained on the City’s website at: www.cityofbr.org, a link may be 
provided in lieu of providing paper copies of those documents.  
 
If the cost of processing a FOIA request is $50 or less, the requester will be notified of the amount 
due and where the documents can be obtained. 
 
If the cost of processing a FOIA request is expected to exceed $50 based on a good-faith 
calculation, or if the requestor has not paid in full for a previously granted request, the City will 
require a good-faith deposit pursuant to Section 4 of these Policies, Procedures and Guidelines 
before processing the request.  
 
In making the request for a good-faith deposit the FOIA Coordinator shall provide the requestor 
with a detailed itemization of the allowable costs estimated to be incurred by the City to process 
the request and also provide a best efforts estimate of a time frame it will take the City to provide 
the records to the requestor. The best efforts estimate shall be nonbinding on the City, but will 
be made in good faith and will strive to be reasonably accurate, given the nature of the request 
in the particular instance, so as to provide the requested records in a manner based on the public 
policy expressed by Section 1 of the FOIA.  
 
When a request is denied or denied in part: 
 
If the request is denied or denied in part, the FOIA Coordinator will issue a Notice of Denial which 
shall provide: 
 

• An explanation as to why a requested public record is exempt from disclosure; or 
 

• A certificate that the requested record does not exist under the name or description 
provided by the requestor, or another name reasonably known by the City; or 
 

• An explanation or description of the public record or information within a public record 
that is separated or deleted from the public record; and 
 

• An explanation of the person’s right to submit an appeal of the denial to the office of the 
City Manager or seek judicial review in the Mecosta County 49th Circuit Court;  
 

• An explanation of the right to receive attorney fees, costs, and disbursements as well 
actual or compensatory damages, should they prevail in Circuit Court, plus $1,000 in 
punitive damages if the Court determines the City arbitrarily and capriciously violated the 
Act.  
 

• The Notice of Denial shall be signed by the FOIA Coordinator. 
 

http://www.cityofbr.org/
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If a request does not sufficiently describe a public record, the FOIA Coordinator may, in lieu of 
issuing a Notice of Denial indicating that the request is deficient, seek clarification or amendment 
of the request by the person making the request. Any clarification or amendment will be 
considered a new request subject to the timelines described in this Section. 
 
Requests to inspect public records: 
 
The City shall provide reasonable facilities and opportunities for persons to examine and inspect 
public records during normal business hours. The FOIA Coordinator is authorized to promulgate 
rules regulating the manner in which records may be viewed so as to protect City records from 
loss, alteration, mutilation or destruction and to prevent excessive interference with normal City 
operations. 
 
Requests for certified copies: 
 
The FOIA Coordinator shall, upon written request, furnish a certified copy of a public record at 
no additional cost to the person requesting the public record. 
   
 
Section 4:  Fee Deposits 
 
If the fee estimate is expected to exceed $50.00 based on a good-faith calculation, the requestor 
will be asked to provide a deposit not exceeding one-half of the total estimated fee.  
  
If a request for public records is from a person who has not paid the City in full for copies of 
public records made in fulfillment of a previously granted written request, the FOIA Coordinator 
will require a deposit of 100% of the estimated processing fee before beginning to search for a 
public record for any subsequent written request by that person when all of the following 
conditions exist: 
 

• The final fee for the prior written request is not more than 105% of the estimated fee; 
 

• The public records made available contained the information sought in the prior written 
request and remain in the City's possession; 
 

• The public records were made available to the individual, subject to payment, within the 
time frame estimated by the City to provide the records; 
 

• Ninety (90) days have passed since the FOIA Coordinator notified the individual in writing 
that the public records were available for pickup or mailing; 
 

• The individual is unable to show proof of prior payment to the City; and 
 

• The FOIA Coordinator has calculated a detailed itemization that is the basis for the current 
written request’s increased estimated fee deposit. 
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The FOIA Coordinator will not require an increased estimated fee deposit if any of the following 
apply: 
 

• The person making the request is able to show proof of prior payment in full to the City; 
 

• The City is subsequently paid in full for the applicable prior written request; or 
 

• Three hundred sixty five (365) days have passed since the person made the request for 
which full payment was not remitted to the City. 

 
 
Section 5:  Calculation of Fees 
 
A fee may be charged for the labor cost of copying/duplication.  
 
A fee will not be charged for the labor cost of search, examination, review and the deletion and 
separation of exempt from nonexempt information unless the failure to charge a fee would result 
in unreasonably high costs to the City because of the nature of the request, and the City 
specifically identifies the nature of the unreasonably high costs.  
 
Costs for the search, examination, review, and deletion and separation of exempt from non-
exempt information are “unreasonably high” when they are excessive and beyond the normal or 
usual amount for those services (Attorney General Opinion 7083 of 2001) compared to the costs 
of the City’s usual FOIA requests, not compared to the City’s operating budget. (Bloch v. Davison 
Community Schools, Michigan Court of Appeals, Unpublished, April 26, 2011)  
 
 
The following factors shall be used to determine an unreasonably high cost to the City: 
 

• Volume of the public record requested. 
 

• Amount of time spent to search for, examine, review and separate exempt from non-
exempt information in the record requested. 
 

• Whether the public records are from more than one City department or whether various 
City offices are necessary to respond to the request. 
 

• The available staffing to respond to the request. 
 

• Any other similar factors identified by the FOIA Coordinator in responding to the particular 
request. 

 
The Michigan FOIA statute permits the City to charge for the following costs associated with 
processing a request: 
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• Labor costs associated with copying or duplication, which includes making paper 
copies, making digital copies, or transferring digital public records to non-paper 
physical media or through the Internet. 
 

• Labor costs associated with searching for, locating and examining a requested 
public record, when failure to charge a fee will result in unreasonably high costs to 
the City. 
 

• Labor costs associated with a review of a record to separate and delete information 
exempt from disclosure, when failure to charge a fee will result in unreasonably 
high costs to the City. 
 

• The cost of copying or duplication, not including labor, of paper copies of public 
records. This may include the cost for copies of records already on the City’s 
website if you ask the City to make copies. 
 

• The cost of computer discs, computer tapes or other digital or similar media when 
the requester asks for records in non-paper physical media. This may include the 
cost for copies of records already on the City’s website if you ask for the City to 
make copies. 
 

• The cost to mail or send a public record to a requestor. 
 
 
Labor costs will be calculated based on the following requirements: 
 

• All labor costs will be estimated and charged in 15-minute increments, with all 
partial time increments rounded down. If the time involved is less than 15 minutes, 
there will be no charge. 
 

• Labor costs will be charged at the hourly wage of the lowest-paid City employee 
capable of doing the work in the specific fee category, regardless of who actually 
performs work. 
 

• Labor costs will also include a charge to cover or partially cover the cost of fringe 
benefits. 
 

• The City may add up to 50% to the applicable labor charge amount to cover or 
partially cover the cost of fringe benefits, but in no case may it exceed the actual 
cost of fringe benefits. 
 

• Overtime wages will not be included in labor costs unless agreed to by the 
requestor; overtime costs will not be used to calculate the fringe benefit cost. 
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• Contracted labor costs will be charged at the hourly rate of $48.90 (6 times the 
state minimum hourly wage). 

 
The cost to provide records on non-paper physical media when so requested will be based on 
the following requirements: 
 

• Computer disks, computer tapes or other digital or similar media will be at the actual and 
most reasonably economical cost for the non-paper media. 
 

• This cost will be assessed only if the City has the technological capability necessary to 
provide the public record in the requested non-paper physical media format. 
 

• The City will procure any non-paper media and will not accept media from the requestor 
in order to ensure the integrity of the City’s technology infrastructure. 

 
The cost to provide paper copies of records will be based on the following requirements: 
 

• Paper copies of public records made on standard letter (8 ½ x 11) or legal (8 ½ x 14) 
sized paper will not exceed ten ($.10) cents per sheet of paper. Copies for non-standard 
sized sheets of paper will reflect the actual cost of reproduction. 
  

• The City will provide records using double-sided printing, if it is cost-saving and available. 
 
The cost to mail records to a requestor will be based on the following requirements: 
  

• The actual cost to mail public records using a reasonably economical and justified means. 
 

• The City may charge for the least expensive form of postal delivery confirmation. 
 

• No cost will be charged for expedited shipping or insurance unless specified by the 
requestor. 

 
If the FOIA Coordinator does not respond to a written request in a timely manner, the City must: 
 

• Reduce the labor costs by 5% for each day the City exceeds the time permitted under 
FOIA up to a 50% maximum reduction, if any of the following applies: 
 

o The City’s late response was willful and intentional,  
 

o The written request conveyed a request for information within the first 250 words 
of the body of a letter facsimile, email or email attachment, or  
 

o The written request included the words, characters, or abbreviations for “freedom 
of information,” “information,” “FOIA,” “copy” or a recognizable misspelling of such, 
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or legal code reference to MCL 15. 231, et seq. or 1976 Public Act 442 on the front 
of an envelope or in the subject line of an email, letter or facsimile cover page. 

 
• Fully note the charge reduction in the Detailed Itemization of Costs Form. 

 
 

Section 6:  Waiver of Fees 
 
The cost of the search for and copying of a public record may be waived or reduced if in the sole 
judgment of the FOIA Coordinator a waiver or reduced fee is in the public interest because it can 
be considered as primarily benefitting the general public. The City Commission may identify 
specific records or types of records it deems should be made available for no charge or 
at a reduced cost. 
 
 
Section 7:  Discounted Fees 
 
Indigence 
 
The FOIA Coordinator will discount the first $20.00 of the processing fee for a request if the 
person requesting a public record submits an affidavit stating that they are: 
  

• Indigent and receiving specific public assistance, or  
 

• If not receiving public assistance, stating facts demonstrating an inability to pay 
because of indigence. 

 
An individual is not eligible to receive the waiver if: 
 

• The requestor has previously received discounted copies of public records from 
the City twice during the calendar year; or 
 

• The requestor requests information in connection with other persons who are 
offering or providing payment to make the request. 

 
An affidavit is sworn statement. The FOIA Coordinator may make a Fee Waiver Affidavit Form 
available for use by the public. 
 
Nonprofit organization advocating for developmentally disabled or mentally ill individuals 
 
The FOIA Coordinator will discount the first $20.00 of the processing fee for a request from: 
 
A nonprofit organization formally designated by the state to carry out activities under subtitle C 
of the federal developmental disabilities assistance and bill of rights act of 2000, Public Law 106-
402, and the protection and advocacy for individuals with mental illness act, Public Law 99-319, 
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or their successors, if the request meets all of the following requirements: 
 

o Is made directly on behalf of the organization or its clients. 
 

o Is made for a reason wholly consistent with the mission and provisions of those 
laws under section 931 of the mental health code, 1974 PA 258, MCL 330.1931. 
 

o Is accompanied by documentation of its designation by the state, if requested by 
the public body. 

 
 
Section 8:  Appeal of a Denial of a Public Record 
 
When a requestor believes that all or a portion of a public record has not been disclosed or has 
been improperly exempted from disclosure, he or she may appeal to the City Manager by filing 
an appeal of the denial with the office of the City FOIA Coordinator.  
 
The appeal must be in writing, specifically state the word "appeal" and identify the reason or 
reasons the requestor is seeking a reversal of the denial. The City FOIA Appeal Form (To Appeal 
a Denial of Records), may be used. 
 
 
Within 10 business days of receiving the appeal the City Manager will respond in writing by: 
 

• Reversing the disclosure denial; 
 

• Upholding the disclosure denial; or 
 

• Reversing the disclosure denial in part and upholding the disclosure denial in part; or  
 

• Under unusual circumstances, issue a notice extending for not more than 10 business 
days the period during which the City Manager shall respond to the written appeal. The 
City Manager shall not issue more than 1 notice of extension for a particular written 
appeal. 

  
If the City Manager fails to respond to a written appeal, or if the City Manager upholds all or a 
portion of the disclosure denial that is the subject of the written appeal, the requesting person 
may seek judicial review of the nondisclosure by commencing a civil action in Circuit Court.  
 
Whether or not a requestor submitted an appeal of a denial to the City Manager, he or she may 
file a civil action in Mecosta County 49th Circuit Court within 180 days after the City's final 
determination to deny the request.  

If a court that determines a public record is not exempt from disclosure, it shall order the City to 
cease withholding or to produce all or a portion of a public record wrongfully withheld, regardless 
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of the location of the public record. Failure to comply with an order of the court may be punished 
as contempt of court. 

If a person asserting the right to inspect, copy, or receive a copy of all or a portion of a public 
record prevails in such an action, the court shall award reasonable attorney fees, costs, and 
disbursements. If the person or City prevails in part, the court may, in its discretion, award all or 
an appropriate portion of reasonable attorney fees, costs, and disbursements.  

If the court determines that the City arbitrarily and capriciously violated this act by refusal or 
delay in disclosing or providing copies of a public record, the court shall order the City to pay a 
civil fine of $1,000.00, which shall be deposited into the general fund of the state treasury. The 
court shall award, in addition to any actual or compensatory damages, punitive damages in the 
amount of $1,000.00 to the person seeking the right to inspect or receive a copy of a public 
record. The damages shall not be assessed against an individual, but shall be assessed against 
the City. 
 
 
Section 9:  Appeal of an Excessive FOIA Processing Fee 

“Fee” means the total fee or any component of the total fee calculated under section 4 of the 
FOIA, including any deposit. 

If a requestor believes that the fee charged by the City to process a FOIA request exceeds the 
amount permitted by state law or under this policy, he or she must first appeal to the City 
Manager by submitting a written appeal for a fee reduction to the office of the City FOIA 
Coordinator.  
 
The appeal must be in writing, specifically state the word "appeal" and identify how the required 
fee exceeds the amount permitted. The City FOIA Appeal Form (To Appeal an Excess Fee) may 
be used. 
 
Within 10 business days after receiving the appeal, the City Manager will respond in writing by: 
 

• Waiving the fee; 
 

• Reducing the fee and issuing a written determination indicating the specific basis that 
supports the remaining fee; 
 

• Upholding the fee and issuing a written determination indicating the specific basis that 
supports the required fee; or 
 

• Issuing a notice detailing the reason or reasons for extending for not more than 10 
business days the period during which the City Manager will respond to the written appeal. 
The City Manager shall not issue more than 1 notice of extension for a particular written 
appeal. 
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Where the City Manager reduces or upholds the fee, the determination must include a 
certification from the City Manager that the statements in the determination are accurate and 
that the reduced fee amount complies with the publicly available procedures and guidelines and 
Section 4 of the FOIA. 

Within 45 days after receiving notice of the City Manger’s determination of an appeal, the 
requesting person may commence a civil action in Mecosta County 49th Circuit Court for a fee 
reduction.  
 
If a civil action is commenced against the City for an excess fee, the City is not obligated to 
complete the processing of the written request for the public record at issue until the court 
resolves the fee dispute. 

An action shall not be filed in circuit court unless one of the following applies: 

• The City does not provide for appeals of fees,  

• The City Manager failed to respond to a written appeal as required, or 

• The City Manager issued a determination to a written appeal. 

If a court determines that the City required a fee that exceeds the amount permitted under its 
publicly available procedures and guidelines or Section 4 of the FOIA, the court shall reduce the 
fee to a permissible amount. Failure to comply with an order of the court may be punished as 
contempt of court. 

If the requesting person prevails in court by receiving a reduction of 50% or more of the total fee, 
the court may, in its discretion, award all or an appropriate portion of reasonable attorney fees, 
costs, and disbursements. The award shall be assessed against the City. 

If the court determines that the City arbitrarily and capriciously violated the FOIA by charging an 
excessive fee, the court may award, in addition to any actual or compensatory damages, punitive 
damages in the amount of $500 to the person seeking the fee reduction, and shall order the City 
to pay a civil fine of $500 to be deposited in the general fund of the state treasury.  The damages 
shall not be assessed against an individual, but shall be assessed against the City.  
 
 
Section 10:  Conflict with Prior FOIA Policies, Procedures and Guidelines; Effective Date 
To the extent that these Policies, Procedures and Guidelines conflict with previous FOIA policies 
promulgated by the City Commission or the City FOIA Coordinator, these Policies, Procedures 
and Guidelines are controlling. To the extent that any administrative rule promulgated by the 
FOIA Coordinator subsequent to the adoption of this resolution is found to be in conflict with any 
previous policy promulgated by the City Commission or the City Administration, the 
administrative rule promulgated by the FOIA Coordinator is controlling. 
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To the extent that any provision of these Procedures and Guidelines or any administrative rule 
promulgated by the FOIA Coordinator pertaining to the release of public records is found to be 
in conflict with any State statute, the applicable statute shall control. The FOIA Coordinator is 
authorized to modify this policy and to adopt such administrative rules as he or she may deem 
necessary, to facilitate the legal review and processing of requests for public records made 
pursuant to Michigan's FOIA statute, provided that such modifications and rules are consistent 
with State law. The FOIA Coordinator shall inform the City Commission of any change in these 
Policies, and Procedures and Guidelines. 
 
These FOIA Policies, Procedures and Guidelines become effective July 1, 2015. 
  
 
Section 11: Appendix of City of Big Rapids FOIA Forms 
 

• Request for Public Records Form 
 

• Notice to Extend Response Time Form 
 

• Notice of Denial Form 
 

• Detailed Cost Itemization Form 
 

• Appeal of Denial of Records Form 
 

• Appeal of Excess Fee Form 
 

 



 
June, 2015 

 

FOIA Fee Itemization Form 
 

(Effective July 1, 2015) 
 
 

Component Cost Calculations Total 
1. Labor 
Costs – 
Search, 
Location, and 
Examination 
of Records* 
 

Enter the hourly wage of lowest paid employee capable of 
performing the search, location and examination  

$______ per hour 
 
Multiply the wage by the fringe benefit multiplier (maximum 
of 50% of the hourly wage); OR, if the requested information 
is available online and the requestor request the documents to 
be provided in another format, the fringe benefit multiplier 
may exceed 50% (not to exceed actual cost) 

_____% 
 
Multiply the hourly wage times the fringe benefit multiplier 

$_______ x 1.____ = $_______ 
 
If stipulated by the requestor, add the hourly overtime wage 
increment (but do not include in the calculation of fringe 
benefit costs)    

$_______ + _______ = $_______ 
 
Divide the resulting hourly wage by four (4) to determine the 
charge per fifteen (15) minute increment 

 $_______  / 4 = $_______ 
 

 

 Number of 15 minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 
 

 
 
$_________ 

2. Employee 
Labor Costs 
– Redaction* 
 

If performed by the public body’s employee:  
 
Enter the hourly wage of lowest paid employee capable of 
performing the redaction  

$______ per hour 
 
Multiply the wage by the fringe benefit multiplier (maximum 
of 50% of the hourly wage); OR, if the requested information 
is available online and the requestor request the documents to 
be provided in another format, the fringe benefit multiplier 
may exceed 50% (not to exceed actual cost) 

_____% 
 
Multiply the hourly wage times the fringe benefit multiplier 

$_______ x 1.____ = $_______ 
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If stipulated by the requestor, add the hourly overtime wage 
increment (but do not include in the calculation of fringe 
benefit costs)    

$_______ + _______ = $_______ 
 
Divide the resulting hourly wage by four (4) to determine the 
charge per fifteen (15) minute increment 

 $_______  / 4 = $_______ 
 

 Number of 15 minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 
 

 
 
$_________ 

2. Contracted 
Labor Costs 
– Redaction* 
 

If performed by Contracted Labor (Only permitted if the 
public body does not employ a person capable of redacting the 
records as determined by the FOIA Coordinator):  
 
Name of person or firm contracted: 
____________________________________ 
 
Enter the hourly rate charged by the contractor (may not 
exceed six (6) times the State minimum wage (i.e. 
$8.15x6=$48.90)  

$______ per hour 
 
Divide the hourly rate by four (4) to determine the charge per 
fifteen (15) minute increment 

 $_______  / 4 = $_______ 
 

 

 Number of 15 minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 
 

 
 
$_________ 

3. Non-Paper 
Physical 
Media 
 

Actual and most reasonably economical cost of:  
 
Flash Drives $_____ x number used _____ = $_______ 
 
Computer Discs $______ x number used _____ = $________ 
 
Other Media $_______ x number used _____ = $________ 

 

 
 
 
 
 
 
$________ 
 

4. Paper 
Copies 

Actual total incremental cost of duplication (not including 
labor) up to a maximum of 10 cents per page: 
 
Letter paper (8 ½” x 11”) 

number of sheets ___ x $0.__ = $_____ 

 
 
 
 
 



MIS - 17 
 
 

 

Legal paper (8 ½” x 14”) 
 number of sheets ___ x $0.__ = $_____ 

Actual cost of other types of paper: 
 
Type of Paper:  ____________________ 

number of sheets ___ x $______ = $_____ 
 
Type of Paper:  ____________________ 

number of sheets ___ x $______ = $_____ 
 
(NOTE: Must print double-sided if available and costs less.) 

 
 
 
 
 
 
 
 
$________ 
 

5. Labor Cost 
– Duplication  
Copying, and 
transferring 
records to 
non-paper 
physical 
media 

Enter the hourly wage of lowest paid employee capable of 
performing the duplication, copying, or transferring digital 
records to non-paper physical media  

$______ per hour 
 
Multiply the wage by the fringe benefit multiplier (maximum 
of 50% of the hourly wage); OR, if the requested information 
is available online and the requestor request the documents to 
be provided in another format, the fringe benefit multiplier 
may exceed 50% (not to exceed actual cost) 

_____% 
 
Multiply the hourly wage times the fringe benefit multiplier 

$_______ x 1.____ = $_______ 
 
If stipulated by the requestor, add the hourly overtime wage 
increment (but do not include in the calculation of fringe 
benefit costs)    

$_______ + _______ = $_______ 
 
Divide the resulting hourly wage by _______ to determine the 
charge per ________ (__) minute increment 

 $_______  / 4 = $_______ 
(NOTE: May use any time increment for this category) 

 

 Number of __ minute increments (partial time increments must 
be rounded down) multiplied by the permitted rate 

_______ x $_______ = $_________ 

 
 
$_________ 

6. Mailing  Actual cost of mailing records in a reasonable and economical 
manner: 
 

Cost of mailing: $_______ 
 
Cost of least expensive form of postal delivery confirmation: 

 $_________ 
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Cost of expedited shipping or insurance only if specifically 
stipulated by the requestor:  

$_______ 
 

 
 
$________ 

 Subtotal 
 

$_________ 
 

Waivers and 
Reductions 

Subtract any Fee Waiver or Reduction:  
$20.00 for indigency or nonprofit organization as further 
described in the Public Body’s procedures and guidelines. 
 
Any amount determined by the Public Body due to the search 
and furnishing of the Public Record determined to be in the 
public interest.  $________ 
 
The reduction amount due to the late response of the Public 
Body. 5% of fee x ____ days late = ______% reduction 
(maximum reduction is 50%) 
 

 
 
 
 
 
 
 
 
 
 
-$_______ 

Deposit Subtract any good-faith deposit received: $_________ 
 

-$_______ 

 Total Due $________ 
 

 
*Note: Labor costs for search, location, examination and redaction (categories 1 and 2 on the 
itemization form) may not be charged unless the failure to charge a fee would result in 
unreasonably high costs to the public body because of the nature of the request in the particular 
instance, and the public body specifically identifies the nature of these unreasonably high costs.   
 
The Court of Appeals has interpreted this provision to require that the determination be made 
relative to the usual or typical costs incurred by the public body in responding to FOIA requests. 
The key factor in determining whether the costs are "unreasonably high" is the extent to which 
the particular request differs from the usual request.  Bloch v Davison Cmty  Schools, (Mich.App. 
Apr. 26, 2011), 2011 WL 1564645. 
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POLICY ON GRIEVANCE PROCEDURE 
 FOR CHARTER OFFICIALS 

 
 
The City of Big Rapids' Personnel Policy and Procedure Manual for Non-Bargaining 
Employees, outlines the grievance procedure to be followed for non-bargaining 
employees.  A subset of the non-bargaining group of employees are those individuals 
who are Charter Officials including: the City Assessor, City Clerk, and City Treasurer.  
Charter employees are "at will" and the grievance procedure allows for a clarifying 
process that doesn't compromise the "at will" employment status of the Charter 
employees.  The City Attorney and City Manager shall not have access to the grievance 
procedure. 
 
The following Grievance Procedure shall apply to Charter Officials who wish to file a 
grievance concerning an application or the interpretation of the City's Personnel Policy 
and Procedure Manual.  
 
-Verbal Procedure 
 

The employee shall, within five (5) working days of the date of the cause of the 
grievance, verbally appeal to the City Manager requesting an adjustment of the grievance.  
The grievance shall be fully and thoroughly discussed by the parties, who agree to make 
every effort to settle the grievance. 
 
-Written Procedure 
 

Step One.  If an employee, after a discussion with the City Manager, feels that a 
proper adjustment has not been made through the verbal procedure, the employee shall, 
within three (3) working days of the City Manager's verbal reply, appeal in writing to the 
City Manager.  Not later than three (3) working days from the written presentation of the 
grievance, the employee involved shall again meet with City Manager (City Attorney or 
Human Resource Mgr.) for the purpose of attempting to resolve the written grievance.  At 
the conclusion of the meeting, the City Manager shall record the date of the meeting, 
those present, and the disposition of the grievance; the City Manager shall respond, in 
writing, to the employee within two (2) working days. 
 

Step Two.  If the grievance disposition given in Step One is not considered 
satisfactory, the employee may request in writing through the City Manager, a meeting 
with the City Commission.  The employee may choose if the meeting with the Commission 
shall be an open or closed meeting.  If the grievance is of an emergency nature, the 
meeting shall be held promptly.  If the grievance is not of an emergency nature, the City 
Commission shall meet with the employee at their next regularly scheduled meeting.  If 
the employee chooses to meet in closed session with the City Commission, said closed 
session shall be held after the adjournment of the regularly scheduled City Commission 
meeting.  Either party may have counsel, consultants, or other persons as they shall elect 
at the meeting.  A grievance not advanced to Step Two, within three (3) working days of 
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the City Manager's written disposition, shall mean that the grievance has been 
permanently settled on the basis of the disposition given in Step One.   
 

Step Three.  The City Commission shall consider the appeal of the aggrieved.  
Upon reaching a decision, the City Commission shall direct the City Clerk to respond in 
writing to the employee, of the Commission's action.  The decision of the City Commission 
shall be final and binding.   
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EMPLOYEE DEFERRED COMPENSATION POLICY 
 

 
At no cost to the City, the City Commission will offer a maximum of five active deferred 

compensation plans to provide a supplemental retirement program for its eligible 
employees up to five such plans. The deferred compensation plans must be designed 
to satisfy the requirements of Section 457 of the Internal Revenue Code of 1986, as 
amended. The provisions of the plans will apply only to persons who are employed by 
the City or have a benefit payable under the plan. 
 
An employee may participate in more than one plan, which has been established by 
the City of Big Rapids, but under no circumstances shall the total amount of deferred 
income exceed the allowable amount, which could be deferred under a single plan. 
 
All amounts of compensation deferred under these plans, including all property rights 
purchased with such amounts and all income attributable thereto, shall remain the sole 
and unrestricted property of the City of Big Rapids, subject only to the claims of the 
City's general creditors (employees), until distribution to the employee. 
 
The City shall administer the following active deferred compensation plans: John 
Hancock, ICMA, and Lerner, Csernai, and Fath Financial. If at any time there has been 
no activity during a period of over one year, the City Treasurer may recommend to the 
City Commission, to move one plan to an inactive status and may recommend another 
plan to take its place. 
 
The City maintains the right to discontinue this service to the employee, for any reason, 
90 days after submitting a written notification to the company and affected employees. 
 
The City Treasurer shall be the internal plan administrator of all adopted deferred 
compensation plans. 
 
Active Status - Available for payroll deduction: John Hancock, ICMA, and Lerner, 
Csernai, and Fath Financial. 
 
Suspended Status - Available for only those employees remaining in the plan as of 
07/01/2000:  Equitable and Nationwide. 
 
Inactive Status - Not available for payroll deduction:  Retirees only. 
 
 
 
 
Adopted By Resolution No. 00-08  
June 5, 2000 
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CITY OF BIG RAPIDS 
DRUG-FREE WORKPLACE POLICY 

 
 
To: All Employees  
From: City of Big Rapids 
 
 
PURPOSE: This statement is provided pursuant of the Drug-Free Workplace Act 
of 1988. 
 
STATEMENT: 
 
 The City of Big Rapids seeks to have a drug-free workplace.  In accord with 
the Drug-Free Workplace Act of 1988 and to promote drug-free awareness among 
employees, the City of Big Rapids through posting of notices and discussion with 
employees regarding this policy will inform employees that: 
 
 1.   Drug abuse, which includes alcohol, in the workplace creates a 
dangerous environment in the workplace for the employee engaged in the drug 
abuse and endangers the health, safety and welfare of all employees and other 
persons in the workplace. 
 
 2.   It is the policy of the City of Big Rapids to maintain a drug-free 
workplace.  The illegal manufacture, distribution, possession or use of drugs, or 
acting under the influences of drugs or alcohol, in this workplace is strictly 
prohibited. 
 
 3.   Information will be available on a confidential basis on public and 
private drug counseling, rehabilitation, and employee assistance programs, upon 
the request of any employee. 
 
 4.   Penalties may be imposed upon employees for drug abuse violations, 
up to and including termination of employment. 
 
 
POLICY AND PROCEDURES: 
 
 The unlawful manufacture, distribution, dispensation, possession, or use of 
a controlled substance is prohibited on any premises occupied or controlled by the 
City of Big Rapids.  The use of alcohol in the workplace is prohibited.  Appropriate 
disciplinary actions, which may include termination, will be taken against City of 
Big Rapids employees for violations of this prohibition. 
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 “Controlled substance” for purposes of this Statement means a controlled 
substance listed in schedules I through V of Section 202 of the Controlled 
Substances Act (21 U.S.C. Section 812), and as further defined by federal 
regulations.  (21 C.F.R. Sections 1300.00 through. 15).  This list includes, but is 
not limited to marijuana, heroin, PCP, Cocaine and amphetamines. 
 

A condition of employment for work under any grant received by the City of 
Big Rapids from the federal government is that each employee directly engaged in 
the performance of work funded by such grant will: 

 
1. Abide by the terms of this Statement. 
 

 2.   Notify the City of Big Rapids of his or her criminal drug statute 
conviction for any violation occurring in the workplace no later than 5 days after 
such conviction. 
  a.   “Conviction” means a finding of guilt (including a plea of nolo 
contender) or imposition to sentence, or both, by any judicial body charged with 
the responsibility to determine violations of the federal or state criminal drug 
statutes. 
  b.   “Criminal drug sentence” means a federal or non-federal criminal 
statue involving manufacture, distribution, dispensation, use or possession of any 
controlled substance. 
 
 If the criminal drug statue violation occurred during the employee’s working 
hours with the City of Big Rapids, a sanction will be imposed on the employee so 
convicted.  Within 30 days after receiving notices of the conviction: 
 
 1.   The City of Big Rapids will take appropriate disciplinary action against 
such employee, up to and including termination; or 
 2.   The City of Big Rapids will require such employee to satisfactorily 
participate in a drug abuse assistance or rehabilitation program approved for such 
purpose by a federal, state, or local health, law enforcement or other appropriate 
agency.  
 
 This notice supplements and does not replace specific provisions of any 
collective bargaining agreement which shall govern over general City policy. 
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RESOLUTION NO. 14-60  
 
 
Commissioner Rothstein moved, seconded by Commissioner Anderson, the adoption of 
the following: 
 
 

RESOLUTION ADOPTING UPDATED CITY POLICY  
ON SEXUAL HARASSMENT 

 
 

WHEREAS, the City Commission recognizes that in this age of tolerance and 
respect for all people, it is a policy of the City of Big Rapids to maintain a working 
environment free from all forms of sexual harassment and intimidation, and 

 
WHEREAS, the City‘s current Sexual Harassment Policy was adopted on April 12, 

1993, and 
 
WHEREAS, it is recommended that the City update its policy to preserve a working 

environment free from sexual harassment of any kind by anyone employed or associated 
with the City. 

 
 NOW, THEREFORE, BT IT RESOLVED, that the City Commission hereby adopts 
the attached updated Sexual Harassment Policy and hereby directs that it be incorporated 
into the City’s Policy Book  
 
 
 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba       
 
Nays:  None   
 
The Mayor declared the resolution adopted. 
 
Dated:  May 19, 2014   
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CITY OF BIG RAPIDS 

SEXUAL HARASSMENT POLICY STATEMENT 
 
 
 

It is the policy of the City of Big Rapids to maintain a working environment free 
from all forms of sexual harassment or intimidation.  It is the policy of the City that all 
employees are responsible for ensuring that the workplace is free from sexual 
harassment and any employee's behavior that fits the definition of sexual harassment is 
a form of misconduct, which may result in disciplinary action up to and including dismissal.  
 

The City’s policy on sexual harassment is part of its overall affirmative action efforts 
pursuant to federal and state laws prohibiting discrimination based on age, race, color, 
religion, national origin, citizenship status, unfavorable discharge from the military, marital 
status, disability, and gender.  Specifically, sexual harassment is prohibited by Title VII of 
the Civil Rights Act of 1964. 
 

Each City employee must refrain from sexual harassment in the workplace.  No 
employee - male or female - should be subjected to unsolicited or unwelcome sexual 
overtures or conduct in the workplace.  Furthermore, it is the responsibility of all 
supervisors and managers to make sure that the work environment is free from sexual 
harassment.  All forms of sexual harassment must be investigated in a prompt and 
effective manner.  

 
All City employees, and those particularly in a supervisory or management 

capacity, are expected to become familiar with the contents of this policy and to abide by 
the requirements it establishes.  
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CITY OF BIG RAPIDS 
SEXUAL HARASSMENT POLICY 

AND COMPLAINT/INVESTIGATION PROCEDURE 
 

 
 
 
OBJECTIVE 
 
The City of Big Rapids is committed to preserving a working environment free from sexual 
harassment.   The aim of this policy is to prevent sexual harassment of any kind by anyone 
employed or associated with the City.  The purpose of this policy is to define sexual 
harassment and provide procedures for the investigation of sexual harassment claims.  
All employees, including supervisors and managers, will be subject to severe discipline, 
up to and including discharge, for any act of sexual harassment they commit.  An attitude 
of respect for fellow workers, combined with an increased awareness of all employees, 
will help prevent actual incidents of sexual harassment.  
 
 
SCOPE 
 
This policy applies to all employees working for the City of Big Rapids.  The workplace 
includes all offices or other premises where City business is conducted, all City-related 
activities performed at any other site away from City premises, and any social, business 
or other functions where the conduct or comments may have an affect on the workplace 
or workplace relations.      
 
 
SEXUAL HARASSMENT DEFINED 
 
Sexual harassment is unwanted sexual attention of a persistent or offensive nature made 
by a person who knows, or reasonably should know, that such attention is unwanted. 
Sexual harassment includes sexually oriented conduct that is sufficiently pervasive or 
severe to unreasonably interfere with an employee's job performance or create an 
intimidating, hostile, or offensive working environment. Sexual harassment can be 
physical and/or psychological in nature. An aggregation of a series of incidents can 
constitute sexual harassment even if one of the incidents considered on its own would 
not be harassing. Employees are prohibited from harassing other employees whether or 
not the incidents of harassment occur on the employer’s premises and whether or not the 
incidents occur during working hours.  
 
While sexual harassment encompasses a wide range of conduct, some examples of 
specifically prohibited conduct include:  
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A. Physical assaults of a sexual nature, such as rape, sexual battery, 
molestation or attempts to commit these assaults, and intentional 
physical conduct that is sexual in nature, such as touching, pinching, 
patting, grabbing, brushing against another employee's body or poking 
another employee's body.  

 
B. Unwanted sexual advances, propositions or other sexual comments, 

such as sexually oriented gestures, noises, remarks, jokes, or comments 
about a person's sexuality or sexual experience (especially when 
directed at or made in the presence of any employee who indicates or 
has indicated in any way that such conduct in his or her presence is 
unwelcome). 

 
C. Preferential treatment or promises of preferential treatment to an 

employee for submitting to sexual conduct, including soliciting or 
attempting to solicit any employee to engage in sexual activity for 
compensation or reward.  

 
D. Subjecting, or threats of subjecting, an employee to unwelcome sexual 

attention or conduct or intentionally making performance of the 
employee's job more difficult because of that employee's sex.  

 
E. Sexual or discriminatory displays or publications anywhere in the City’s 

workplace by the City employees, such as:  
 

1. Displaying pictures, posters, calendars, graffiti, objects, 
promotional materials, reading materials or other materials that 
are sexually suggestive, sexually demeaning or pornographic, or 
bringing into the City’s work environment or possessing any such 
material to read, display or view at work. A picture will be 
presumed to be sexually suggestive if it depicts a person of either 
sex who is not fully clothed or in clothes that are not suited to or 
ordinarily accepted for the accomplishment of routine work in and 
around the workplace and/or who is posed for the obvious 
purpose of displaying or drawing attention to private portions of 
his or her body.  

2. Reading or otherwise publicizing in the work environment 
materials that are in any way sexually revealing, sexually 
suggestive, sexually demeaning, or pornographic.  

3. Displaying signs or other materials purporting to segregate an 
employee by sex in any area of the workplace (other than 
restrooms and similar semi-private lockers/changing rooms).  

 
F. Retaliation for sexual harassment complaints, such as:  
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1. Disciplining, changing work assignments of, providing inaccurate 
work information to, or refusing to cooperate or discuss work-
related matters with any employee because that employee has 
complained about or resisted harassment, discrimination or 
retaliation.  

2. Intentionally pressuring, falsely denying, lying about or otherwise 
covering up or attempting to cover up conduct such as that 
described in any item above.  

 
 

 
REPORTING RESPONSIBILITIES 
 
Employees  
 
If employees believe they have been subjected to sexual harassment or any unwanted 
sexual attention, they should make their disapproval directly and immediately known to 
the harasser whenever possible. If the situation is not immediately resolved or if the 
employee is unable to, or too uncomfortable to address the alleged harasser directly, he 
or she should report the incident to the employee’s supervisor.  It may be helpful to make 
a written record of the date, time, and nature of the incident(s) and the names of 
witnesses. 
 
It is important to report concerns of sexual harassment or inappropriate sexual conduct, 
regardless of the seriousness, to human resources or a supervisor/manager as soon as 
possible. Management cannot assist in stopping the harassment from continuing if 
management is unaware of the problem. Publicizing information about alleged 
harassment without following the reporting procedures might be considered evidence of 
a vexatious intent on the part of the accuser. 
 
The initial report can be made by the offended person or a witness.  If the supervisor is 
the offending party, or if the supervisor is not receptive to the complaint for any reason, 
the report should be made directly to the Human Resource Manager or the City Manager.  
If, for some reason, the report cannot be made to a supervisor, the Human Resource 
Manager or City Manager, the report shall be made to the City Attorney.  
 
 
Supervisors  
 
Supervisors must deal expeditiously and fairly with allegations of sexual harassment 
within their departments whether or not there has been a written or formal complaint.  
Supervisors must:  
 

• Take all complaints or concerns of alleged or possible sexual harassment or 
discrimination seriously, no matter how minor or who is involved. 
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• Ensure that sexual harassment or inappropriate sexually oriented conduct is 
reported to Human Resources within 24 hours of having received the complaint or 
report so that a prompt investigation can occur. 

• Take any appropriate action to prevent retaliation or prohibited conduct from 
reoccurring during and after investigations or complaints.   

 
Supervisors who knowingly allow or tolerate sexual harassment or retaliation are in 
violation of this policy and subject to discipline. 
 
The Human Resource Manager is responsible for:  
 
• Ensuring that both the individuals filing the complaint (hereafter referred to as the 

complainant) and the accused individual (hereafter referred to as the respondent) are 
aware of the seriousness of a sexual harassment complaint.  

• Explaining the employer’s sexual harassment policy and investigation procedures to 
the complainant and the respondent. 

• Exploring informal means of resolving sexual harassment complaints.  
• Notifying the police if criminal activities are alleged.  
• Arranging for an investigation of the alleged harassment and the preparation of a 

written report. 
 
 
RESOLUTION PROCEDURES  
 
All complaints or reports of sexual harassment will be investigated promptly by the City.  
No officer, employee, or elected official will be penalized, reprimanded, or disciplined for 
making a good faith complaint or report of sexual harassment.  The general results of the 
investigation will be disclosed only to those individuals directly involved.   
 
Incidents of sexual harassment or inappropriate sexually oriented conduct should be 
reported following the above complaint procedures. To initiate a formal investigation into 
an alleged violation of this policy, employees will often be asked to provide a written 
sexual harassment complaint with Human Resources. Complaints should be submitted 
as soon as possible after an incident of alleged sexual harassment. The Human Resource 
Manager may assist the complainant in completing a sexual harassment complaint form.  
To ensure the prompt and thorough investigation of a sexual harassment complaint, the 
complainant should provide as much of the following information as is possible:  
 
• The name, department, and position of the person or persons allegedly causing the 

harassment.  
• A description of the incident(s), including the date(s), location(s) and the presence of 

any witnesses.  
• The alleged effect of the incident(s) on the complainant's position, salary, benefits, 

promotional opportunities, or other terms or conditions of employment.  
• The names of other employees who might have been subject to the same or similar 

harassment.  
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• The steps the complainant has taken to try to stop the harassment. 
• Any other information the complainant believes to be relevant to the harassment 

complaint. 
 
 
RETALIATION PROHIBITED 
 
The City will permit no employment based retaliation against anyone who brings a 
complaint of sexual harassment or who speaks as a witness in the investigation of a 
complaint of sexual harassment.  
 
 
DISCIPLINE  
 
Employees who violate this policy are subject to appropriate disciplinary action, up to and 
including discharge.  If an investigation results in a finding that this policy has been 
violated, the mandatory minimum discipline is a written reprimand. The discipline for very 
serious or repeat violations is termination of employment.  Persons who violate this policy 
may be subject to civil damages or criminal penalties.  The failure to report sexual 
harassment may result in disciplinary action, up to and including discharge.  
 
CONFIDENTIALITY  
 
The City understands that it is difficult to come forward with a complaint of sexual 
harassment and recognizes the complainant’s interest in keeping the matter confidential.  
All inquiries, complaints, and investigations are treated confidentially. Information is 
revealed strictly on a need-to-know basis. Information contained in a formal complaint is 
kept as confidential as possible. However, the identity of the complainant usually is 
revealed to the respondent and witnesses. The Human Resource Manager will take 
adequate steps to ensure that the complainant is protected from retaliation during the 
period of the investigation. All information pertaining to a sexual harassment complaint or 
investigation is maintained by the Manager of Human Resources in secure files. The 
Manager of Human Resources can answer any questions pertaining to the procedures 
for handling information related to sexual harassment complaints and investigations to 
complainants and respondents.  
 
 
OTHER AVAILABLE PROCEDURES  
 
The procedures available under this policy do not preempt or supersede any legal 
procedures or remedies otherwise available to a victim of sexual harassment under state 
or federal law.  
 
 
ADMINISTRATION  
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This policy will be administered through the Manager of Human Resources. 
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SEXUAL HARASSMENT COMPLAINT FORM 
 

 
EMPLOYEE’S NAME: ________________________________________________________________ 
 
DEPARTMENT:  ____________________________________________________________________ 
 
JOB TITLE:  _______________________________________________________________________ 
 
DATE COMPLETED: ___________________________ 
 
WHEN DID THE INCIDENT OCCUR:_____________________________________________ 
 
 If over a period of time, list the time     From:____________________________________ 

period covered by the complaint:       To:____________________________________ 
 
Is it still occurring:   [   ]  YES      [  ]  NO   (Use an additional blank sheet  of paper if more than one occurrence)  

 
INDIVIDUAL(S) WHO ALLEGEDLY COMMITTED THE HARASSMENT: 
 
              Name                                      Department                                  Job Title 
  
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
 

DESCRIBE IN DETAIL THE TIME AND NATURE OF THE HARASSMENT ALLEGEDLY COMMITTED BY 
EACH IDENTIFIED INDIVIDUAL:        (use an additional blank sheet of paper if necessary)      

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 
 
IDENTIFY ALL EMPLOYEES OR OTHERS WITH KNOWLEDGE OF THE INCIDENT: 
 
  Name                                      Department                                  Job Title 
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PROVIDE ANY DOCUMENTS OR DESCRIBE PHYSICAL EVIDENCE THAT SUPPORTS YOUR 
COMPLAINT: 
 
_____________________________________________________________________________________

_____________________________________________________________________________________

___________________________________________________________________________________ 

_____________________________________________________________________________________

___________________________________________________________________________________ 

 
HAVE YOU MISSED ANY WORK TIME OR INCURRED ANY UNREIMBURSED MEDICAL EXPENSES AS 
A RESULT OF THE ALLEGED HARASSMENT?  IF SO PLEASE IDENTIFY: 
_____________________________________________________________________________________
_____________________________________________________________________________________
___________________________________________________________________________________ 

 
HAS THERE BEEN A PREVIOUS COMPLAINT ABOUT THIS OR OTHER RELATED ACTS OF SEXUAL 
HARASSMENT TO A COMPANY SUPERVISOR OR OFFICIAL?  IF SO, IDENTITY THE INDIVIDUAL TO 
WHOM THE COMPLIANT WAS MADE, THE DATE AND RESOLUTION OF YOUR COMPLAINT.  
 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
___________________________________________________________________________________ 

 
WHAT TYPE OF CORRECTIVE ACTION WOULD YOU LIKE TO SEE TAKEN? 
 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 

ACKNOWLEDGEMENTS 
 
In order to investigate your complaint, it will be necessary to interview you, the alleged harasser(s), and 
witnesses with knowledge of the allegations or defenses.  The City will notify all persons involved in the 
investigation that it is confidential and that unauthorized disclosures of information concerning the 
investigation could result in disciplinary action up to and including discharge.  
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By signing below, I affirm that the information provided herein is true and correct.  I am willing to cooperate 
fully in the investigation of my complaint and to provide whatever evidence that the City deems relevant.  
 
Filed by; ___________________________________________________________________________ 
 
Date: _____________________________________ 
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JOB POSTING POLICY 
 
 
The following procedures shall be used in announcing vacancies in City full-time 
positions. 
 
 
AFSCME 
 
Job openings for permanent transfers and promotions within the union contract shall be 
posted in accordance with Section 10.3 of the contract.  Each job opening will be posted 
for AFSCME employees for five full days.  If the union contract process does not result in 
the filling of the position, the City shall post notice of the vacancy through advertisement.  
In addition, all City employees will be notified of the vacancy.  Any City employee may 
submit an application along with all other non-employee applicants.   
 
 
FIRE 
 
The City shall post notice of a vacancy in the fire fighter’s position through advertisement.  
In addition, all City employees will be notified of the vacancy.  Any City employee may 
submit an application along with all other non-employee applicants.   Promotions will be 
within the Fire Division shall be in accordance with Section 9.1 - Promotions - of the union 
contract.   
 
 
POLICE OFFICERS 
 
The City shall post notice of a vacancy of a police officer position through advertisement.  
In addition, all City employees will be notified of the vacancy.  Any City employee may 
submit an application along with all other non-employee applicants.  Promotions within 
the Police Division shall be in accordance with Section 9.2 - Promotions - of the union 
contract.    
 
 
NON-BARGAINING: 
 
The Non-bargaining Policy and Procedure Manual reads as follows: 
 

Section 4.35 - When a vacant position exists, not covered by a collective 
bargaining agreement, the City will advise non-bargaining unit employees 
of the vacancy and shall review the feasibility of filling the vacancy by 
promotion from within the department or by transfer of a current employee 
from another department.   
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Section 4.40 - If the City determines that there are no suitable employees 
available for promotion or transfer under 4.35, the City will advise all 
municipal employees of the vacancy and the City shall review the feasibility 
of filling the vacancy by promotion from another department. 
 
Section 4.45 - If the City determines that there are no suitable current 
municipal employees available for promotion or transfer to the position, the 
position will be filled by appointment from applicants other than municipal 
employees.   
 

 
Based on the above text, the posting procedure for non-bargaining positions will be as 
follows: 
 
1) Job openings will be posted for one week as notice to full-time non- bargaining 

employees. 
 
2) Immediately thereafter, job openings will be posted as notice to all full-time 

employees. 
 
3) Concurrently, job openings will be advertised through the placement of notices in 

newspapers, professional magazines, college placement offices, etc. 
 
 
Submission of an application for a vacant position by any City employee is encouraged, 
but does not automatically guarantee placement of the employee in that position.  The 
City may choose to solicit applicants from other than the current City work force.  
However, current employees possessing the necessary job qualifications will be given 
equal consideration for the position along with other applicants possessing the required 
qualifications.   
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RESOLUTION NO. 13-83 

 
Commissioner Rothstein moved, seconded by Commission Anderson, the adoption of 
the following: 
 

RESOLUTION ADOPTING UPDATED CITY POLICY ON 
FAMILY AND MEDICAL LEAVE (FMLA) 

 
 

WHEREAS,  the Department of Labor has revised the Family and Medical Leave 
Act (FMLA) regulations to provide additional ways employees can take leave for qualifying 
military exigencies, expanding FMLA’s military caregiver leave provisions and clarifying 
rules regarding intermittent leave, all which could affect City of Big Rapids employees, 
and  
 

WHEREAS, in order to meet the City’s Family and Medical Leave Act obligations 
as required by Federal law and to inform all employees of the Act provisions in a concise 
manner, the City has summarized the Act’s provisions in policy form. 
 
 NOW, THEREFORE, BT IT RESOLVED, that the City Commission hereby adopts 
the attached Family and Medical Leave Act Policy and hereby directs that it be 
incorporated into the City’s Policy Book effective for all non-bargaining and unionized 
employees. 
 
 
 
 
 
 
 
 
 
 

 
Yeas:  Anderson, James, Rothstein, Warba 
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  July 1, 2013  
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FAMILY AND MEDICAL LEAVE ACT (FMLA) 
FOR THE CITY OF BIG RAPIDS 

 
 
The City of Big Rapids will comply with the Family and Medical Leave Act implementing 
Regulations as revised effective February 2013. The City posts the mandatory FMLA 
Notice on the employer bulletin boards at the various City worksites and upon hire 
provides all new employees with notices required by the U.S. Department of Labor (DOL) 
on Employee Rights and Responsibilities under the Family and Medical Leave Act in.  
 

The function of this policy is to provide employees with a general description of their FMLA 
rights. In the event of any conflict between this policy and the applicable law, employees 
will be afforded all rights required by law.  

If you have any questions, concerns, or disputes with this policy, you must contact the 
Human Resource Manager in writing. 

A. GENERAL PROVISIONS  

Under this policy, the City of Big Rapids will grant up to 12 weeks (or up to 26 weeks of 
military caregiver leave to care for a covered servicemember with a serious injury or 
illness) during a 12-month period to eligible employees. The leave may be paid, unpaid 
or a combination of paid and unpaid leave, as specified in this policy.  

B. ELIGIBILITY  

To qualify to take family or medical leave under this policy, the employee must meet all 
of the following conditions:  

  1) The employee must have worked for the City for 12 months or 52 weeks. 
The 12 months or 52 weeks need not have been consecutive. Separate 
periods of employment will be counted, provided that the break in service 
does not exceed seven years. Separate periods of employment will be 
counted if the break in service exceeds seven years due to National Guard 
or Reserve military service obligations or when there is a written agreement, 
including a collective bargaining agreement, stating the employer’s intention 
to rehire the employee after the service break. For eligibility purposes, an 
employee will be considered to have been employed for an entire week 
even if the employee was on the payroll for only part of a week or if the 
employee is on leave during the week.  

2)  The employee must have worked at least 1,250 hours during the 12-month 
period immediately before the date when the leave is requested to 
commence. The principles established under the Fair Labor Standards Act 
(FLSA) determine the number of hours worked by an employee. The FLSA 
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does not include time spent on paid or unpaid leave as hours worked. 
Consequently, these hours of leave should not be counted in determining 
the 1,250 hours eligibility test for an employee under FMLA. 

3)  The employee must work in a worksite where 50 or more employees are 
employed by the City within 75 miles of that office or worksite. The distance 
is to be calculated by using available transportation by the most direct route.  

C. TYPE OF LEAVE COVERED  

To qualify as FMLA leave under this policy, the employee must be taking leave for one of 
the reasons listed below:  

1.   The birth of a child and in order to care for that child. 

2.  The placement of a child for adoption or foster care and to care for the newly placed        
child. 

3. To care for a spouse, child or parent with a serious health condition (described below). 

4. The serious health condition (described below) of the employee that makes the 
employee unable to perform the functions of their job. 

An employee may take leave because of a serious health condition that makes the 
employee unable to perform the functions of the employee's position.  

For purposes of leaves under subparagraphs 3 and 4 above, a "serious health 
condition" means an illness, injury, impairment, or physical or mental condition that 
involves (a) inpatient care (i.e., an overnight stay) in a hospital, hospice, or 
residential medical care facility, including any period of incapacity, or any 
subsequent treatment in connection with such inpatient care; or (b) continuing 
treatment by a licensed health care provider.  Ordinarily, unless complications 
arise, the common cold, the flu, earaches, upset stomach, minor ulcers, 
headaches other than migraine, routine dental or orthodontia problems and 
periodontal disease are examples of conditions that do not meet the definition of a 
serious health condition and do not qualify for FMLA leave. 
 
Continuing treatment includes (i) a period of incapacity of more than three 
consecutive calendar days and any subsequent treatment or period of incapacity 
relating to the same condition that also involves treatment two or more times by a 
health care provider or treatment by a health care provider on at least one occasion 
which results in a regimen of continuing treatment under the supervision of the 
health care provider; (ii) any period of incapacity due to pregnancy, or for prenatal 
care; (iii) any period of incapacity or treatment for such incapacity due to a chronic 
serious health condition; (iv) a period of incapacity which is permanent or long-
term due to a condition for which treatment may not be effective; and (v) any period 
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of absence to receive multiple treatments by a health care provider for restorative 
surgery after an accident or other injury, or for a condition that would likely result 
in a period of incapacity of more than three consecutive calendar days in the 
absence of medical intervention or treatment.   
 
A period of incapacity means an inability to work, attend school, or perform other 
regular daily activities due to the serious health condition or its treatment and 
recovery. 

This policy covers illnesses of a serious and long-term nature, resulting in recurring 
or lengthy absences. Generally, a chronic or long-term health condition that would 
result in a period of three consecutive days of incapacity with the first visit to the 
health care provider within seven days of the onset of the incapacity and a second 
visit within 30 days of the incapacity would be considered a serious health 
condition. For chronic conditions requiring periodic health care visits for treatment, 
such visits must take place at least twice a year.  

Employees with questions about what illnesses are covered under this FMLA 
policy or under the City's sick leave policy are encouraged to consult with the 
Human Resource Manager.  

5. Qualifying exigency leave for families of members of the National Guard or Reserves 
or of a regular component of the Armed Forces when the covered military member is on 
covered active duty or called to covered active duty. 

An employee whose spouse, son, daughter or parent either has been notified of 
an impending call or order to covered active military duty or who is already on 
covered active duty may take up to 12 weeks of leave for reasons related to or 
affected by the family member’s call-up or service. The qualifying exigency must 
be one of the following:  

            (1) short-notice deployment. 
           (2) military events and activities,  
            (3) child care and school activities,  
            (4) financial and legal arrangements,  

(5) counseling,  
(6) rest and recuperation,  
(7) post-deployment activities and  
(8) additional activities that arise out of active duty, provided that the 

employer and employee agree, including agreement on timing and 
duration of the leave. 

 
(a) Eligible employees are entitled to FMLA leave to care for a current member of 
the Armed Forces, including a member of the National Guard or Reserves, or a 
member of the Armed Forces, the National Guard or Reserves who is on the 
temporary disability retired list, who has a serious injury or illness incurred in the 
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line of duty on active duty for which he or she is undergoing medical treatment, 
recuperation, or therapy; or otherwise in outpatient status; or otherwise on the 
temporary disability retired list. Eligible employees may not take leave under this 
provision to care for former members of the Armed Forces, former members of the 
National Guard and Reserves, and members on the permanent disability retired 
list. 

(b) In order to care for a covered servicemember, an eligible employee must be 
the spouse, son, daughter, or parent, or next of kin of a covered servicemember. 

(1) A “son or daughter of a covered servicemember” means the covered 
servicemember's biological, adopted, or foster child, stepchild, legal ward, 
or a child for whom the covered servicemember stood in loco parentis, and 
who is of any age. 

(2) A “parent of a covered servicemember” means a covered 
servicemember's biological, adoptive, step or foster father or mother, or any 
other individual who stood in loco parentis to the covered servicemember. 
This term does not include parents “in law.” 

(3) The “next of kin of a covered servicemember” is the nearest blood 
relative, other than the covered servicemember's spouse, parent, son, or 
daughter, in the following order of priority: blood relatives who have been 
granted legal custody of the servicemember by court decree or statutory 
provisions, brothers and sisters, grandparents, aunts and uncles, and first 
cousins, unless the covered servicemember has specifically designated in 
writing another blood relative as his or her nearest blood relative for 
purposes of military caregiver leave under the FMLA. When no such 
designation is made, and there are multiple family members with the same 
level of relationship to the covered servicemember, all such family members 
shall be considered the covered servicemember's next of kin and may take 
FMLA leave to provide care to the covered servicemember, either 
consecutively or simultaneously. When such designation has been made, 
the designated individual shall be deemed to be the covered 
servicemember's only next of kin. For example, if a covered servicemember 
has three siblings and has not designated a blood relative to provide care, 
all three siblings would be considered the covered servicemember's next of 
kin. Alternatively, where a covered servicemember has a sibling(s) and 
designates a cousin as his or her next of kin for FMLA purposes, then only 
the designated cousin is eligible as the covered servicemember's next of 
kin. An employer is permitted to require an employee to provide 
confirmation of covered family relationship to the covered servicemember 
pursuant to § 825.122(j). 
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“Covered active duty” means: 

(a) “Covered active duty” for members of a regular component of the Armed 
Forces means duty during deployment of the member with the Armed 
Forces to a foreign country. 

(b) “Covered active duty” for members of the reserve components of the 
Armed Forces (members of the U.S. National Guard and Reserves) means 
duty during deployment of the member with the Armed Forces to a foreign 
country under a call or order to active duty in a contingency operation as 
defined in section 101(a)(13)(B) of title 10, United States Code. (a) in the 
case of a member of a regular component of the Armed Forces, duty during 
the deployment of the member with the Armed Forces to a foreign country; 
and 

The leave may commence as soon as the individual receives the call-up notice. 
(Son or daughter for this type of FMLA leave is defined the same as for child for 
other types of FMLA leave except that the person does not have to be a minor.) 
This type of leave would be counted toward the employee’s 12-week maximum of 
FMLA leave in a 12-month period. 

6. Military caregiver leave (also known as covered servicemember leave) to care for an 
injured or ill servicemember or veteran. 

An employee whose son, daughter, parent or next of kin is a covered 
servicemember may take up to 26 weeks in a single 12-month period to take care 
of leave to care for that servicemember. 

Next of kin is defined as the closest blood relative of the injured or recovering 
servicemember.  

The term “covered servicemember” means: 

(a) a member of the Armed Forces (including a member of the National 
Guard or Reserves) who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness; or 

(b) a veteran who is undergoing medical treatment, recuperation, or 
therapy, for a serious injury or illness and who was a member of the Armed 
Forces (including a member of the National Guard or Reserves) at any time 
during the period of 5 years preceding the date on which the veteran 
undergoes that medical treatment, recuperation, or therapy. 
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The term “serious injury or illness means: 

(a) in the case of a member of the Armed Forces (including a member of 
the National Guard or Reserves), means an injury or illness that was 
incurred by the member in line of duty on active duty in the Armed Forces 
(or existed before the beginning of the member’s active duty and was 
aggravated by service in line of duty on active duty in the Armed Forces) 
and that may render the member medically unfit to perform the duties of the 
member’s office, grade, rank, or rating; and 

(b) in the case of a veteran who was a member of the Armed Forces 
(including a member of the National Guard or Reserves) at any time during 
a period when the person was a covered servicemember, means a 
qualifying (as defined by the Secretary of Labor) injury or illness incurred by 
a covered servicemember in the line of duty on active duty that may render 
the servicemember medically unfit to perform the duties of his or her office, 
grade, rank or rating. 

(c) Outpatient status, with respect to a covered servicemember, means the 
status of a member of the Armed Forces assigned to either a military 
medical treatment facility as an outpatient; or a unit established for the 
purpose of providing command and control of members of the Armed 
Forces receiving medical care as outpatients. 

D. AMOUNT OF LEAVE 

An eligible employee can take up to 12 weeks for the FMLA circumstances 1 through 5 
listed under Section C. Type of Leave Covered of this policy during any 12-month period. 
The City will measure the 12-month period as a “rolling” 12-month period measured 
backward from the date an employee uses any leave under this policy. Each time an 
employee takes leave, the City will compute the amount of leave the employee has taken 
under this policy in the last 12 months and subtract it from the 12 weeks of available leave, 
and the balance remaining is the amount the employee is entitled to take at that time. 

An eligible employee can take up to 26 weeks for the FMLA circumstance 6 listed above 
under Section C. Type of Leave Covered (military caregiver leave) during a single 12-
month period. For this military caregiver leave, the City will measure the 12-month period 
as a rolling 12-month period measured forward. FMLA leave already taken for other FMLA 
circumstances will be deducted from the total of 26 weeks available.  

If a husband and wife both work for the City and each wishes to take leave for (1) the birth 
of a child, (2) adoption or placement of a child in foster care, or (3) to care for a parent 
(but not a parent "in-law") with a serious health condition, the husband and wife may only 
take a combined total of 12 weeks of leave. If a husband and wife both work for the City 
and each wishes to take leave to care for a covered injured or ill servicemember, the 
husband and wife may only take a combined total of 26 weeks of leave. 
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E. EMPLOYEE STATUS AND BENEFITS DURING LEAVE  

While an employee is on leave, the City will continue the employee's health benefits 
during the leave period at the same level and under the same conditions as if the 
employee had continued to work.  

The City may recover its share of health plan premiums paid during a period of unpaid 
leave from an employee if the employee fails to return to work after the employee's leave 
entitlement has been exhausted or expires, unless the reason the employee does not 
return is due to: 
 

1.  The continuation, recurrence, or onset of a serious health condition 
which would entitle the employee to leave under this section, unless the 
City requests medical certification and the employee does not provide 
such certification in a timely manner (within 30 days); or 

 
2. Other circumstances beyond the employee's control. 

 The City's right to recover its share of health premiums paid during periods of unpaid 
leave extends to the entire period of unpaid leave taken by the employee.  When an 
employee fails to return to work, except for the reasons stated above, health premiums 
paid by the City during a period of leave are a debt owed by non-returning employee to 
the City.  In the circumstances where recovery is allowed, the City may recover its share 
of health insurance premiums through deduction from any sums due to the employee 
(e.g., unpaid wages, vacation pay, profit sharing, etc.).  Alternatively, the City may initiate 
legal action against the employee to recover its share of health insurance premiums. 

If the employee chooses not to return to work for reasons other than a continued serious 
health condition of the employee or the employee's family member or a circumstance 
beyond the employee's control, the City will require the employee to reimburse the City 
the amount it paid for the employee's health insurance premium during the leave period.  

Under current City policy, the employee pays a portion of the health care premium. While 
on paid leave, the employer will continue to make payroll deductions to collect the 
employee's share of the premium. While on unpaid leave, the employee must continue to 
make this payment, either in person or by mail. The payment must be received in the City 
Treasurer’s Office by the first week of each month. If the payment is more than 30 days 
late, the employee's health care coverage may be dropped for the duration of the leave. 
The employer will provide 15 days' notification prior to the employee's loss of coverage.  

An employee may choose not to retain health coverage during the leave, and upon return 
from the leave is entitled to reinstatement of the group health plan coverage without any 
qualifying period, physical examination, or exclusion of pre-existing conditions. 

Except as required by the Consolidated Omnibus Budget Reconciliation Act of 1986 
(COBRA), the City's obligation to maintain health benefits ceases when an employee 
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informs the City of their intent not to return from leave (including at the start of leave if the 
City is so informed before the leave starts), or the employee fails to return from leave and 
thereby terminates employment, or the employee exhausts their leave entitlement. 

If the employee contributes to a life insurance or disability plan, the employer will continue 
making payroll deductions while the employee is on paid leave. While the employee is on 
unpaid leave, the employee may request continuation of such benefits and pay his or her 
portion of the premiums, or the employer may elect to maintain such benefits during the 
leave and pay the employee's share of the premium payments. If the employee does not 
continue these payments, the employer may discontinue coverage during the leave. If the 
employer maintains coverage, the employer may recover the costs incurred for paying 
the employee's share of any premiums, whether or not the employee returns to work.  

F. EMPLOYEE STATUS AFTER LEAVE  

Employees whose leave was occasioned by a serious health condition that made the 
employee unable to perform his/her job are required to obtain and present certification 
from the health care provider that they are fit for duty and able to return to their work.  This 
requirement will be included in the employer’s response to the FMLA request. This 
certification must be provided at the time the employee seeks reinstatement at the end. 

On return from leave, an employee shall be returned to the same position the employee 
held when leave commenced, or to an equivalent position with equivalent benefits, pay, 
and other terms and conditions of employment, unless the employee is no longer qualified 
for the position because of their physical or mental condition or the failure to maintain a 
necessary license or certification. 

G. USE OF PAID AND UNPAID LEAVE  

An employee who is taking FMLA leave shall be paid in accordance with the following: 
 
  1. In instances where the leave is needed due to the employee's own serious 

health condition, the leave shall be with pay as long as the employee has 
available accrued paid leave days.  These paid leave days shall be applied in 
the following order: 

 
   a. Paid sick leave  
   b. Paid personal leave 
   c. Paid vacation  
 
  2. In instances where the leave is needed for reasons other than the 

employee's own serious health condition, the leave shall be with pay as long as 
the employee has available accrued paid leave days.  These paid leave days 
shall be applied in the following order: 

 
   a. Employees may use paid sick leave when the FMLA leave is 
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    needed for reasons other than the employee’s own serious  
    health condition,  if the employee is entitled to use  
    paid sick leave for the same purpose under the terms of the  
    collective bargaining agreement or personnel policy covering  
    that employee, but only up to the maximum number of days  
    authorized to be paid for that purpose under those policies.      
   b. Paid personal leave 
   c. Paid vacation 
  
  As a condition of the leave, employees must utilize available paid leave in the 

order set forth above and cannot elect to have unpaid leave in order to retain 
paid leave for use at other times.  Upon the exhaustion of accrued paid leave 
days, the remainder of the leave shall be without pay.  

 

Disability leave for the birth of the child and for an employee's serious health condition, 
including workers' compensation leave (to the extent that it qualifies), will be designated 
as FMLA leave and will run concurrently with FMLA. For example, if an employer provides 
six weeks of pregnancy disability leave, the six weeks will be designated as FMLA leave 
and counted toward the employee's 12-week entitlement. The employee may then be 
required to substitute accrued (or earned) paid leave as appropriate before being eligible 
for unpaid leave for what remains of the 12-week entitlement. An employee who is taking 
leave for the adoption or foster care of a child must use all paid vacation, personal, holiday 
and comp bank leave prior to being eligible for unpaid leave.  

An employee who is using military FMLA leave for a qualifying exigency must use all paid 
vacation, personal, holiday or comp bank leave prior to being eligible for unpaid leave. An 
employee using FMLA military caregiver leave must also use all paid sick (3 days), 
vacation, or personal leave (as long as the reason for the absence is covered by the City’s 
sick leave policy) prior to being eligible for unpaid leave.  
 
 
H. INTERMITTENT LEAVE OR A REDUCED WORK SCHEDULE  
 
The employee may take FMLA leave in 12 consecutive weeks, may use the leave 
intermittently (take a day periodically when needed over the year) or, under certain 
circumstances, may use the leave to reduce the workweek or workday, resulting in a 
reduced hour schedule. In all cases, the leave may not exceed a total of 12 workweeks 
(or 26 workweeks to care for an injured or ill servicemember over a 12-month period).  
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Intermittent leave" is leave taken in separate blocks of time due to a single illness or injury, 
rather than for one continuous period of time, and may include leave of periods from an 
hour or more to several weeks.  
 
A "reduced leave schedule" is a leave schedule that reduces an employee's usual number 
of working hours per workweek, or hours per workday.   
 
  For intermittent leave or leave on a reduced leave schedule, there must be 
a medical need for leave (as distinguished from voluntary treatments and procedures) 
and it must be that such medical need can be best accommodated through an intermittent 
or reduced leave schedule.  In the case of a request for intermittent leave or leave on a 
reduced leave schedule, which is medically necessary, the employee shall advise the City 
of the reasons why the intermittent/reduced leave schedule is necessary and the 
schedule for treatment, if applicable.  The treatment regimen and other information 
contained on the certification of a serious health condition satisfy the requirement for 
certification of the medical necessity of intermittent leave or leave on a reduced leave 
schedule. Employees needing intermittent leave or leave on a reduced leave schedule 
must attempt to schedule their leave so as not to disrupt the City's operations.  The 
employee and the City shall attempt to work out a schedule which meets the employee's 
needs without unduly disrupting the City's operations, subject to the approval of the health 
care provider. 
 
  If an employee requests intermittent leave or leave on a reduced leave schedule 
that is foreseeable based on planned medical treatment, including during a period of 
recovery from a serious health condition, the City may require the employee to transfer 
temporarily to an available alternative position for which the employee is qualified and 
which better accommodates recurring periods of leave than does the employee's regular 
position.  The alternative position must have equivalent pay and benefits.  The City may 
also transfer the employee to a part-time job with the same rate of pay and benefits, 
provided the employee is not required to take more leave than is medically necessary.  
The City may not eliminate benefits which otherwise would not be provided to part-time 
employees; however, the City may proportionately reduce earned benefits where such 
reduction is normally made by the City for its part-time employees. 

The City may temporarily transfer an employee to an available alternative position with 
equivalent pay and benefits if the alternative position would better accommodate the 
intermittent or reduced schedule, in instances of when leave for the employee or 
employee's family member is foreseeable and for planned medical treatment, including 
recovery from a serious health condition or to care for a child after birth, or placement for 
adoption or foster care.  

For the birth, adoption or foster care of a child, the City and the employee must mutually 
agree to the schedule before the employee may take the leave intermittently or work a 
reduced hour schedule. Leave for birth, adoption or foster care of a child must be taken 
within one year of the birth or placement of the child.  
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If the employee is taking leave for a serious health condition or because of the serious 
health condition of a family member, the employee should try to reach agreement with 
the City before taking intermittent leave or working a reduced hour schedule. If this is not 
possible, then the employee must prove that the use of the leave is medically necessary.  

I. CERTIFICATION FOR THE EMPLOYEE’S SERIOUS HEALTH CONDITION  

The City will require certification for the employee’s serious health condition that makes 
the employee unable to perform the functions of the employee's position. The employee 
must respond to such a request within 15 days of the request or provide a reasonable 
explanation for the delay. Failure to provide certification may result in a denial of 
continuation of leave. Medical certification will be provided using the DOL Certification of 
Health Care Provider for Employee’s Serious Health Condition 
(http://www.dol.gov/esa/whd/forms/WH-380-E.pdf ). 

The City may directly contact the employee’s health care provider for verification or 
clarification purposes using a health care professional, an HR professional, leave 
administrator or management official. The City will not use the employee’s direct 
supervisor for this contact. Before the City makes this direct contact with the health care 
provider, the employee will be a given an opportunity to resolve any deficiencies in the 
medical certification. In compliance with HIPAA Medical Privacy Rules, the City will obtain 
the employee’s permission for clarification of individually identifiable health information.  

If the City has reason to doubt the validity of a medical certification, it may require the 
employee to obtain a second opinion at the City's expense from a health care provider of 
its choice, provided that the selected health care provider cannot be employed on a 
regular basis by the City.  If the opinions of the employee's and the City's designated 
health care providers differ, the City may require the employee at the City's expense to 
obtain certification from a third health care provider designated or approved jointly by the 
City and the employee.  The City and the employee must each act in good faith to attempt 
to reach agreement on whom to select for the third opinion provider. This third opinion 
shall be final and binding. 

J. CERTIFICATION FOR THE FAMILY MEMBER’S SERIOUS HEALTH CONDITION 

The City may require certification for the family member’s serious health condition. The 
employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a denial 
of continuation of leave. Medical certification will be provided using the DOL Certification 
of Health Care Provider for Family Member’s Serious Health Condition 
(http://www.dol.gov/esa/whd/forms/WH-380-F.pdf ). 

The City may directly contact the employee’s family member’s health care provider for 
verification or clarification purposes using a health care professional, an HR professional, 
leave administrator or management official. The City will not use the employee’s direct 
supervisor for this contact. Before the City makes this direct contact with the health care 

http://www.dol.gov/esa/whd/forms/WH-380-E.pdf
http://www.dol.gov/esa/whd/forms/WH-380-F.pdf
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provider, the employee will be a given an opportunity to resolve any deficiencies in the 
medical certification. In compliance with HIPAA Medical Privacy Rules, the City will obtain 
the employee’s family member’s permission for clarification of individually identifiable 
health information.  

The City has the right to ask for a second opinion if it has reason to doubt the certification. 
The City will pay for the employee’s family member to get a certification from a second 
doctor, which the City will select. The City may deny FMLA leave to an employee whose 
family member refuses to release relevant medical records to the health care provider 
designated to provide a second or third opinion. If necessary to resolve a conflict between 
the original certification and the second opinion, the City will require the opinion of a third 
doctor. The City and the employee will mutually select the third doctor, and the City will 
pay for the opinion. This third opinion will be considered final. The employee will be 
provisionally entitled to leave and benefits under the FMLA pending the second and/or 
third opinion. 

K. CERTIFICATION OF QUALIFYING EXIGENCY FOR MILITARY FAMILY LEAVE 

The City will require certification of the qualifying exigency for military family leave. The 
employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a denial 
of continuation of leave. This certification will be provided using the DOL Certification of 
Qualifying Exigency for Military Family Leave (http://www.dol.gov/esa/whd/forms/WH-
384.pdf ). 

 

L. Certification For Serious Injury Or Illness Of Covered Servicemember For Military 
Family Leave 

The City will require certification for the serious injury or illness of the covered 
servicemember. The employee must respond to such a request within 15 days of the 
request or provide a reasonable explanation for the delay. Failure to provide certification 
may result in a denial of continuation of leave. This certification will be provided using the 
DOL Certification for Serious Injury or Illness of Covered Servicemember 
(http://www.dol.gov/esa/whd/forms/WH-385.pdf ). 

M. RECERTIFICATION 

The City may request recertification for the serious health condition of the employee or 
the employee’s family member no more frequently than every 30 days and only when (1) 
circumstances have changed significantly, or (2) if the employer receives information 
casting doubt on the reason given for the absence, or (3) if the employee seeks an 
extension of his or her leave. Otherwise, the City may request recertification for the 
serious health condition of the employee or the employee’s family member every six 
months in connection with an FMLA absence. The City may provide the employee’s 

http://www.dol.gov/esa/whd/forms/WH-384.pdf
http://www.dol.gov/esa/whd/forms/WH-384.pdf
http://www.dol.gov/esa/whd/forms/WH-385.pdf
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health care provider with the employee’s attendance records and ask whether need for 
leave is consistent with the employee’s serious health condition.  

N. PROCEDURE FOR REQUESTING FMLA LEAVE  

All employees requesting FMLA leave must provide verbal or written notice of the need 
for the leave to the HR manager. Within five business days after the employee has 
provided this notice, the HR manager will complete and provide the employee with the 
DOL Notice of Eligibility and Rights (http://www.dol.gov/esa/whd/fmla/finalrule/ 
WH381.pdf). 

Employees desiring leaves of absence under this section shall provide written notice to 
the City setting forth the reasons for the requested leave, the anticipated start date of the 
leave, and its anticipated duration.  The timing of this notice shall be as follows: 

 
 1. Foreseeable leaves. An employee must provide at least 30 days advance 

notice before the leave is to begin if the need for the leave is foreseeable 
based on an expected birth, placement for adoption or foster care, or 
planned medical treatment for a serious health condition of the employee or 
of a family member.  If 30 days notice is not practicable, such as because 
of a lack of knowledge of approximately when leave will be required to begin 
or a change in circumstances, notice must be given as soon as possible.  
Employees are expected to consult with the City prior to the scheduling of 
planned medical treatment in order to work out a treatment schedule which 
best suits the needs of both the City and the employee and the City may, 
for justifiable cause, require an employee to attempt to reschedule 
treatment, subject to the ability of the health care provider to reschedule the 
treatment and the approval of the health care provider as to any modification 
of the treatment schedule.  In the event that an employee fails to give the 
required notice with no reasonable excuse for the delay, the City may deny 
the taking of the leave until at least 30 days after the date the employee 
provides notice to the City of the need for the leave. 

 
 2. Unforeseeable leaves.  When the need for leave, or its approximate timing, 

is not foreseeable, an employee shall give notice to the City as soon as 
practicable under the facts and circumstances of the particular case.  It is 
expected that an employee will give notice to the City within no more than 
one or two working days of learning of the need for leave, except in 
extraordinary circumstances.  In the case of a medical emergency requiring 
leave because of an employee's own serious health condition or to care for 
the employee's spouse, son, daughter or parent with a serious health 
condition, written advance notice is not required. 

 
Employees shall provide notice to the City either in person or by telephone, telegraph, 
facsimile ("fax") machine or other electronic means.  Notice may be given by the 

http://www.dol.gov/esa/whd/fmla/finalrule/%20WH381.pdf
http://www.dol.gov/esa/whd/fmla/finalrule/%20WH381.pdf
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employee's representative (e.g., a spouse, family member or other responsible party) if 
the employee is unable to do so personally.  The employee or representative will be 
expected to provide more information when it can readily be accomplished as a practical 
matter, taking into consideration the exigencies of the situation. 

O. DESIGNATION OF FMLA LEAVE 

Within five business days after the employee has submitted the appropriate certification 
form, the HR manager will complete and provide the employee with a written response to 
the employee’s request for FMLA leave using the DOL Designation Notice 
(http://www.dol.gov/esa/whd/forms/WH-382.pdf ). 

P. INTENT TO RETURN TO WORK FROM FMLA LEAVE 

On a basis that does not discriminate against employees on FMLA leave, the City may 
require an employee on FMLA leave to report periodically on the employee’s status and 
intent to return to work. 
 

http://www.dol.gov/esa/whd/forms/WH-382.pdf


                                                                                        PER- 6 

1 7/2013 
 

Certification of Health Care Provider for  U.S. Department of Labor  
Employee’s Serious Health Condition  Wage and Hour Division (Family and Medical 
Leave Act)  
__________________________________________________________________________________________________________________________________________________________________________________________________ 

OMB Control Number: 1235-0003  
Expires: 2/28/2015                

INSTRUCTIONS to the EMPLOYER:  The Family and Medical Leave Act (FMLA) provides that an employer may      
require an employee seeking FMLA protections because of a need for leave due to a serious health condition to submit a 
medical certification issued by the employee’s health care provider.  Please complete Section I before giving this form to your 
employee. Your response is voluntary. While you are not required to use this form, you may not ask the employee to provide 
more information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308. Employers must generally 
maintain records and documents relating to medical certifications, recertifications, or medical histories of employees created 
for FMLA purposes as confidential medical records in separate files/records from the usual personnel files and in accordance 
with 29 C.F.R. § 1630.14(c)(1), if the Americans with Disabilities Act applies.  

Employer name and contact: ___________________________________________________________________________  
 
Employee’s job title:  ______________________________________ Regular work schedule: _______________________  
 
Employee’s essential job functions: ______________________________________________________________________  
 
___________________________________________________________________________________________________  
 
Check if job description is attached:  _____  
 
SECTION II: For Completion by the EMPLOYEE  
INSTRUCTIONS to the EMPLOYEE:  Please complete Section II before giving this form to your medical provider.  The 
FMLA permits an employer to require that you submit a timely, complete, and sufficient medical certification to support a 
request for FMLA leave due to your own serious health condition. If requested by your employer, your response is required to 
obtain or retain the benefit of FMLA protections.  29 U.S.C. §§ 2613, 2614(c)(3). Failure to provide a complete and sufficient 
medical certification may result in a denial of your FMLA request. 29 C.F.R. § 825.313. Your employer must give you at least 
15 calendar days to return this form. 29 C.F.R. § 825.305(b).  
Your name: __________________________________________________________________________________ 
                        First                         Middle                 Last  
 
SECTION III:  For Completion by the HEALTH CARE PROVIDER  
INSTRUCTIONS to the HEALTH CARE PROVIDER: Your patient has requested leave under the FMLA.  Answer, 
fully and completely, all applicable parts.  Several questions seek a response as to the frequency or duration of a condition, 
treatment, etc.  Your answer should be your best estimate based upon your medical knowledge, experience, and examination 
of the patient.  Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to 
determine FMLA coverage. Limit your responses to the condition for which the employee is seeking leave.  Please be sure 
to sign the form on the last page.  
 
Provider’s name and business address: ___________________________________________________________ Type of 

practice / Medical specialty:  ____________________________________________________________  

Telephone: (________)____________________________ Fax:(_________)_____________________________  

 

   CONTINUED ON NEXT PAGE Form WH-380-E  Revised  January 2009  
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PART A: MEDICAL FACTS  
 
1. Approximate date condition commenced: ____________________________________________________  
 

Probable duration of condition: ______________________________________________________________  
 
Mark below as applicable:  
Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical care facility? 
   ___No ___Yes.  If so, dates of admission:    
______________________________________________________________________________________ 
  
Date(s) you treated the patient for condition:   
______________________________________________________________________________________ 
  
Will the patient need to have treatment visits at least twice per year due to the condition?  ___No ___ Yes.  
 
Was medication, other than over-the-counter medication, prescribed?  ___No ___Yes.  
 
Was the patient referred to other health care provider(s) for evaluation or treatment (e.g., physical therapist)?  
____No   ____Yes.  If so, state the nature of such treatments and expected duration of treatment:   
 
______________________________________________________________________________________ 
  

2. Is the medical condition pregnancy? ___No   ___Yes.  If so, expected delivery date: ____________________  

3. Use the information provided by the employer in Section I to answer this question.  If the  employer fails to provide a 
list of the employee’s essential functions or a job description, answer these questions based upon the employee’s own 
description of his/her job functions.  

Is the employee unable to perform any of his/her job functions due to the condition:  ____ No ____ Yes.      
 
If so, identify the job functions the employee is unable to perform:  
______________________________________________________________________________________  
 

4. Describe other relevant medical facts, if any, related to the condition for which the employee seeks leave (such medical 
facts may include symptoms, diagnosis, or any regimen of continuing treatment such as the use of specialized equipment):  

________________________________________________________________________________________  

______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
  
______________________________________________________________________________________ 
  
______________________________________________________________________________________ 
 
______________________________________________________________________________________  

   
  CONTINUED ON NEXT PAGE  Form WH-380-E  Revised January 2009 
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PART B: AMOUNT OF LEAVE NEEDED  
5. Will the employee be incapacitated for a single continuous period of time due to his/her medical condition, 

including any time for treatment and recovery?  ___No        ___Yes.  

If so, estimate the beginning and ending dates for the period of incapacity: _______________________  
 

6. Will the employee need to attend follow-up treatment appointments or work part-time or on a reduced 
schedule because of the employee’s medical condition?  ___No    ___Yes.  

If so, are the treatments or the reduced number of hours of work medically necessary?  
___No ___Yes.   
 
Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time 
required for each appointment, including any recovery period:   
__________________________________________________________________________________ 
  
Estimate the part-time or reduced work schedule the employee needs, if any:   
_________ hour(s) per day; __________ days per week from _____________ through _____________   
 
 

7. Will the condition cause episodic flare-ups periodically preventing the employee from performing his/her job 
functions? ____No    ____Yes.  

Is it medically necessary for the employee to be absent from work during the flare-ups?  
____ No ____ Yes.  If so, explain:   

__________________________________________________________________________________ 
 
__________________________________________________________________________________  
 
Based upon the patient’s medical history and your knowledge of the medical condition, estimate the 
frequency of flare-ups and the duration of related incapacity that the patient may have over the next 6 
months (e.g., 1 episode every 3 months lasting 1-2 days):  

  Frequency : _____ times per _____ week(s) _____ month(s)  
Duration: _____ hours or ___ day(s) per episode  
 
 

ADDITIONAL INFORMATION:  IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL  
ANSWER.   
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 

 
 CONTINUED ON NEXT PAGE  Form WH-380-E Revised  January 2009 
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_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
 
 
__________________________________________  __________________________________________  
Signature of Health Care Provider  Date  

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT  
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. 
Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.  The Department of Labor 
estimates that it will take an average of 20 minutes for respondents to complete this collection of information, including the time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  If you have 
any comments regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send 
them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Ave., NW, Washington, DC  
20210. DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR; RETURN TO THE PATIENT.  
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Certification of Health Care Provider for  U.S. Department of Labor 
Family Member’s Serious Health Condition  Wage and Hour Division (Family and 
Medical Leave Act)  

OMB Control Number: 1235-0003  
 Expires: 2/28/2015 

SECTION I: For Completion by the EMPLOYER  
INSTRUCTIONS to the EMPLOYER:  The Family and Medical Leave Act (FMLA) provides that an employer may 
require an employee seeking FMLA protections because of a need for leave to care for a covered family member with a 
serious health condition to submit a medical certification issued by the health care provider of the covered family member.  
Please complete Section I before giving this form to your employee.  Your response is voluntary. While you are not 
required to use this form, you may not ask the employee to provide more information than allowed under the FMLA 
regulations, 29 C.F.R. §§ 825.306-825.308.  Employers must generally maintain records and documents relating to 
medical certifications, recertifications, or medical histories of employees’ family members, created for FMLA purposes 
as confidential medical records in separate files/records from the usual personnel files and in accordance with 29 C.F.R. 
§ 1630.14(c)(1), if the Americans with Disabilities Act applies.   

Employer name and contact: 
____________________________________________________________________________________________  

_____________________________________________________________________________________________ 

SECTION II: For Completion by the EMPLOYEE  
INSTRUCTIONS to the EMPLOYEE:  Please complete Section II before giving this form to your family member or 
his/her medical provider.  The FMLA permits an employer to require that you submit a timely, complete, and sufficient 
medical certification to support a request for FMLA leave to care for a covered family member with a serious health 
condition. If requested by your employer, your response is required to obtain or retain the benefit of FMLA protections. 
29 U.S.C. §§ 2613, 2614(c)(3).  Failure to provide a complete and sufficient medical certification may result in a denial 
of your FMLA request.  29 C.F.R. § 825.313. Your employer must give you at least 15 calendar days to return this form 
to your employer.  29 C.F.R. § 825.305.  
Your name:  ____________________________________________________________________________________  
 First  Middle  Last  
 
Name of family member for whom you will provide care:_______________________________________________      
 First        Middle    Last  
Relationship of family member to you: _____________________________________________________________  
 

If family member is your son or daughter, date of birth:_____________________________________________  

Describe care you will provide to your family member and estimate leave needed to provide care:   

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

____________________________________________________ ____________________________________  
Employee Signature  Date  
Page 1  CONTINUED ON NEXT PAGE  Form WH-380-F Revised January  2009  
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SECTION III:  For Completion by the HEALTH CARE PROVIDER  
INSTRUCTIONS to the HEALTH CARE PROVIDER:  The employee listed above has requested leave under the 
FMLA to care for your patient.  Answer, fully and completely, all applicable parts below.  Several questions seek a 
response as to the frequency or duration of a condition, treatment, etc.  Your answer should be your best estimate based 
upon your medical knowledge, experience, and examination of the patient.  Be as specific as you can; terms such as 
“lifetime,” “unknown,” or “indeterminate” may not be sufficient to determine FMLA coverage.  Limit your responses to 
the condition for which the patient needs leave.  Page 3 provides space for additional information, should you need it.  
Please be sure to sign the form on the last page.  
 
Provider’s name and business address:______________________________________________________________  
 
Type of practice / Medical specialty:  ______________________________________________________________  
 
Telephone: (________)____________________________ Fax:(_________)_______________________________  
 
PART A: MEDICAL FACTS  
1. Approximate date condition commenced: _________________________________________________________ 

Probable duration of condition: _________________________________________________________________  

Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical care facility?    
___No ___Yes.  If so, dates of admission: _______________________________________________________   

  Date(s) you treated the patient for condition:  ______________________________________________________   
 
  Was medication, other than over-the-counter medication, prescribed?  ___No ___Yes.   
 

Will the patient need to have treatment visits at least twice per year due to the condition?  ___No ____ Yes   
 
Was the patient referred to other health care provider(s) for evaluation or treatment (e.g., physical therapist)? ____
  No ____Yes.  If so, state the nature of such treatments and expected duration of treatment:    

 

 

2. Is the medical condition pregnancy? ___No   ___Yes.  If so, expected delivery date: ______________________  

3. Describe other relevant medical facts, if any, related to the condition for which the patient needs care (such medical 
facts may include symptoms, diagnosis, or any regimen of continuing treatment such as the use of specialized 
equipment):   

 

 

 

 

Page 2  CONTINUED ON NEXT PAGE  Form WH-380-F Revised January  2009  



                                                                                        PER- 6 

3 7/2013 
 

PART B: AMOUNT OF CARE NEEDED: When answering these questions, keep in mind that your patient’s need 
for care by the employee seeking leave may include assistance with basic medical, hygienic, nutritional, safety or 
transportation needs, or the provision of physical or psychological care:     
 
4. Will the patient be incapacitated for a single continuous period of time, including any time for treatment and recovery?  

___No  ___Yes.  

Estimate the beginning and ending dates for the period of incapacity: ___________________________________ 

During this time, will the patient need care?  __ No __ Yes.  

Explain the care needed by the patient and why such care is medically necessary:  

 

 

 

 

 

5. Will the patient require follow-up treatments, including any time for recovery?  ___No ___Yes.  

Estimate treatment schedule, if any, including the dates of any scheduled appointments and the time required for 
each appointment, including any recovery period:   
__________________________________________________________________________________________  
Explain the care needed by the patient, and why such care is medically necessary:  ________________________  

 

6. Will the patient require care on an intermittent or reduced schedule basis, including any time for recovery? __ No __ 
Yes.  

Estimate the hours the patient needs care on an intermittent basis, if any:  
________ hour(s) per day; ________ days per week  from _________________ through __________________ 

Explain the care needed by the patient, and why such care is medically necessary:  
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7. Will the condition cause episodic flare-ups periodically preventing the patient from participating in normal daily 
activities? ____No  ____Yes.  

Based upon the patient’s medical history and your knowledge of the medical condition, estimate the frequency of 
flare-ups and the duration of related incapacity that the patient may have over the next 6 months (e.g., 1 episode 
every 3 months lasting 1-2 days):  
 
Frequency: _____ times per _____ week(s) _____ month(s)   
 
Duration: _____ hours or ___ day(s) per episode   
 
Does the patient need care during these flare-ups? ____ No  ____ Yes.     
 
Explain the care needed by the patient, and why such care is medically necessary:  

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

ADDITIONAL INFORMATION:  IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER.     

___________________________________________________________________________________________  

___________________________________________________________________________________________  

___________________________________________________________________________________________  

___________________________________________________________________________________________  

___________________________________________________________________________________________  

___________________________________________________________________________________________  

______________________________________________ ____________________________________________ 
Signature of Health Care Provider  Date  

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT  

If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616;  29 C.F.R. § 825.500. 
Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.  The Department of Labor 
estimates that it will take an average of 20 minutes for respondents to complete this collection of information, including the time for reviewing 
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  
If you have any comments regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this 
burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Ave., NW, Washington, 
DC 20210.    
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR; RETURN TO THE PATIENT.  
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Certification of Qualifying Exigency   U.S. Department of Labor   
For Military Family Leave       Wage and Hour Division  
(Family and Medical Leave Act)   

   OMB Control Number: 1235-0003   
 Expires:  2/ 28/2015   

SECTION I:  For Completion by the EMPLOYER   
  
INSTRUCTIONS to the EMPLOYER:  The Family and Medical Leave Act (FMLA) provides that an employer may 
require an employee seeking FMLA leave due to a qualifying exigency to submit a certification.  Please complete Section 
I before giving this form to your employee.  Your response is voluntary, and while you are not required to use this form, 
you may not ask the employee to provide more information than allowed under the FMLA regulations, 29 CFR 825.309.       
   
Employer name: ____________________________________________________________________________________   
   
Contact Information: _________________________________________________________________________________   
   
SECTION II:  For Completion by the EMPLOYEE    
  
INSTRUCTIONS to the EMPLOYEE:  Please complete Section II fully and completely.  The FMLA permits an employer 
to require that you submit a timely, complete, and sufficient certification to support a request for FMLA leave due to a 
qualifying exigency.  Several questions in this section seek a response as to the frequency or duration of the qualifying 
exigency.  Be as specific as you can; terms such as “unknown,” or “indeterminate” may not be sufficient to determine FMLA 
coverage.  Your response is required to obtain a benefit.  29 CFR 825.310.  While you are not required to provide this 
information, failure to do so may result in a denial of your request for FMLA leave.  Your employer must give you at least 
15 calendar days to return this form to your employer.   
   
Your Name: _______________________________________________________________________________________   
          First      Middle       Last    

Name of military member on covered active duty or call to covered active duty status:    

__________________________________________________________________________________________________   
        First        Middle        Last     
   
Relationship of military member to you: ___________________________________________________________   
   
Period of military member’s covered active duty: __________________________________________________________   
   
A complete and sufficient certification to support a request for FMLA leave due to a qualifying exigency includes written 
documentation confirming a military member’s covered active duty or call to covered active duty status.  Please check one 
of the following and attach the indicated document to support that the military member is on covered active duty or call to 
covered active duty status.    
  

A copy of the military member’s covered active duty orders is attached.   

Other documentation from the military certifying that the military member is on covered active duty (or has been 
notified of an impending call to covered active duty) is attached.   

I have previously provided my employer with sufficient written documentation confirming the military member’s 
covered active duty or call to covered active duty status.   
 

CONTINUED ON NEXT PAGE 
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PART A:  QUALIFYING REASON FOR LEAVE   
  
1. Describe the reason you are requesting FMLA leave due to a qualifying exigency (including the specific reason 

you are requesting leave):    
___________________________________________________________________________________________   
   
___________________________________________________________________________________________   
   
___________________________________________________________________________________________   
   
___________________________________________________________________________________________   
   

2. A complete and sufficient certification to support a request for FMLA leave due to a qualifying exigency includes 
any available written documentation which supports the need for leave; such documentation may include a copy of 
a meeting announcement for informational briefings sponsored by the military; a document confirming the military 
member’s Rest and Recuperation leave; a document confirming an appointment with a third party, such as a 
counselor or school official, or staff at a care facility; or a copy of a bill for services for the handling of legal or 
financial affairs.  Available written documentation supporting this request for leave is attached.    

  Yes     No    None Available   
    
PART B: AMOUNT OF LEAVE NEEDED   
  
1. Approximate date exigency commenced: __________________________________________________________   
   
  Probable duration of exigency: __________________________________________________________________   
   
2. Will you need to be absent from work for a single continuous period of time due to the qualifying exigency?   

  Yes    No     
  

If so, estimate the beginning and ending dates for the period of absence:    
   
___________________________________________________________________________________________   

   
3. Will you need to be absent from work periodically to address this qualifying exigency?   Yes    No     

  
Estimate schedule of leave, including the dates of any scheduled meetings or appointments:  
___________________________________________________________________________________________   
   
___________________________________________________________________________________________   
   
___________________________________________________________________________________________   
   
Estimate the frequency and duration of each appointment, meeting, or leave event, including any travel time  (i.e., 
1 deployment-related meeting every month lasting 4 hours):   

    
  Frequency: _____ times per _____ week(s) _____ month(s)             
    
  Duration: _____ hours  ___ day(s) per event.  
 
    CONTINUED ON NEXT PAGE 
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PART C:    
  
If leave is requested to meet with a third party (such as to arrange for childcare or parental care, to attend counseling, to 
attend meetings with school, childcare or parental care providers, to make financial or legal arrangements, to act as the 
military member’s representative before a federal, state, or local agency for purposes of obtaining, arranging or appealing 
military service benefits, or to attend any event sponsored by the military or military service organizations), a complete and 
sufficient certification includes the name, address, and appropriate contact information of the individual or entity with whom 
you are meeting (i.e., either the telephone or fax number or email address of the individual or entity).  This information may 
be used by your employer to verify that the information contained on this form is accurate.      
Name of Individual: ______________________________ Title: ______________________________________________   
   
Organization: ______________________________________________________________________________________   
   
Address: __________________________________________________________________________________________   

   
Telephone: (________) ___________________________ Fax: (_______) ______________________________________   
   
Email: ____________________________________________________________________________________________   
   
Describe nature of meeting: ___________________________________________________________________________   
   
__________________________________________________________________________________________________   
   
__________________________________________________________________________________________________    
  
__________________________________________________________________________________________________   
   
__________________________________________________________________________________________________   
   
__________________________________________________________________________________________________   
   
__________________________________________________________________________________________________   
   
__________________________________________________________________________________________________   
   
PART D:     

I certify that the information I provided above is true and correct.    
    
Signature of Employee ___________________________________________ Date _______________________________   

 
     

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT   
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years.  29 U.S.C. 2616; 29 CFR 
825.500.  Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.  
T he Department of Labor estimates that it will take an average of 20 minutes for respondents to complete this collection of information, 
including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and 
completing and reviewing the collection of information.  If you have any comments regarding this burden estimate or any other aspect 
of this collection information, including  
suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-
3502, 200 Constitution AV, NW, Washington, DC 20210.  DO NOT SEND THE COMPLETED FORM TO THE WAGE AND 
HOUR DIVISION; RETURN IT TO THE EMPLOYER.    
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Certification for Serious Injury or        U.S. Department of Labor  
Illness of a Current             Wage and Hour Division  
Servicemember - -for Military Family Leave   
(Family and Medical Leave Act)   
                         OMB Control Number: 1235-0003     

 Expires:  2/28/2015  

Notice to the EMPLOYER    
  
INSTRUCTIONS to the EMPLOYER:  The Family and Medical Leave Act (FMLA) provides that an employer may 
require an employee seeking FMLA leave due to a serious injury or illness of a current servicemember to submit a 
certification providing sufficient facts to support the request for leave.  Your response is voluntary.  While you are not 
required to use this form, you may not ask the employee to provide more information than allowed under the FMLA 
regulations, 29 CFR 825.310.  Employers must generally maintain records and documents relating to medical certifications, 
recertifications, or medical histories of employees or employees’ family members created for FMLA purposes as confidential 
medical records in separate files/records from the usual personnel files and in accordance with 29 CFR 1630.14(c)(1), if the 
Americans with Disabilities Act applies.     
   
SECTION I:  For Completion by the EMPLOYEE and/or the CURRENT SERVICEMEMBER for whom the  
Employee Is Requesting Leave     
  
INSTRUCTIONS to the EMPLOYEE or CURRENT SERVICEMEMBER:  Please complete Section I before having  
Section II completed.  The FMLA permits an employer to require that an employee submit a timely, complete, and sufficient 
certification to support a request for FMLA leave due to a serious injury or illness of a servicemember.  If requested by the 
employer, your response is required to obtain or retain the benefit of FMLA-protected leave.  29 U.S.C. 2613, 2614(c)(3).  
Failure to do so may result in a denial of an employee’s FMLA request.  29 CFR 825.310(f).  The employer must give an 
employee at least 15 calendar days to return this form to the employer.   
   
SECTION II: For Completion by a UNITED STATES DEPARTMENT OF DEFENSE (“DOD”) HEALTH CARE  
PROVIDER or a HEALTH CARE PROVIDER who is either:  (1) a United States Department of Veterans Affairs 
(“VA”) health care provider; (2) a DOD TRICARE network authorized private health care provider; (3) a DOD 
non-network TRICARE authorized private health care provider; or (4) a health care provider as defined in 29 CFR 
825.125    
  
INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee listed on Page 2 has requested leave under the  
FMLA to care for a family member who is a current member of the Regular Armed Forces, the National Guard, or the 
Reserves who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on 
the temporary disability retired list for a serious injury or illness.  For purposes of FMLA leave, a serious injury or illness is 
one that was incurred in the line of duty on active duty in the Armed Forces or that existed before the beginning of the 
member’s active duty and was aggravated by service in the line of duty on active duty in the Armed Forces that may render 
the servicemember medically unfit to perform the duties of his or her office, grade, rank, or rating.     
   
A complete and sufficient certification to support a request for FMLA leave due to a current servicemember’s serious injury 
or illness includes written documentation confirming that the servicemember’s injury or illness was incurred in the line of 
duty on active duty or if not, that the current servicemember’s injury or illness existed before the beginning of the 
servicemember’s active duty and was aggravated by service in the line of duty on active duty in the Armed Forces, and that 
the current servicemember is undergoing treatment for such injury or illness by a health care provider listed above.  Answer, 
fully and completely, all applicable parts.  Several questions seek a response as to the frequency or duration of a condition, 
treatment, etc.  Your answer should be your best estimate based upon your medical knowledge, experience, and examination 
of the patient.  Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to 
determine FMLA coverage.  Limit your responses to the servicemember’s condition for which the employee is seeking 
leave.     
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SECTION I:  For Completion by the EMPLOYEE and/or the CURRENT SERVICEMEMBER for whom the  
Employee Is Requesting Leave:     
  
(This section must be completed first before any of the below sections can be completed by a health care provider.)   
    
Part A:  EMPLOYEE INFORMATION   
Name and Address of Employer (this is the employer of the employee requesting leave to care for the current 
servicemember):     
____________________________________________________________________________________________   
   
Name of Employee Requesting Leave to Care for the Current Servicemember:   
 ____________________________________________________________________________________________   
  First        Middle         Last   

Name of the Current Servicemember (for whom employee is requesting leave to care):   
____________________________________________________________________________________________   
 First        Middle          Last   
   
Relationship of Employee to the Current Servicemember:     
   
Spouse  Parent    Son    Daughter    Next of Kin       
  
  
Part B:  SERVICEMEMBER INFORMATION   
   
(1) Is the Servicemember a Current Member of the Regular Armed Forces, the National Guard or Reserves?     
   Yes    No     
  
   If yes, please provide the servicemember’s military branch, rank and unit currently assigned to:   

  _______________________________________________________________________________________   
   
  Is the servicemember assigned to a military medical treatment facility as an outpatient or to a unit established for 

the purpose of providing command and control of members of the Armed Forces receiving medical care as 
outpatients (such as a medical hold or warrior transition unit)?    

  Yes    No     
  
  If yes, please provide the name of the medical treatment facility or unit:  
  
   _________________________________________   
   
(2) Is the Servicemember on the Temporary Disability Retired List (TDRL)?    
  Yes    No     
  
Part C:  CARE TO BE PROVIDED TO THE SERVICEMEMBER   
   
Describe the Care to Be Provided to the Current Servicemember and an Estimate of the Leave Needed to Provide the Care:   
   
____________________________________________________________________________________________   
   
____________________________________________________________________________________________   
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SECTION II:  For Completion by a United States Department of Defense (“DOD”) Health Care Provider or a 
Health Care Provider who is either:  (1) a United States Department of Veterans Affairs (“VA”) health care 
provider; (2) a DOD TRICARE network authorized private health care provider; (3) a DOD non-network 
TRICARE authorized private health care provider; or (4) a health care provider as defined in 29 CFR 825.125.  If 
you are unable to make certain of the military-related determinations contained below in Part B, you are permitted 
to rely upon determinations from an authorized DOD representative (such as a DOD recovery care coordinator).    
  
(Please ensure that Section I above has been completed before completing this section.  Please be sure to sign the form on 
the last page.)   
   
Part A:  HEALTH CARE PROVIDER INFORMATION   
  
Health Care Provider’s Name and Business Address:   
 ____________________________________________________________________________________________   
   
Type of Practice/Medical Specialty: _______________________________________________________________   

   
Please state whether you are either:  (1) a DOD health care provider; (2) a VA health care provider; (3) a DOD TRICARE 
network authorized private health care provider; (4) a DOD non-network TRICARE authorized private health care 
provider, or (5) a health care provider as defined in 29 CFR 825.125:   
_____________________________________________________________________   
   
Telephone: (     ) _____________ Fax: (     ) ______________ Email: ___________________________________   
   
PART B:  MEDICAL STATUS    
   
(1) The current Servicemember’s medical condition is classified as (Check One of the Appropriate Boxes):   
   

 (VSI) Very Seriously Ill/Injured – Illness/Injury is of such a severity that life is imminently endangered.   
Family members are requested at bedside immediately.  (Please note this is an internal DOD casualty assistance 
designation used by DOD healthcare providers.)   

   

 (SI) Seriously Ill/Injured – Illness/injury is of such severity that there is cause for immediate concern, but 
there is no imminent danger to life.  Family members are requested at bedside.  (Please note this is an internal 
DOD casualty assistance designation used by DOD healthcare providers.)   

   

 OTHER Ill/Injured – a serious injury or illness that may render the servicemember medically unfit to perform 
the duties of the member’s office, grade, rank, or rating.   

   

 NONE OF THE ABOVE (Note to Employee:  If this box is checked, you may still be eligible to take leave to 
care for a covered family member with a “serious health condition” under § 825.113 of the FMLA.  If such 
leave is requested, you may be required to complete DOL FORM WH-380-F or an employer-provided form 
seeking the same information.)   

   
(2) Is the current Servicemember being treated for a condition which was incurred or aggravated by service in the line 

of duty on active duty in the Armed Forces?   Yes   No     
    
  
(3) Approximate date condition commenced: _______________________________________________   
   
(4) Probable duration of condition and/or need for care:   ______________________________________    
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(5)  Is the servicemember undergoing medical treatment, recuperation, or therapy for this condition?  Yes  No     
          

   If yes, please describe medical treatment, recuperation or therapy:  
    

   _________________________________________________________________________________________   
  

PART C:  SERVICEMEMBER’S NEED FOR CARE BY FAMILY MEMBER     
   
(1) Will the servicemember need care for a single continuous period of time, including any time for treatment and  
 recovery?  Yes   No     
    
  If yes, estimate the beginning and ending dates for this period of time: ________________________________   
   
(2) Will the servicemember require periodic follow-up treatment appointments?   Yes   No     
  
  If yes, estimate the treatment schedule: __________________________________________   
   

(3) Is there a medical necessity for the servicemember to have periodic care for these follow-up treatment 
appointments?  Yes  No     

   

(4) Is there a medical necessity for the servicemember to have periodic care for other than scheduled follow-up 
treatment appointments (e.g., episodic flare-ups of medical condition)?    

  Yes  No     
  
  If yes, please estimate the frequency and duration of the periodic care:    
   
   _________________________________________________________________________________________     
   
        _________________________________________________________________________________________   
   
   
   
Signature of Health Care Provider:  ________________________________  Date:  _______________________   

 

 
   

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT   
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years, in accordance with 29 U.S.C. 
2616; 29  
CFR 825.500.  Persons are not required to respond to this collection of information unless it displays a currently valid OMB control 
number.  The Department of Labor estimates that it will take an average of 20 minutes for respondents to complete this collection of 
information, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, 
and completing and reviewing the collection of information.  If you have any comments regarding this burden estimate or any other aspect 
of this collection information, including  
suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 
200 Constitution AV, NW, Washington, DC 20210.  DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION; 
RETURN IT TO THE PATIENT.     



                                                                                        PER- 6 

P a g e  | 1   Form WH-381 - Revised February 2013 
 

Notice of Eligibility and Rights &  U.S. Department of Labor 
Responsibilities  Wage and Hour Division  
(Family and Medical Leave Act)  
________________________________________________________________________________ _____________________________________________
 ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________  

OMB Control Number: 1235-0003  
Expires: 2/28/2015 

________________________________________________________________________________ _____________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ _  
In general, to be eligible an employee must have worked for an employer for at least 12 months, meet the hours of service requirement 
in the 12 months preceding the leave, and work at a site with at least 50 employees within 75 miles. While use of this form by employers 
is optional, a fully completed Form WH-381 provides employees with the information required by 29 C.F.R. § 825.300(b), which must 
be provided within five business days of the employee notifying the employer of the need for FMLA leave. Part B provides employees 
with information regarding their rights and responsibilities for taking FMLA leave, as required by 29 C.F.R. § 825.300(b), (c).   
 
[Part A – NOTICE OF ELIGIBILITY]  
TO:  ____________________________________________ 

Employee 
FROM: ___________________________________________________________  

  Employer Representative  
DATE: ________________________________________  
 
On _____________________, you informed us that you needed leave beginning on _______________________ for:  
_____  The birth of a child, or placement of a child with you for adoption or foster care;   
_____  Your own serious health condition;   

_____  Because you are needed to care for your ____   spouse; _____child;  ______ parent due to his/her serious health condition.  

_____  Because of a qualifying exigency arising out of the fact that your ____  spouse; _____son or daughter;  ______ parent is on 
covered active duty or call to covered active duty status with the Armed Forces.  

_____  Because you are the ____  spouse; _____son or daughter; ______ parent; _______ next of kin of a covered servicemember 
with a serious injury or illness.  

This Notice is to inform you that you:  

_____ Are eligible for FMLA leave (See Part B below for Rights and Responsibilities)  

_____  Are not eligible for FMLA leave, because (only one 
reason need be checked, although you may not be eligible for other reasons):      

_____ You have not met the FMLA’s 12-month length of service requirement.  As of the first date of requested leave, you 
will have worked approximately ___ months towards this requirement.   

 _____  You have not met the FMLA’s hours of service requirement.     
 _____  You do not work and/or report to a site with 50 or more employees within 75-miles.   

  If you have any questions, contact ___________________________________________________ or view the  
FMLA poster located in _________________________________________________________________________.  

 

[PART B-RIGHTS AND RESPONSIBILITIES FOR TAKING FMLA LEAVE]  
 

As explained in Part A, you meet the eligibility requirements for taking FMLA leave and still have FMLA leave available in the 
applicable 12-month period.  However, in order for us to determine whether your absence qualifies as FMLA leave, you must 
return the following information to us by ___________________________________. (If a certification is requested, employers must 
allow at least 15 calendar days from receipt of this notice; additional time may be required in some circumstances.) If sufficient 
information is not provided in a timely manner, your leave may be denied.  
 
 
 

Continued on next page 
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____ 

 

___ 

____

  

Sufficient certification to support your request for FMLA leave. A certification form that sets forth the information necessary t 
to support your   request ____is/____ is not enclosed.  
 
Sufficient documentation to establish the required relationship between you and your family member.  

Other information needed (such as documentation for military family leave):  ______________________________________  

_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________ 

____  No additional information requested  
                                                                             

  
If your leave does qualify as FMLA leave you will have the following responsibilities while on FMLA leave (only checked blanks 
apply):  
 
____
  

Contact _____________________________________ at ___________________________ to make arrangements to continue 
to make your share of the premium payments on your health insurance to maintain health benefits while you are on leave.  You 
have a minimum 30-day (or, indicate longer period, if applicable) grace period in which to make premium payments.  If payment 
is not made timely, your group health insurance may be cancelled, provided we notify you in writing at least 15 days before the 
date that your health coverage will lapse, or, at our option, we may pay your share of the premiums during FMLA leave, and 
recover these payments from you upon your return to work.  

____ 
  

You will be required to use your available paid ______ sick, _______ vacation, and/or ________other leave during your 
FMLA absence.  This means that you will receive your paid leave and the leave will also be considered protected FMLA leave 
and counted against your FMLA leave      entitlement.  

____
  

Due to your status within the company, you are considered a “key employee” as defined in the FMLA. As a “key employee,” 
restoration to employment may be denied following FMLA leave on the grounds that such restoration will cause substantial and 
grievous economic injury to us.  We ___have/____ have not determined that restoring you to employment at the conclusion of 
FMLA leave will cause substantial and grievous economic harm to us.    

____
  

While on leave you will be required to furnish us with periodic reports of your status and intent to return to work every 
______________________.  (Indicate interval of periodic reports, as appropriate for the particular leave situation).  
 
 

If the circumstances of your leave change, and you are able to return to work earlier than the date indicated on the this 
form, you will be required to notify us at least two workdays prior to the date you intend to report for work.  
 
If your leave does qualify as FMLA leave you will have the following rights while on FMLA leave:  
• You have a right under the FMLA for up to 12 weeks of unpaid leave in a 12-month period calculated as:  
 _____  the calendar year (January – December).  

      _____        a fixed leave year based on _______________________________________________________________________.  

 _____        the 12-month period measured forward from the date of your first FMLA leave usage.  

 _____        a “rolling” 12-month period measured backward from the date of any FMLA leave usage.  

• You have a right under the FMLA for up to 26 weeks of unpaid leave in a single 12-month period to care for a covered 
servicemember with a serious  injury or illness. This single 12-month period commenced on   _____________________________ 

_________________________________. 

• Your health benefits must be maintained during any period of unpaid leave under the same conditions as if you continued to work.   
• You must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment on 

your return from FMLA-protected leave. (If your leave extends beyond the end of your FMLA entitlement, you do not have return 
rights under FMLA.)  

• If you do not return to work following FMLA leave for a reason other than: 1) the continuation, recurrence, or onset of a serious 
health condition which would entitle you to FMLA leave; 2) the continuation, recurrence, or onset of a covered servicemember’s 
serious injury or illness which would entitle you to FMLA leave; or 3) other circumstances beyond your control, you may be 
required to reimburse us for our share of health insurance premiums paid on your behalf during your FMLA leave.  

 
Continued on next page 
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• If we have not informed you above that you must use accrued paid leave while taking your unpaid FMLA leave entitlement, you 

have the right to have ____ sick, ____vacation, and/or ___ other leave run concurrently with your unpaid leave entitlement, 
provided you meet any applicable requirements of the leave policy. Applicable conditions related to the substitution of paid leave 
are referenced or set forth below. If you do not meet the requirements for taking paid leave, you remain entitled to take unpaid 
FMLA leave.  

____For a copy of conditions applicable to sick/vacation/other leave usage please refer to ____________ available at: 
__________________________________________________________________.   

____Applicable conditions for use of paid leave:______________________________________________________________  

______________________________________________________________________________________________________  

______________________________________________________________________________________________________  

______________________________________________________________________________________________________  

______________________________________________________________________________________________________  

 

Once we obtain the information from you as specified above, we will inform you, within 5 business days, whether your leave 
will be designated as FMLA leave and count towards your FMLA leave entitlement.  If you have any questions, please do 
not hesitate to contact:  

_______________________________________________at _____________________________________________________.  
 

 

 

 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
It is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and 
responsibilities.  29 U.S.C. § 2617; 29 C.F.R. § 825.300(b), (c). It is mandatory for employers to retain a copy of this disclosure in their 
records for three years.  29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information 
unless it displays a currently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes 
for respondents to complete this collection of information, including the time for reviewing instructions, searching existing data sources, 
gathering and maintaining the data needed, and completing and reviewing the collection of information.  If you have any comments 
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send 
them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Ave., NW, 
Washington, DC 20210.  DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION. 
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Designation Notice    U.S. Department of Labor     
(Family and Medical Leave Act)  Wage and Hour Division  
                                                                                                                                                                            OMB Control Number: 1235-0003  
                                                                                                                                                         Expires:  2/28/2015  
  
Leave covered under the Family and Medical Leave Act (FMLA) must be designated as FMLA-protected and the employer must inform the employee of the 
amount of leave that will be counted against the employee’s FMLA leave entitlement.  In order to determine whether leave is covered under the FMLA, the 
employer may request that the leave be supported by a certification.  If the certification is incomplete or insufficient, the employer must state in writing what 
additional information is necessary to make the certification complete and sufficient.  While use of this form by employers is optional, a fully completed Form 
WH-382 provides an easy method of providing employees with the written information required by 29 C.F.R. §§ 825.300(c), 825.301, and 825.305(c).    

  
 
To:         ______________________________________  
  
Date:      _____________________________  
  
We have reviewed your request for leave under the FMLA and any supporting documentation that you have provided.    
We received your most recent information on              and decided:  

 
_____  Your FMLA leave request is approved.  All leave taken for this reason will be designated as FMLA leave.    
  
The FMLA requires that you notify us as soon as practicable if dates of scheduled leave change or are extended, or were initially unknown.   Based on the 
information you have provided to date, we are providing the following information about the amount of time that will be counted against your leave 
entitlement:  
  
_____  Provided there is no deviation from your anticipated leave schedule, the following number of hours, days, or weeks will be counted against your leave 

entitlement: _____________________________________________   
  
_____ Because the leave you will need will be unscheduled, it is not possible to provide the hours, days, or weeks that will be counted against your FMLA entitlement 

at this time.  You have the right to request this information once in a 30-day period (if leave was taken in the 30-day period).    
  
Please be advised (check if applicable):  
_____ You have requested to use paid leave during your FMLA leave.  Any paid leave taken for this reason will count against your FMLA leave entitlement.  
  
_____ We are requiring you to substitute or use paid leave during your FMLA leave.  
  
______You will be required to present a fitness-for-duty certificate to be restored to employment.  If such certification is not timely received, your return to work may 

be delayed until certification is provided.  A list of the essential functions of your position  
___ is ___ is not attached.  If attached, the fitness-for-duty certification must address your ability to perform these functions.  

  
 

_____ Additional information is needed to determine if your FMLA leave request can be approved:  
  
_____ The certification you have provided is not complete and sufficient to determine whether the FMLA applies to your leave request.  You must provide the 

following information no later than ______________________________, unless it is not  
                                                                                                                                                (Provide at least seven calendar days)  

practicable under the particular circumstances despite your diligent good faith efforts, or your leave may be denied.  
____________________________________________________________________________________________________  
(Specify information needed to make the certification complete and sufficient)   

        ____________________________________________________________________________________________________  
  

_____ We are exercising our right to have you obtain a second or third opinion medical certification at our expense, and we will provide further details at a later 
time.  

  
 

_______ Your FMLA Leave request is Not Approved.    
          __ The FMLA does not apply to your leave request.  

 You have exhausted your FMLA leave entitlement in the applicable 12-month period.  

 
PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT  

It is mandatory for employers to inform employees in writing whether leave requested under the FMLA has been determined to be covered under the FMLA.  29 U.S.C.  
§ 2617; 29 C.F.R. §§ 825.300(d), (e).  It is mandatory for employers to retain a copy of this disclosure in their records for three years.  29 U.S.C. § 2616; 29 C.F.R. § 
825.500.  Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.  The Department of Labor 
estimates that it will take an average of 10 – 30 minutes for respondents to complete this collection of information, including the time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  If you have any comments  
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage 
and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Ave., NW, Washington, DC 20210.  DO NOT SEND THE COMPLETED FORM 
TO THE WAGE AND HOUR DIVISION.  
                Form WH-382 January 2009 
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RESOLUTION NO. 02-174 
 

Commissioner Rothstein moved, supported by Commissioner Hogenson, the adoption 
of the following resolution: 
 

RESOLUTION ADOPTING A POLICY PROHIBITING THE 
UNAUTHORIZED RELEASE OF INFORMATION  

 
 WHEREAS, many City employees have the ongoing opportunity to access 
confidential information or records, and 
 
 WHEREAS, such confidential information or records is intended for internal use 
only and shall not be divulged except to other employees who are authorized to 
received such information in connection with their duties, and 
 
 WHEREAS, the City has developed a policy which prohibits the unauthorized 
release of confidential information or records. 
 
 NOW, THEREFORE, BE IT RESOLVED, that the City Commission hereby 
adopts the “Unauthorized Release of Information Policy “ for inclusion in its City Policy 
Book. 
 
 
 
 
Yeas:  Brennan, Hogenson, Rothstein, Russell, Burch 
Nays:  None 
The Mayor declared the resolution adopted. 
Dated:  November 18, 2002 
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POLICY PROHIBITING THE  
UNAUTHORIZED RELEASE OF INFORMATION 

 

Many employees of the City of Big Rapids have an ongoing opportunity to access 

confidential information or records that are unavailable to the general public or are 

available only on a limited basis.  Certain information accessible and/ or processed by the 

City of Big Rapids employees is confidential, and its release is governed by law; for 

example, but not limited to, income tax records, various personnel and medical records 

and information, and/or driver records and vehicle registration information.  Employees 

shall consider private information as confidential and shall have the responsibility to 

obtain direction from their supervisor if there is a question as to the sensitivity of the 

information. Employees must not divulge confidential information contained in the records 

and files, except to other employees who are authorized to receive such information in 

connection with their duties. 

 

If an employee is approached to provide confidential information inappropriately, the 

employee must refuse to release the requested information in accordance with applicable 

procedures, and/or refer the requestor to the employees’ immediate supervisor. 

 

It is a very serious offense for an employee to release or use for personal purposes, 

confidential information obtained in the course of employment.  Any employee who 

inappropriately releases information, or uses confidential information for any reasons, will 

be disciplined, up to and including dismissal, in accordance with established policies and 

procedures. 

 

 

 

November 18, 2002  
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RESOLUTION NO. 06- 03 
 

Commissioner Hogenson moved, seconded by Commissioner Harper, the adoption of 
the following: 
 
 

RESOLUTION ADOPTING SOCIAL SECURITY NUMBER PRIVACY POLICY 
 
 

 WHEREAS, the Michigan Social Security Number Privacy Act  445.81 - 445.84 
requires that any business obtaining social security numbers shall create a social security 
privacy policy, and 
 
 WHEREAS, during the City’s normal course of business, social security numbers are 
obtained. 
 
 NOW, THEREFORE, BE IT RESOLVED, that the City Commission hereby adopts 
the attached Social Security Number Privacy Policy. 
 
 
 
 
Yeas:  Brennan, Harper, Hogenson, Rothstein, Burch 
Nays:  None 
The Mayor declared the resolution adopted. 
Dated:  January 3, 2006 
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SOCIAL SECURITY NUMBER PRIVACY POLICY 
 
 

 
 The City of Big Rapids adopts this policy in compliance with the Michigan Social 
Security Privacy Act, MCL 445.81 – 445.87. 
 
 City employees shall handle social security numbers in a manner that ensures to 
the extent practicable the confidentiality of the social security numbers. 
 
 The unlawful disclosure of social security numbers by City employees is prohibited.  
 
 Access to information or documents containing social security numbers shall be 
limited to the extent practicable to those City employees who work with the information or 
documents in the course of their employment with the City.  
 
 Documents containing social security numbers shall be shredded for disposal. 
 
 City employees shall be subject to warning, reprimand, suspension, or dismissal 
for violations of this policy, within the framework of policies or procedures for the discipline 
of bargaining and non-bargaining employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January, 2006 
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RESOLUTION NO.  93-76 
 

Commissioner   Berke   moved, supported by Commissioner     Farrow   , the adoption of the 
following: 
 
 

RESOLUTION ADOPTING JOB SHARE POLICY 
 

 
 WHEREAS, in 1990 the City initiated a job share classification among its non-bargaining 
employees which allows for any full-time position to be shared by two people, and 
 
 WHEREAS, the newly adopted Personnel Policy and Procedure Manual for Non-
Bargaining employees provides for the continued use of the job-share concept, and 
 
 WHEREAS, to coincide with Section 31.10, Job Sharing, of the Personnel Policy and 
Procedure Manual adopted June 29, 1993, a job-share policy exists. 
 
 NOW, THEREFORE, BE IT RESOLVED, that the Big Rapids City Commission hereby 
adopts the attached Job Share Policy for the City of Big Rapids. 
 
 
 
 
 
 
YEAS:  Berke, Farrow, Mason, Cox 
 
NAYS:  None 
 
The Mayor declared the resolution    adopted       . 
 
Dated:  July 6, 1993 
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JOB SHARE POLICY 
CITY OF BIG RAPIDS 

 
 

Job Sharing Program 
 
 Job sharing may be available to employees when job sharing serves the best interest of 
a department.  Meeting work requirements will be the primary consideration; job sharing 
arrangements will be secondary.  Each department is responsible for establishing and 
communicating the department rules on the job sharing to its employees (Such as work 
schedules, work hours, performance expectations, etc.). 
 
 
Program Evaluation 
 
 Management will evaluate new job sharing programs during the first six months of 
implementation.  The areas of evaluation will include: 
 

• Work productivity (output) 
• Cost to the department for overtime and absenteeism. 
• Savings in straight time pay vs. overtime, training and turn-over 
• Co-worker, outside departments and supervisory acceptance of the 

arrangement. 
 
Program Termination 
 
 If a program is not serving department needs, a supervisor may recommend terminating 
the job sharing agreement. 
 
 If management makes a shared position full-time because the program is not successful 
and if both employees are rated “thoroughly competent” or better, the employee with more 
years of service with the City will be given the option of remaining in the positon on a full-time 
basis.  If the remaining person wishes to continue employment, the Department Head and 
Personnel will use all available resources to place the individual in another position.  However, 
there are no guarantees concerning position, grade or salary.   
 
 
Coverage Responsibilities 
 

• Brief absences:  If one job sharer is ill or on vacation, the supervisor may request the 
other job sharer to fill in. 

• Extended illness:  If one job sharer is absent more than five consecutive days, the 
supervisor may request the other job sharer to fill in on a full-time basis until the first 
sharer returns to work. 

• Resignation:  If one job sharer quits the job sharing program, the remaining job sharer 
will be expected to assume the job full-time until a replacement is found and trained.   
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Job Sharer Hours 
 
 Job sharers will work approximately 1,040 hours per year minus sick, vacation or 
holidays – this is a total of 2,080 work hours per year for the job share positon.  The Department 
Head has been given an additional 80 work hours per year to be used at his/her discretion. 
 
 A supervisor may schedule job sharers for overtime as needed. 
 
 
Job Sharer Evaluations 
 
 Individual job sharers will be evaluated according to the regular department schedule.  
They will be eligible for merit increases based on performance. 
 
 
Job Sharer Benefits 
 

• Health and Accident:  Full coverage with the participant paying one half of monthly 
premium as a payroll deduction.  Option of no coverage and being paid one half the rate 
of monthly allotments for not being carried on the City’s insurance.  This is paid quarterly 
through payroll. 

 
• Disability:  Full coverage with the participant paying one half of the monthly premium as 

a payroll deduction.  The income tax effect on this would only make 50% of all monies 
received from disability taxable to the Federal, State or City. 
 

• Life Insurance:  Full coverage with the participant paying one half of monthly premium. 
 

• Vacation:  Forty hours per year or 3.34 hours per month.  Hours cannot be taken until 
after training period is over.  Hours accumulate based on year of service. 
 

• Personal Leave:  Twelve hours per year granted at anniversary date or if new employee, 
after training period is over. 
 

• Sick Leave:  Four hours accrued each month.  Credited at the beginning of the following 
month. 
 

• Holiday Pay:  Paid for normally scheduled hours that occur on a holiday. 
 

• Overtime Pay:  Paid for hours in excess of 40 hours in a scheduled work week. 
 

• Longevity Pay:  Based on years worked and individual annual salary. 
 

• Birthday:  One half day. 
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CELL PHONE POLICY 
 
The City will purchase, or otherwise provide under a lease rental contract, 
cellular telephones for City departments only under unique circumstances.  City 
employees shall follow the guidelines and procedures set forth in this policy.  
Cellular telephones shall not be issued to any department and/or employee 
without authorization from the Information Technology (IT) Director. 
 
Because of the very nature of the need for cellular phones, authorized 
employees are expected to have their assigned cellular phone in their 
possession at all times during their work shift with the exception of certain 
meetings and conferences or safety related issues. 
 
The City has provided cellular telephone communications to certain departments/ 
employees in order to provide additional access, convenience and safety for 
those departments/employees who do not maintain regular office hours and who 
have the occasion to work from a remote setting during and after regular 
business hours. Cellular telephones shall not be issued to any department and/or 
employee without authorization from the Information Technology Director. 
 
PHONE ACQUISITION 
 
If an employee feels they need a cellular telephone, a written request must be 
submitted to the IT Director.  This request must include why the phone is needed, 
cost and approval from a department head if applicable.  The acquisition of the 
cellular telephone will be coordinated by the Information Technology Department. 
 
The make and model of phones furnished for employees use shall be as 
determined by the IT Director and the department head. 
 
OVERSIGHT RESPONSIBILITY 
 
The IT Director shall be responsible for oversight of employee cell phone usage, 
and shall monitor and review such usage on an on-going basis to ensure that use 
is appropriate and that prudent fiscal management guidelines are followed.  The 
IT Director shall be responsible for enforcing this policy, and working with the 
respective department head to make recommendation to the City Manager for 
corrective and/or disciplinary action when there is a violation of the policy. 
 
OFFICIAL USE 
 
Because cellular telephone users are billed both for incoming and outgoing 
communication, use of the cellular telephones shall be for official City use.  
 
Due to the potential for incoming nuisance calls, cellular telephone numbers are 
to remain non-published and employee discretion must be used in providing 
cellular telephone numbers. 
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Cellular transmissions are not secure and employees should use discretion in 
relaying confidential information on cellular telephones.  
 
PERSONAL USAGE 
 
All authorized users are reminded that even though the equipment is not 
intended for personal use, the City recognizes that there may be instances for 
personal use.  The City recognizes the cost/benefit relationship in allowing 
personal use of the communication equipment as well as requiring staff to 
itemize all calls.   
 
EQUIPMENT 
 
City employees are required to take appropriate precautions to prevent theft and 
vandalism of all City equipment.  
 
An inventory of all City owned cellular equipment will be kept by the Treasurer’s 
Office for internal auditing purposes. 
 
Upon termination, employees must return the cellular telephone, in good working 
condition, or he/she will be charged the cost of the telephone. 
 
DAMAGES 
 
Normal wear and tear of this type of equipment is expected.  Should there be any 
loss or damage to the phone DUE TO NEGLIGENCE OF THE EMPLOYEE, then 
the cost of replacement or repair of the equipment will be the responsibility of the 
user. 

 
 
 
ROAMING AND LONG DISTANCE CHARGES 

 
Roaming charges are defined as extra charges that are paid to participating 
telecommunications providers when a cell phone makes a call out of its 
company’s owned towers and antennas.  Most companies have agreements with 
each other to allow for the use of towers.  However, in some instances (out of 
State), the “non-participating” cell phone company charges high rates for use of 
their equipment. 
 
The City of Big Rapids primarily conducts its business within the State of 
Michigan.  Therefore, all City cellular plans have included the State of Michigan 
as the local calling area.  This allows any telephone used within Michigan to 
make and receive calls without roaming charges or long distance. 
 
However, when a call is placed from outside the State of Michigan, roaming and 
long distance charges may apply.  The employee may be responsible for paying 
roaming or long distance charges in these situations if other phone service 
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options were available (i.e. credit card, land lines with reimbursement, etc.).  A 
cell phone utilization report will be generated by the Information Technology 
Department and transmitted to both the Treasurer’s office and City Manager’s 
Office when personal excessive roaming and/or long distance charges are noted.  
If the roaming charges occurred for a legitimate business purpose, the City 
Manager may allow the Department to be responsible for these roaming costs. 
 
INFORMATION CALL 
 
If an employee makes more than three calls to information in a billing period, they 
shall reimburse the City for the excess calls. 
 
ADDITIONAL PHONE FEATURES/ACCESSORIES 
 
Any additional cost features that an employee adds to their cellular 
telephone/blackberry (ring tones, internet tethering, etc.) will be the sole 
responsibility of the employee. 

 
SAFETY 
 
The use of a cellular telephone while driving a City vehicle is strongly 
discouraged.  Employees should pull over to use a cellular telephone.  If 
acceptance of an incoming call is unavoidable, employees should use the hands-
free option and keep the call as short as possible. 
 
Employees who are charged with traffic violations resulting from the use of their 
phone while driving will be solely responsible for all liabilities that result from such 
actions. 
 
PROHIBITED USAGE OF THE PHONE 
 
Improper use of a cell phone will result in disciplinary action, up to and including 
termination. Improper use includes, but is not limited to, any misuse as described 
in this policy as well as harassing, offensive, demeaning, insulting, defaming, 
intimidating, or sexually suggestive communications.  Calls to inappropriate 
(sexually explicit) sites will be reason for discipline, charge and loss of phone 
privileges.   
 
If an employee of the City is involved in a business (proprietor, partnership, 
contractual, or corporation), the City cell phone is not to be used for such 
purposes or listed as the telephone number for such business. 
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MODIFICATIONS TO THE POLICY 
 
The IT Director will monitor the experience with cellular telephones.  If necessary, 
modifications will be made to the policy and submitted to the City Commission for 
adoption.  The City reserves the right to modify or discontinue this policy at any 
time. 
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TRAVEL POLICY 

 
 
SINCE TRAVEL CAN BE A VERY TECHNICAL TOPIC, THE CITY WILL 
REFER TO THE FEDERAL REGULATIONS AND GUIDELINES FOR MORE 
COMPLEX TRAVEL ARRANGEMENTS. 
 
The City of Big Rapids will reimburse employees and citizens representing the 
City on official business for necessary and reasonable expenses.  The following 
are guidelines for determining reasonable expenses.   Reimbursement for costs 
in excess of these amounts must be approved by the City Treasurer.   
 
‘Local travel’ is defined as travel within Mecosta County.  ‘Travel’ is defined as 
travel outside of Mecosta County, but in Michigan.  ‘Out-of-State travel’ is any 
travel outside of Michigan.  All travel must be approved by the respective 
employee’s supervisor (Division or Department Head).   Any travel outside a 300-
mile radius or out-of-state must also be approved by the City Manager.  All travel 
is subject to budget allotments and must fall within the current balances. 
 
Travel Authorization Forms and Travel Expense Forms are available from the 
City Clerk’s Office.  A Travel Authorization Form must be used for each and all in 
or out-of-state travel.  (No blanket travel authorizations will be accepted).  This 
form must be completed with all appropriate information including one original 
registration form and two copies prior to submission to the Human Resource 
Assistant.  Purposes for which travel is necessary must be identified and result in 
a benefit to the City of Big Rapids. 
 
The City will maintain a car pool of two vehicles for administrative use by City 
employees.  The keys will be maintained and the vehicles checked out by the 
Public Works Administrative Assistant.  A calendar will be kept so that vehicles 
may be reserved in advance.  When no City vehicle is available, employees may 
be permitted to use their personal vehicles for City travel.   
 
Travel by commercial carrier will be reimbursed at the economy round trip fare.    
Reimbursement for travel by private automobile will not exceed the cost of 
economy round trip airfare.  
 
Necessary parking fees, public transit, toll costs, and taxi service will be 
reimbursed.  Valet parking will not be paid for. 
 
Actual room charges for lodging will be reimbursed.  Cost for shared rooms will 
be the full room rate divided by number of occupants.  When the overnight travel 
includes multiple employees, employees are expected to share room 
accommodations as appropriate. Detailed receipts must be submitted with 
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claims.  When a spouse or family attends a conference, the employee shall be 
responsible for any room charge above the single rate. 
 
If the conference is more than one day in duration and at least 60 miles one-way 
from the City of Big Rapids, (depending on evening conference training activities) 
an employee may opt to spend the night, budget permitting, with departmental 
approval.   
 
If the purpose of travel is more than one day and 75 miles one-way (e.g. 
Traverse City), it is reasonable to expect that the employee will spend the 
night(s). 
 
All lodging is sales tax exempt and if paid will be subject to review and might not 
be reimbursed.  Sales Tax Exemption Certificates are maintained in the City 
Treasurer’s Office. 
 
 
MEAL REIMBURSEMENTS: 
 
Any reimbursements must be accompanied by a receipt (one that shows number 
of meals and food purchased) in order to be reimbursed.  All reimbursements are 
subject to budget appropriations and must be accompanied by the City’s 
expense voucher form. 
 
When a meal is for the convenience of the employer – (at a conference and 
everyone eats in the same common area, or the employee cannot leave the 
building, or is a bona fide business lunch) then the meal can be reimbursed 
through the accounts payable process after meeting the requirements above and 
is non-taxable to the employee.  The circumstances of the meal (who was there, 
what business was discussed etc.) must be listed on the receipt. 
 
Eligible meals that are charged on any City credit card requires the submission of 
the meal receipts and the City’s credit card encumbrance form.   All meal limits 
are as follows: 
   Breakfast  $10.00 
 
   Lunch   $20.00 
 
   Dinner   $20.00 
 
Meals will only be reimbursed up to the above limits as specified per meal.  Costs 
includes tax and tips.  Formal business meeting dinner expenses exceeding the 
above amounts may be approved individually by the City Manager.  The above 
numbers include tax and tip.  The City will not reimburse more than a total of 
$40.00 per day. An employee on travel for the entire day (6:00 a.m. to 6:00 p.m.) 
will only be reimbursed for lunch.   
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Expenses for meals, conference fees, registration, lodging, and other fixed 
meeting expenses are reimbursable with receipt.  An expense voucher MUST BE 
used and submitted to the Human Resource Assistant within 5 days of 
completion of travel to be considered for reimbursement. 
 
Please refer to your travel authorization number when you are filling out the 
expense voucher.  If a City credit card is used, please turn in all vouchers with an 
expense number making a reference to the travel authorization number. 
 
Registration fees may be paid with a City credit card (with department head 
approval).  A receipt and credit card encumbrance form must be submitted to the 
City Treasurer’s office.  Each department has a credit card for travel use that 
must be requested through the division or department head. 
 
 
 
 
 



PER - 12  

November 2011 

MEAL REIMBURSEMENT 
(Non-Conference Meals) 

 
 
If the necessity arises where meals have to be charged on a credit card, 
reimbursement will only be made if the credit card receipt and itemized sales 
receipt are submitted along with a City Expense Voucher. 
 
The following meals will be reimbursed through Accounts Payable: 
 

1. Meals associated with travel. 
2. Group business meals on City credit card (Chamber Breakfast; Ferris 

Breakfast; Business Breakfast, lunch or dinner; one-day conferences/ 
seminars/training with everyone eating in the same common area). 

 
 
Reminder:  Receipts attached to the Expense Voucher must be submitted 
stating the Names, Dates, Time, and Business reasons. 
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CASUAL DAY DRESS POLICY 
 
City offices are professional places of business.  This projection should be 
evident whatever the attire worn.    “Casual day” may be observed each Friday 
during which employees shall dress in good taste using good judgment and good 
grooming.   Employees should feel and look like they are going to work – not to a 
picnic or an athletic event. 
 
Blue jeans or other slacks are preferred on casual day, with an attractive 
shirt/blouse, T-shirt, golf shirt or sweat shirt.  Shorts seem undesirable in a 
professional business environment – although skorts/coulottes which have the 
look of skirts seem acceptable.   It is crucial to be aware that the length of any 
‘skirt like’ attire is important.  Hemlines that are questionable will be discussed on 
a case-by-case basis between management and staff. 
 
While large writing or logos on attire are not preferred - if worn, they should not 
represent products (Pepsi, beer).  People (Dale Earnhart), events (Riverdays 
festival), or places (Hawaii), while still not preferred will be acceptable.  
Remember, we are not billboards – but professional employees.  Small logos on 
sleeve or chest are preferred.   The following should be taken into consideration 
when wearing clothing with writing:  
  -- politics is not acceptable  
  -- slogans probably questionable 
  -- language is important 
  -- risqué, suggestive is verboten 
 
The following are examples of inappropriate attire: 
  half (crop) shirts   tube tops 
  halter tops    body shirts,  
  sweat pants    frayed jeans 
  jean or sweat pant cutoffs  athletic boxer shorts  
  exercise wear (jogging suits, warm-up suits, leggings) 
 
Please keep all clothes clean and in good repair…slits, tears, frays, and holes 
may be trendy, but not professional.   
 
Please consider Fridays a ‘thank you’ for excellent work completed Monday thru 
Thursday.  The privilege should inspire even greater commitment and effort in 
the relaxed environment.   
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RESOLUTION NO. 14-113 
 
 

Commissioner James moved, supported by Commissioner Hogenson, the adoption of the 
following resolution:   
 
 

RESOLUTION APPROVING CITY OF BIG RAPIDS POLICY ON  
TABLETS, LAPTOP COMPUTERS AND ACCESSORIES ISSUED 

 TO CITY COMMISSION MEMBERS 
 
 

 
WHEREAS, the City Commission will be provided tablets to be used for City 

business, City meetings and City related purposes, and 
 
 WHEREAS, a policy has been developed to establish basic guidelines for the use 
of the tablets by the City Commission, copy hereto attached. 
 
 NOW, BE IT RESOLVED, that the City Commission hereby adopts the attached 
Policy on Tablets, Laptop Computers, and Accessories Issued to the City Commission 
Members.   
 
 BE IT FURTHER RESOLVED, that the policy be reviewed in 12 months to 
determine if it needs modification. 
 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba 
 
Nays:  None 
 
The Mayor declared the resolution adopted. 
 
Dated:  November 3, 2014   
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CITY OF BIG RAPIDS 

POLICY ON TABLETS, LAPTOP COMPUTERS, AND 
ACCESSORIES ISSUED TO CITY COMMISSION MEMBERS 

 
 This policy is intended to apply to tablets, laptop computers, and accessories 
issued to City Commission members by the City, which are referenced inclusively in this 
policy as "tablets".   
 
 Tablets issued to City Commission members by the City are intended to be used 
for City business and City related purposes.  Personal use of City issued tablets shall be 
limited to incidental use, and is discouraged. City Commission members shall have no 
expectation or right of privacy in the use of City issued tablets.  All information used, 
stored, transmitted, or received on City issued tablets may be subject to disclosure. 
 
 The City shall provide and issue tablets to City Commission members in the form 
(make, model, features, hardware, software, capacity, cost and accessories) selected and 
determined by the City Commission.  City Commission members may request and pay 
for additional accessories to enhance the function of the tablet, which shall remain the 
property of the Commission member.  The tablets shall be, and remain, City property.  
The City shall select and supply hardware and software packages and support for the 
City issued tablets. 
 
 City Commission members shall not install hardware or software on the City issued 
tablets without the prior approval of the City Information Technology (IT) Director. 
 
 At a minimum, the tablets shall be equipped to receive, store, and display the City 
Commission agenda with supporting documents and related information, and the 
calendar of City Commission meetings.  Applications for email file management and 
document processing will be installed by the IT Department. 
 
 Unless authorized on the record by the Mayor during the course of an open 
meeting, City Commission members shall not use the tablets for internet access or email 
communications during a City Commission meeting.  The tablets shall not be used by City 
Commission members to communicate with each other or any member of the public 
during a City Commission meeting, except as authorized on the record by the Mayor. 
 
 City Commission members shall have the use of the City issued tablets for their 
respective terms of office, unless the tablets are recalled or replaced by the direction of 
the City Commission, at which time the tablets shall be returned to the City. 
 
 City Commission members shall be responsible for using the City issued tablets 
with due care, protecting the tablets from theft, loss or damage.  Accidental loss or 
damage incurred in the ordinary use and care of the tablets shall not be charged to City 
Commission members, but voluntary payment for the accidental loss or damage can be 
made and accepted.  Intentional or reckless loss or damage to a City issued tablet caused 
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by a City Commission member shall be the responsibility of that City Commission 
member. 
 
 City Commission members shall not use the tablets for election campaign 
purposes. 
 
 City Commission members shall not use a City issued tablet for any commercial, 
illegal, or illicit purpose, and shall not download or store obscene material on the tablet. 
 
 City Commission members shall not use a City issued tablet for conducting 
financial transactions or personal purchases. 
 
 City Commission members shall use their City issued tablets in compliance with 
the Open Meetings Act and the Freedom of Information Act, recognizing that all or most 
of the documents and data that exist within the tablet will be subject to discovery and 
disclosure. 
 
 The City issued tablets shall remain City property, subject to return to the City at 
all times for inspection, repair, upgrade, modification, and to ensure compliance with this 
policy. 
 
 City Commission members shall be personally responsible for any cost incurred 
in, by, or through their personal and unauthorized use of City issued tablets. 
 
 City Commission members shall sign a copy of this Policy when given a City issued 
tablet. 
 
**************************************************************************************************** 
 I, the undersigned City Commission Member of the City of Big Rapids, have been 
provided a copy of the City of Big Rapids’ Tablet Computer Use Policy for City 
Commission Members and understand its contents fully. I understand and accept the 
terms of this Policy and agree to abide by all terms contained in it.  
 
___________________________________________________ 
City Commission Member Name (please print)  
 
___________________________________________________ 
City Commission Member Signature  
 
___________________________________________________ 
Date 
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CITY VEHICLE USE 
 
 
 
The City maintains a pool of vehicles for administrative use by City employees for City 
business.   Some departments have been assigned vehicles for departmental use, and 
two additional vehicles are available for general use.   Keys for the general use vehicles 
are maintained and checked out by the Public Works Administrative Assistant.  A calendar 
will be kept so that vehicles may be reserved in advance.  When no City vehicle is 
available, employees may receive permission to use their personal vehicles for City 
business travel.   
 
 
Business Travel and Reimbursements 
 
Pool vehicles are maintained for use by department heads and employees for City 
business transportation/travel, whenever the vehicles are available.   When the pool 
vehicles are not available, or the use of a pool vehicle is deemed not convenient, 
employees may be authorized to use private vehicles.  In this situation, an employee will 
be reimbursed for use of his own vehicle at the current IRS allowed rate. 
 
 
Assigned Vehicles  
 
In order that they may quickly respond to emergency situations that may occur during 
non-duty hours, the City Manager, Director of Public Safety and Director of Public Works 
may be authorized by the City Manager to travel to and from City Hall/Public Safety 
Building in a City vehicle and to store the vehicle at their residence during off-duty hours 
providing they live within the City limits.  In lieu of a vehicle, the City Manager may 
negotiate a vehicle allowance based on the anticipated miles traveled.   
 
In unique circumstances, the City Manager may permit other City employees to use a City 
owned vehicle on a temporary basis when emergency or after-hour reasons may be 
anticipated because of weather or other unusual working conditions. 
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ORDINANCE NO. 680-10-14 
 
Commissioner Anderson moved, supported by Commissioner Hogenson, the 

adoption of the following Ordinance. 
 

ORDINANCE ADOPTING THE BIG RAPIDS ETHICS 
POLICY ORDINANCE, IN TITLE III, CHAPTER 38 OF THE 

BIG RAPIDS CITY CODE 
 
 WHEREAS, the City Charter as revised directed the City Commission to adopt an 
ethics policy ordinance that would encourage persons to place the public interests above 
self-interest, and  
 
 WHEREAS, the City Commission reviewed samples of Ethics Ordinances from 
several communities, and identified the provisions and terms most suitable for application 
within the City of Big Rapids, and 
 
 WHEREAS, the City Commission intends to comply with the City Charter and 
adopt an Ethics Policy Ordinance,  
 
 NOW, THEREFORE, THE CITY OF BIG RAPIDS ORDAINS: 
 
1.  Title III, Chapter 38 shall read as follows: 
 
Section 1. Title.  This ordinance shall be known as the Big Rapids Ethics Policy 
Ordinance. 
 
Section 2.  Purpose.  The purpose of this ordinance shall be to encourage all persons in 
the municipal service to perform their work in compliance with high ethical standards. 
 
Section 3.  Application.  This ordinance shall apply to all persons in the municipal service 
of the City of Big Rapids, whether compensated or acting as volunteers without 
compensation. 
 
Section 4.  Public interest.  Any person in the municipal service of the City of Big Rapids 
shall place the public interests above his or her self-interest. 
 
Section 5.  Definitions.  Whenever in this ordinance the following terms are used, they 
shall have the meanings described to them in this section: 

 
"Business entity": A business entity includes a corporation, limited liability 

company, a partnership, sole proprietorship, joint venture, unincorporated association, 
trust, or other business form. 
 

"City": The City of Big Rapids, a Michigan municipal corporation. 
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"Interest": Any right, title or share in something, that is personal, financial, legal or 
equitable, and which is owned, held or controlled, in whole or in part, directly or indirectly, 
by a public servant.  
 

"Public Servant": The Mayor, Member of the City Commission, Officer, full or part-
time City employee and any person elected or appointed to any public body of the City, 
whether compensated or not. 
 

"Public Body": The City Commission and any board, authority, commission, 
committee, department, office or other agency of the City, including the City. 
 
Section 6.  Direction to Public Servants. 
 

A public servant, regardless of whether specifically prohibited by this ordinance, 
shall avoid any action which might result in or create the appearance of: 

 
(1) Using public office or employment for private gain. 
 
(2) Giving improper preferential treatment to any person or organization 
 
(3) Impeding government efficiency or economy. 
 
(4) A lack of independence or impartiality of action. 
 
(5) Making a government decision outside of official channels. 
 
(6) Affecting adversely the confidence of the public in the integrity of the City. 
 
It is not the intent of this ordinance to limit the right or ability of any public servant to 
exercise his or her discretion in making legitimate policy decisions which are within their 
discretion so long as such action does not provide a special benefit to that person, relieve 
the public servant of a particular duty, or treat that person differently than other similarly 
situated City residents. 
 
Section 7.  Fair and equal treatment. 
 

No public servant shall request, use or permit the use of any consideration, 
treatment, advantage or favor beyond that which is the general practice to grant or make 
available to the public at large. All public servants shall treat all citizens of the City with 
courtesy, impartiality, fairness and equality under the law. 

 
Section 8.  Use of public property. 
 

No public servant shall request, use or permit the use of any publicly owned or 
publicly supported property, vehicle, equipment, material, labor or service, or money, for 
the personal convenience or the private advantage of himself, herself or of any other 
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person. This requirement shall not prevent any public servant from requesting, using or 
permitting the use of such publicly owned or publicly supplied property, vehicle, 
equipment, material, labor or service which is made available by general practice, to the 
public at large, or which is provided as a matter of public policy for the use of public 
servants in the conduct of official business, as approved consideration for their services 
to the City.  

 
Section 9.  Matters Requiring Disclosure of Conflicts of Interest, Actual and 
Potential. 

The following disclosure requirements are established to avoid both actual and 
potential conflict between the private self-interest and the public interest of public 
servants: 
 
(1)  Self Interest:  No public servant, either on his or her behalf or on behalf of any other 
person, shall have an interest in any business transaction with any public body of the City, 
unless the person shall first make full public disclosure of the nature of such interest. 
 
(2)  Disclosure and Disqualification: Whenever the performance of official duties shall 
require a public servant to deliberate and vote on any matter involving his or her financial 
or personal interest, that person shall publicly disclose the nature and extent of such 
interest and is disqualified from participating in the deliberations and voting on the matter. 
 
(3)  Dual Employment: No public servant shall engage in employment with, or render 
services for, any-person or entity, which has business transactions with any public body 
of the City, without first making full public disclosure of the nature and extent of the 
employment or services. 
 
(4)  Dual Representation: A public servant shall make full public disclosure of business 
involving the City when attempting to use his or her official position to secure special 
privileges or exemptions for self or others. 
 
Section 10.  Prohibited Conduct. 
 

All public servants are prohibited from engaging in the following conduct: 
 

(1) Divulging confidential information to any person not authorized to obtain such 
information. 
 
(2) Benefitting financially from confidential information.  
 
(3) Representing his or her individual opinion as that of the City. 
 
(4) Misusing City personnel, resources, property, funds or assets for personal gain. 
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(5) Soliciting or accepting a gift or loan of money, goods, services or other things of value 
which tend to influence the manner in which the public servant performs his or her official 
duties. 
 
(6) Engaging in a business transaction which may cause the public servant to derive a 
personal profit or gain directly or indirectly as a result of his or her official position. 
 
(7) Engaging in employment or rendering services that are incompatible or in conflict with 
the discharge of his or her official duties or that tend to impair-his or her independence of 
judgment. 
 
(8) Participating in contracts, loans, grants, rate-fixing, or issuing permits involving a 
business entity in which he or she has a substantial interest; however this provision shall 
not apply in the following circumstances: 
 
(a) contracting with the City when 
 
(1)  the contract is awarded pursuant to sealed bids, 
 
(2) the public servant is not involved directly or indirectly or otherwise refrains from 
participation in the decision on the award of the contract, and 
 
(3) the City Commission, after reviewing the circumstances, determines the award of the 
contract would be in the best interest of the City, or  
 
(b) Where the interest of the public servant in the business entity involves the holding of 
less than one percent of the securities in a publicly traded business or less than five 
percent of any privately or closely held business and where the public servant will not 
have any involvement in the transaction on behalf of the contracting business entity. 
 
Section 11.  Public disclosure, contents. 

 
Whenever a public disclosure is required by this ordinance, it may be made orally 

on the record at a meeting of the public body involved, or in a writing filed with the City 
Clerk, and in both cases it shall be made a part of the record of a regular City Commission 
meeting, and in either event shall include: 
 
(a) The identity of all persons involved in the interest. 
 
(b) The source and amount of income derived from the interest that may be considered 
as resulting from employment, investment or gift. The person required to file a disclosure 
statement in accordance with the provisions of this ordinance must verify, in writing, under 
penalty of perjury, the information in the statement is true and complete as far as he or 
she knows. 
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Section 12.  Duties of the City Clerk. 
 

The City Clerk shall examine all disclosure statements filed pursuant to this 
ordinance and report irregularities immediately to the person filing the statement to the 
City Manager and the City Attorney. Acceptance of a statement by the City Clerk shall not 
constitute approval of the statement.  The City Clerk shall maintain a current list of all 
disclosure statements required to be available for public disclosure. The City Clerk shall 
preserve all disclosure statements for at least three (3) years after the date on which they 
are filed. The City Clerk shall make available to the public all statements that are required 
to be available for inspection during regular business hours. 
 
Section 13.  Request for Opinion from the City Attorney. 
 

Any public servant may request that the City Attorney provide an advisory opinion 
interpreting the effect or application of this ordinance generally, or on questions directly 
relating to the propriety of their conduct in a particular situation.   

 
Section 14.  Delivery of Copies of Ethics Policy Ordinance to Public Servants. 
 

The City Clerk shall deliver a copy of this ordinance to each public servant as soon 
as practicable after the enactment of this ordinance, and to each new public servant at 
the time of employment or taking office. The City Clerk shall request that each such 
person sign and return an acknowledgement of receipt of a copy of this ordinance. 
 
Section 15.  Investigation and Prosecution of Violations. 
 
(1)  Alleged violations of Section 10 of the Big Rapid Ethics Policy Ordinance shall be 
reported to, and investigated by, the Big Rapids Department of Public Safety, except 
when the person or persons investigated work within the Department of Public Safety, 
then another law enforcement department or agency shall be asked to investigate. 
 
(2)  Alleged violations of Section 10 of the Big Rapids Ethics Policy Ordinance shall be 
authorized and prosecuted by the Big Rapids City Attorney, except when the person or 
persons alleged to have violated Section 10 work within the Department of Law, then a 
special city attorney from outside the Department of Law shall be appointed by the City 
Commission to authorize and prosecute the alleged violations. 
 
(3)  The Big Rapids City Attorney and a special city attorney appointed by the City 
Commission pursuant to subsection 15(2), may decline to prosecute an alleged violation 
of Section 10 of the Big Rapids Ethics Policy Ordinance after an alleged violator of Section 
10 resigns from any and all offices and positions with the City of Big Rapids. 
 
Section 16.  Violation of Ordinance. 
 

The violation of any provision of Section 10 of this ordinance shall be a 
misdemeanor punishable by a fine of not more than Five Hundred Dollars ($500.00) or 
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by a sentence of ninety (90) days in jail, or both, in the discretion of the Court. The penalty 
or penalties imposed are not exclusive remedies under this ordinance and any and all 
statutory and Charter penalties or forfeitures may also be enforced. Any person convicted 
under a provision of Section 10 of this ordinance shall be deemed guilty of misconduct in 
office.  The violation of any provision of this ordinance other than Section 10 shall be a 
municipal civil infraction. 
 
Section 17.  Effective Date. 
 

This ordinance shall be effective 20 days after it is published. 
 

2.  The City Clerk is directed to publish this ordinance in the Pioneer. 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba  
Nays:  None   
The Mayor declared the ordinance adopted. 
Dated:  October 6, 2014   
Published:  October 14, 2014 
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CITY OF BIG RAPIDS 
 

CELL PHONE OR HAND-HELD MOBILE TELEPHONE POLICY 
FOR CDL OPERATORS 

 

 

The U. S. Department of Transportation has adopted regulations that restrict the 
use of hand-held mobile telephones (cell phones) by CDL licensed drivers while 
performing job functions and operating a commercial motor vehicle or bus.   These 
employees are considered to be performing safety sensitive work.   

 
 

PURPOSE 
 

This policy is implemented to establish how the City of Big Rapids will adhere to 
Federal and State regulations for  the restriction of cell phone use for CD drivers of 
commercial motor vehicles (CMVs) established in 49 CFR Part 177.  Said policy is 
established for important reasons in the areas of safety and risk management.   

 
 

DEFINITIONS 
 

• Hand-held mobile telephone (also known as cell phone, mobile phone, smart 
phone, handheld cell, handset) - Any mobile communication device that falls 
under or uses any commercial mobile radio service, as defined in the Federal 
Communications Commission (FCC) 47 CFR 20.3. Wireless communication 
devices such as satellite telephones and broadband radio service are also included 
in this definition. Two-way radios, walkie-talkies, Citizens Band radios and 
compliant mobile phones (i.e. hands-free headsets) are not considered hand-held 
mobile telephones. 

 
• Driving - Driving refers to operating a motor vehicle on the streets or highway, 

including while temporarily stationary because of traffic, a traffic control device or 
other momentary delay.  Driving does not include operating a commercial motor 
vehicle when the driver has moved the vehicle to the side of, or off, a highway and 
has halted in a location where the vehicle can safely remain stationary 

 
 
POLICY PROCEDURES 
 

1. All employees, while driving a commercial motor vehicle (CMV), are prohibited 
from using a hand held cell phone while operating a motor vehicle.  This includes 
holding, dialing, or reaching for a hand held cellular phone.  It also includes all 
push-to-talk type phones, such as Nextel.   
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2. While driving, employees are not allowed to use other functions of the device 
including, but not limited to, text messaging/SMS, email. MMS, Internet use, 
camera use, etc.  This policy also applies to use of PDAs. 

 
3. Regular callers must be informed that the driver will not be available while driving.  

 
4. While driving, calls cannot be answered and must be directed to voice mail if the 

handheld device is not enabled for hands free use.  If an employee must make an 
emergency call (911), the vehicle should first be parked in a safe location.   
 

5. All CDL employees must comply with the City’s Hand-Held Mobile Telephone 
Policy on top of abiding by any State regulations addressing the same matter. 
 

 
HEADSET/HANDS-FREE USE 
 
The use of headsets or hands-free devices while driving is permissible IF: 
 

• The device is pre-approved by the Supervisor for use. 
 

• Use of the device does not cause distraction (e.g., fiddling with the device or taking 
eyes off road to get it to function properly). 
 

• Any dialing or use of the handset is handled while stopped or pulled to the side of 
the road, unless the dialing of said device requires the use of no more than one 
button. 
 

• Conversations do not interfere with the driver’s ability to drive safely. 
 

• Road conditions are generally good and do not threaten your safety. 
 

 
 
EXEMPTION 
 
The regulations and this policy do not prevent drivers of commercial motor vehicles from 
using a hand held mobile phone to communicate with law enforcement or other 
emergency services if necessary. 
 
 
VIOLATIONS – PENALTIES 
 

• Drivers who violate the restriction will face federal civil penalties of up to $2,750 
for each offense and disqualification from operating a commercial motor vehicle 
for multiple offenses.  

 
• Additionally, the State will prescribe civil infraction finds for individuals who read, 

type, or send text message while operating a commercial motor vehicles.   
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• Employees are responsible for payment of civil penalties in the event a citation is 

issued.  If an employee is cited by any enforcement agency for cell phone use 
violations or if an employee is observed using a hand held device and the use is 
confirmed by one or more supervisory or management employees of City, the 
employee will be subject to progressive discipline up to and including termination. 
Correspondingly, any supervisor or management personnel found to allow, 
encourage, pressure, or threaten adverse action against an employee for 
complying with this policy shall be subject to discipline up to and including 
termination. 
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CITY OF BIG RAPIDS TECHNOLOGY USE POLICY 
 

1.0 PURPOSE: 

This policy defines the appropriate use of technology resources that are 
owned by the City of Big Rapids and provided for employee use. Departments 
are permitted to issue their own policies that augment or adopt this policy 
through reference, but not to supersede or contradict it.  

 
 

2.0 APPLICABILITY: 

This policy applies to anyone who uses City Technology Resources, including 
employees, temporary employees, contractors, vendors and all others.  

 
 

3.0 DEFINITIONS: 
 
3.01 Internet: the Internet is a worldwide “network of networks,” including 
bulletin boards, World Wide Web (WWW), data servers, applications, 
messaging services, and other functions and features, which accessed via a 
computer, a Smart Phone, or other client devices.  

3.02 Digital Equipment: Includes but is not limited to computers, laptops, 
telephones, cellular telephones, Personal Digital Assistants (PDAs), and 
combination devices such as Blackberries.  Any technology provided by the 
City for communications, computing, printing, etc. is covered by this definition.  
 
3.03 Data Files:  Information contained in files such as e-mail messages, 
database tables, telephone records, extracts from databases or output from 
applications.  
 

3.04 Messaging: Any technology used to facilitate digital communication, 
including but not limited to Instant Messaging (IM), electronic mail (e-mail, both 
City-provided and through external services for personal use), peer-to-peer 
networking (P2P), mobile, fixed, and software-based voice over Internet 
protocol (VoIP) telephones.  
 
3.05 City-owned Technology Resources: Technology resources paid for by 
City funds, including, but not limited to: Internet/Intranet/Extranet-related 
systems, computer equipment, software, operating systems, storage media, 
network accounts providing electronic mail, and systems that enable web 
browsing, and file transfer.  
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3.06 Social Networking: Any Internet site that is focused on creating 
“networks” of individuals such as MySpace, FaceBook, LinkedIn, etc.  

3.07 Hacking/Hacking Tools: Behavior and tools designed to circumvent 
security measures, or to otherwise effect unauthorized changes to computer 
hardware or software.  

3.08 Peer-To-Peer Networking: Protocol or service for networking devices 
without a centrally managed server.  
 
3.09 Communication protocol: An agreed-upon method of communication 
used within networks.  
 
3.10 Malware: A general term for potentially hostile software; encompasses 
viruses, Trojans, spyware, etc.  
 

 
4.0        POLICY: 

 
No marginal cost to the City  
No interference with work responsibilities  
No disruption to the workplace.  
 

4.01 City Resources are for City Business: City-owned technology resources 
shall serve the business needs of the City of Big Rapids.  

4.02 Confidentiality: City-held information on the constituents of the City of Big 
Rapids may not be disclosed without a clear business need, or public 
disclosure request.  

4.03 Limited Personal Use: City owned technology resources may be used for 
personal purposes on a limited basis, providing the following requirements are 
met:  

4.04 Limited use of external e-mail services: The limited use of an external e-
mail service is allowed, providing that the service applies anti-malware controls 
in a manner equivalent to that provided by the City.  

 
 

4.05 Music/video:  City computers must not be used to store music/audio/video 
files for personal use.  
 
4.06 Specific Prohibitions and Limitations: City policies regarding acceptable 
behavior and communication will apply to use of the Internet and messaging.  
Specifically prohibited use includes but is not limited to:  
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• Conducting a private business;  
• Political campaigning;  
• Accessing sites which promote exclusivity, hatred, or positions 

which are contrary to the City’s policy of embracing cultural 
diversity;  

• Accessing inappropriate sites including adult content, online 
gambling, and  dating services;  

• Accessing sites that promote illegal activity, copyright violation, 
or activity that violates the City’s ethical standards.  

• Using the internet to obtain or disseminate language or material 
which would normally be prohibited in the workplace;  

• Using encryption technology that has not been approved for use 
by the City;  

• The use of personally owned technology for conducting City 
business, where official City records are created but not 
maintained by the City;  

• Making unauthorized general message distributions to all users 
(everyone);  

• Installing any software that has not been approved by the City;  
• Sharing or storing unlicensed software or audio/video files;  
• Using security exploit tools (hacking tools) to attempt to elevate 

user privileges or obtain unauthorized resources;  
• Broadcasting e-mail to large numbers of constituents unless the 

list members are hidden through the use of the BCC field.  
• Using a City e-mail address when posting to public forums e.g. 

blogs, social media sites, wikis and discussion lists for personal 
use;  

• Accessing sites that distribute computer security exploits 
(“hacking” sites);  

• Excessive use of online shopping,  
• Excessive use of social networking sites for personal use;  
• Excessive use of streaming media for entertainment during work 

hours;  
• The use or installation of unauthorized Instant Messaging, e.g. 

AIM, Yahoo Instant Messenger, Meebo, IRC, etc.; links and 
attachments are prohibited using the  authorized IM client;  

• Using unauthorized Peer to Peer Networking, e.g. E-Mule, 
Kazaa, Limewire, Warez, etc;  

• The Use of “Soft” VOIP phones, e.g. Skype, Vonage, etc.  

NOTES:  
1.  If any of the above prohibited uses is required for a legitimate business reason, 
it is management’s responsibility to follow the exception process as referenced in 
Section 7.  
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4.07 Use Standard Resources Only: Digital equipment and all applications 
must be authorized and installed by appropriate personnel. Only software, 
hardware, and communication protocols that meet the City’s defined standards 
will be installed unless an exception has been documented in writing.  
 
4.08 Additional Cost to the City: Resources that incur a cost to the City, whether 
accessed via the Internet, mobile/PDA, email or other applications, must not be 
accessed or downloaded without prior approval.  It is the supervisor’s 
responsibility to assure the business need, applicability, and safety of any new 
resource.  
 
4.09 No Expectation of Privacy: Nothing in this policy confers an individual right 
or be construed to provide an expectation of privacy. Employees must not 
expect privacy in the use of City communications and digital equipment.  
 
4.10 Conflicts: If any component of this policy conflicts with any applicable 
collective bargaining agreement, the collective bargaining agreement shall 
control.  The remaining non-conflicting features of this policy shall remain in 
effect.  

 
5.0 RESPONSIBILITIES: 

5.01 Employee Responsibilities 
 

• Monitor personal use of the internet, messaging, and other 
applications, to ensure that the City is being appropriately served.  

• Adhere to City standards as discussed in the policy language 
above. Read and adhere to relevant policies.  

• Obtain authorization from their supervisor before incurring 
charges; for example, downloading data or accessing a paid 
service.  

 
5.02    Management Responsibilities  

 
• Support enterprise-grade technology to enforce this policy, to 

ensure that the primary purpose of that use is to meet City 
business needs, and that relevant City standards are met.  

• Review and make decisions regarding the approval of all non-
work related  

• broadcast announcements. Acceptable uses for non-work related 
broadcast  

• announcements would include arrival or departure of a 
department employee or a departmental charitable campaign 
event.  
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6.0 POLICY ENFORCEMENT: 
 

In order to safeguard City resources, violators of this policy may be denied 
access to City computing and network resources and may be subject to other 
disciplinary action within and outside the City. Violations of this policy will be 
handled in accordance with the City’s established disciplinary procedures.  
The City may temporarily suspend, block or restrict access to computing 
resources and accounts, independent of such procedures, when it reasonably 
appears necessary to do so in order to protect the integrity, confidentiality, or 
availability of City computing and network resources, or to protect the City from 
liability.  

6.01 If violations of this policy are discovered, the City will take appropriate 
actions to resolve the issue and violators may be subject to disciplinary 
measures.  

6.02 If violations of this policy are discovered that are illegal activities, the City 
may notify appropriate authorities.  

6.03 The City reserves the right to pursue appropriate legal actions to recover 
any financial losses suffered as a result of violations of this policy.  

6.04 Employees assigned phones may be asked to surrender their phones in 
order to verify activity, confirm discussions/calls or any other purpose.  Phones 
requested for review will be surrendered immediately.  
 

 
7.0 EXCEPTION PROCESS 
 

Exceptions to this policy will be requested in writing to management, and the 
request will be escalated to the Information Technology Department, Human 
Resources, or the City Manager.  Exceptions will be documented in writing and 
retained according to existing retention schedules.  Exceptions may be granted 
on a limited-time basis.  
 
 

8.0     USE DURING BUSINESS HOURS 
 

Personal or City phones are carried by privilege for use during business hours.  
Excessive use, or inappropriate use of phones may result in the restricted 
access to cell phones during business hours.  As technology advances, 
business and operational applications may be available on cell phones.  
Operational control activity may be accessed remotely.  Employees should not 
share these applications or allow others to access them.  Unless otherwise 
negotiated, these applications may be downloaded and exercised only on a 
voluntary basis.   
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SMOKING PROHIBITION WITHIN  
CITY BUILDINGS AND VEHICLES 

 
 

Big Rapids City employees shall adhere to the Michigan Clean Indoor Air 
Act.  Smoking within City buildings and vehicles shall be prohibited.   
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PUBLIC HEALTH CODE (EXCERPT) 

Act 368 of 1978 
Part 126 

SMOKING IN PUBLIC PLACES  
 
 
333.12601 Definitions. 

Sec. 12601. 

(1) As used in this part: 

(a) "Casino" means that term as defined in section 2 of the Michigan gaming control and revenue 
act, 1996 IL 1, MCL 432.202. Casino does not include a casino operated under the Indian 
gaming regulatory act, 25 USC 2701 to 2721. 

(b) "Child caring institution" and "child care center" mean those terms as defined in section 1 of 
1973 PA 116, MCL 722.111. 

(c) "Cigar" means any roll of tobacco weighing 3 or more pounds per 1,000, which roll has a 
wrapper or cover consisting only of tobacco. 

(d) "Cigar bar" means an establishment or area within an establishment that is open to the public 
and is designated for the smoking of cigars, purchased on the premises or elsewhere. 

(e) "County medical care facility" means that term as defined in section 20104.  

(f) "Educational facility" means a building owned, leased, or under the control of a public or 
private school system, college, or university. 

(g) "Food service establishment" means a food service establishment as defined in section 12905. 

(h) "Health facility" means a health facility or agency licensed under article 17, except a home 
for the aged, nursing home, county medical care facility, hospice, or hospital long-term care unit. 

(i) "Home for the aged" means that term as defined in section 20106. 

(j) "Hospice" means that term as defined in section 20106. 

(k) "Hospital long-term care unit" means that term as defined in section 20106. 

(l) "Meeting" means a meeting as defined in section 2 of the open meetings act, 1976 PA 267, 
MCL 15.262. 
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(m) "Motor vehicle" means that term as defined in section 33 of the Michigan vehicle code, 1949 
PA 300, MCL 257.33. 

(n) "Nursing home" means that term as defined in section 20109. 

(o) "Place of employment" means an enclosed indoor area that contains 1 or more work areas for 
1 or more persons employed by a public or private employer. Place of employment does not 
include any of the following: 

(i) A structure used primarily as the residence of the owner or lessee that is also used as an office 
for the owner or lessee and for no other employees. 

(ii) A food service establishment that is subject to section 12905. 

(iii) A motor vehicle. 

(p) "Public body" means a public body as defined in section 2 of the open meetings act, 1976 PA 
267, MCL 15.262.  

(q) "Public place", except as otherwise provided in subsection (2), means any of the following: 

(i) An enclosed, indoor area owned or operated by a state or local governmental agency and used 
by the general public or serving as a meeting place for a public body, including an office, 
educational facility, home for the aged, nursing home, county medical care facility, hospice, 
hospital long-term care unit, auditorium, arena, meeting room, or public conveyance. 

(ii) An enclosed, indoor area that is not owned or operated by a state or local governmental 
agency, is used by the general public, and is any of the following: 

(A) An educational facility.  

(B) A home for the aged, nursing home, county medical care facility, hospice, or hospital long-
term care unit. 

(C) An auditorium.  

(D) An arena.  

(E) A theater.  

(F) A museum.  

(G) A concert hall. 

(H) Any other facility during the period of its use for a performance or exhibit of the arts. 
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(iii) Unless otherwise exempt under this part, a place of employment. 

(r) "Smoking" or "smoke" means the burning of a lighted cigar, cigarette, pipe, or any other 
matter or substance that contains a tobacco product. 

(s) "Smoking paraphernalia" means any equipment, apparatus, or furnishing that is used in or 
necessary for the activity of smoking. 

(t) "Tobacco product" means a product that contains tobacco and is intended for human 
consumption, including, but not limited to, cigarettes, noncigarette smoking tobacco, or 
smokeless tobacco, as those terms are defined in section 2 of the tobacco products tax act, 1993 
PA 327, MCL 205.422, and cigars. 

(u) "Tobacco specialty retail store" means an establishment in which the primary purpose is the 
retail sale of tobacco products and smoking paraphernalia, and in which the sale of other 
products is incidental. Tobacco specialty retail store does not include a tobacco department or 
section of a larger commercial establishment or any establishment with any type of liquor, food, 
or restaurant license. 

(v) "Work area" means a site within a place of employment at which 1 or more employees 
perform services for an employer. 

(2) In addition, article 1 contains general definitions and principles of construction applicable to 
all articles of this code. 

 
History: Add. 1986, Act 198, Eff. Jan. 1, 1987 ;-- Am. 1988, Act 294, Eff. Oct. 1, 1988 ;-- Am. 1988, Act 296, Eff. 
Mar. 30, 1989 ;-- Am. 1988, Act 315, Eff. Mar. 30, 1989 ;-- Am. 2009, Act 188, Eff. May 1, 2010  
Compiler's Notes: For transfer of certain powers and duties of the center for health promotion and chronic disease 
prevention from the department of public health to the director of the department of community health, see E.R.O. 
No. 1996-1, compiled at MCL 330.3101 of the Michigan Compiled Laws. 
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12603 Smoking in public place or at meeting of public body prohibited; duties of 
owner, operator, manager, or person having control of public place, food establishment, or 
casino; good faith effort to prohibit smoking; affirmative defense; affidavit; section 
referred to as "Dr. Ron Davis Law." 

Sec. 12603. 

(1) An individual shall not smoke in a public place or at a meeting of a public body, and a state 
or local governmental agency or the person who owns, operates, manages, or is in control of a 
public place shall make a reasonable effort to prohibit individuals from smoking in a public 
place.  
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(2) The owner, operator, manager, or person having control of a public place, a food service 
establishment, or a casino subject to section 12606b shall do all of the following:  

(a) Clearly and conspicuously post "no smoking" signs or the international "no smoking" symbol 
at the entrances to and in every building or other area where smoking is prohibited under this act.  

(b) Remove all ashtrays and other smoking paraphernalia from anywhere smoking is prohibited 
under this act.  

(c) Inform individuals smoking in violation of this act that they are in violation of state law and 
subject to penalties.  

(d) If applicable, refuse to serve an individual smoking in violation of this act.  

(e) Ask an individual smoking in violation of this act to refrain from smoking and, if the 
individual continues to smoke in violation of this act, ask him or her to leave the public place, 
food service establishment, or nonsmoking area of the casino.  

(3) The owner, operator, manager, or person in control of a hotel, motel, or other lodging facility 
shall comply with subsection (2) and section 12606. It is an affirmative defense to a prosecution 
or civil or administrative action for a violation of this section that the owner, operator, manager, 
or person in control of a hotel, motel, or other lodging facility where smoking is prohibited under 
this section made a good faith effort to prohibit smoking by complying with subsection (2). To 
assert the affirmative defense under this subsection, the owner, operator, manager, or person 
shall file a sworn affidavit setting forth his or her efforts to prohibit smoking and his or her 
actions of compliance with subsection (2). 

(4) This section may be referred to as the "Dr. Ron Davis Law". 

 
History: Add. 1986, Act 198, Eff. Jan. 1, 1987 ;-- Am. 1988, Act 296, Eff. Mar. 30, 1989 ;-- Am. 1993, Act 217, 
Eff. Apr. 1, 1994 ;-- Am. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12604 Smoking in a child caring institution or child care center or on the real property 
under control of institution or center; violation; penalties. 

Sec. 12604. 

(1) An individual shall not smoke in a child caring institution or child care center or on real 
property that is under the control of a child caring institution or a child care center and upon 
which the child caring institution or child care center is located, including other related buildings. 
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(2) An individual who violates this section is subject to all the penalties described in section 15 
of Act No. 116 of the Public Acts of 1973, being section 722.125 of the Michigan Compiled 
Laws, except imprisonment. 

 
History: Add. 1988, Act 294, Eff. Oct. 1, 1988 ;-- Am. 1991, Act 178, Eff. June 21, 1992 ;-- Am. 1993, Act 217, 
Eff. Apr. 1, 1994  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12604a, 333.12605 Repealed. 2009, Act 188, Eff. May 1, 2010. 

 
Compiler's Notes: The repealed sections pertained to prohibitions against smoking in private practice of health 
facility and designation of smoking areas. 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12606 Retaliatory or adverse personnel action against employee or applicant 
prohibited. 

Sec. 12606. 

An employer or a food service establishment shall not take any retaliatory or adverse personnel 
action against an employee or applicant for employment on the basis of the individual's exercise 
of or attempt to exercise his or her rights under this part with respect to place of employment or 
part 129 with respect to food service establishments. 

 
History: Add. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12606a Cigar bar or tobacco specialty retail store in existence on effective date of 
section; exemption from smoking prohibition; affidavit; request for additional 
information; failure to file affidavit. 

Sec. 12606a. 
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(1) A cigar bar in existence on the effective date of this section that meets all of the requirements 
of this section is exempt from the smoking prohibition of section 12603 and may allow smoking 
on its premises. To qualify for the exemption under this section, the person who owns or operates 
a cigar bar shall file an affidavit with the department on or before the expiration of 30 days after 
the effective date of this section and on January 31 of each year after the effective date of this 
section. The affidavit shall be signed by the owner or operator of the cigar bar and shall certify 
that the cigar bar was in existence on the effective date of this section and that it meets all of the 
following requirements: 

(a) In the 30-day period immediately preceding the effective date of this section, the cigar bar 
generated 10% or more of its total gross annual income from the on-site sale of cigars and the 
rental of on-site humidors. 

(b) For each calendar year after the calendar year in which the first affidavit is filed under this 
subsection, the cigar bar generates 10% or more of its total gross annual income from the on-site 
sale of cigars and the rental of on-site humidors. 

(c) The cigar bar is located on premises that are physically separated from any areas of the same 
or adjacent establishment in which smoking is prohibited under this part or part 129 and where 
smoke does not infiltrate into those nonsmoking areas. As used in this subdivision, "physically 
separated" means an area that is enclosed on all sides by any combination of solid walls, 
windows, or doors that extend from the floor to ceiling. 

(d) The cigar bar has installed on its premises an on-site humidor. 

(e) The cigar bar prohibits entry to a person under the age of 18 during the time the cigar bar is 
open for business. 

(f) The cigar bar allows only the smoking of cigars on the premises that retail for over $1.00 per 
cigar. 

(g) The cigar bar prohibits the smoking of all other tobacco products. 

(2) A tobacco specialty retail store in existence on the effective date of this section that meets all 
of the requirements of this section is exempt from the smoking prohibition of section 12603 and 
may allow smoking on its premises. To qualify for the exemption under this section, the person 
who owns or operates a tobacco specialty retail store shall file an affidavit with the department 
on or before the expiration of 30 days after the effective date of this section and on January 31 of 
each year after the effective date of this section. The affidavit shall be signed by the owner or 
operator of the tobacco specialty retail store and shall certify that the tobacco specialty retail 
store was in existence on the effective date of this section and that it meets all of the following 
requirements: 

(a) In the 30-day period immediately preceding the filing of the effective date of this section, the 
tobacco specialty retail store generated 75% or more of its total gross annual income from the 
on-site sale of tobacco products and smoking paraphernalia. 
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(b) For each calendar year after the calendar year in which the first affidavit is filed under this 
subsection, the tobacco specialty retail store generated 75% or more of its total gross annual 
income from the on-site sale of tobacco products and smoking paraphernalia. 

(c) The tobacco specialty retail store is located on premises that are physically separated from 
any areas of the same or adjacent establishments in which smoking is prohibited under this part 
or part 129 and where smoke does not infiltrate into those nonsmoking areas. As used in this 
subdivision, "physically separated" means an area that is enclosed on all sides by any 
combination of solid walls, windows, or doors that extend from the floor to ceiling. 

(d) The tobacco specialty retail store prohibits entry to a person under the age of 18 during the 
time the tobacco specialty retail store is open for business. 

(3) The department may request additional information from a cigar bar or tobacco specialty 
retail store to verify that the cigar bar or tobacco specialty retail store meets the requirements of 
this section. A cigar bar or tobacco specialty retail store shall comply with requests from the 
department under this section. 

(4) Except as otherwise provided in this subsection, a cigar bar or tobacco specialty retail store 
that does not meet the requirements of this section or violates this section is not exempt from the 
smoking prohibition of section 12603 and shall immediately prohibit smoking on its premises. A 
cigar bar or tobacco specialty retail store that meets all of the requirements of this section other 
than filing the affidavit as required under subsection (1) or (2), retains its exemption and may 
continue to allow smoking during the period beginning on the date the affidavit is due and 
ending on the expiration of 21 days after that date. However, if the affidavit remains unfiled after 
the 21-day grace period, the cigar bar or tobacco specialty retail store is not exempt from the 
smoking prohibition of section 12603 and shall immediately prohibit smoking on its premises. A 
cigar bar or tobacco specialty retail store that loses its exemption under this subsection is not 
exempt from the smoking prohibition of section 12603, shall immediately prohibit smoking on 
its premises, and may only again qualify for the exemption under this section by filing an 
affidavit and meeting all of the requirements of subsection (1) or (2), as applicable. 

 
History: Add. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12606b Casino in existence on effective date of section; "gaming area" defined. 

Sec. 12606b. 

(1) A casino that is in existence on the effective date of this section may allow smoking in the 
gaming area of the casino. Section 12603 applies to a casino that is not in existence on the 
effective date of this section and to all areas of a casino not part of the gaming area. A food 
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service establishment in or part of a casino is subject to section 12905. However, any part of the 
gaming area where food and beverage is taken by patrons for immediate consumption is not 
considered a food service establishment under this part or part 129. 

(2) A casino that is in existence on the effective date of this section shall comply with section 
12603(2) for all areas of the casino not part of the gaming area. Section 12606 does not apply 
with respect to employees working in the gaming area of a casino where smoking is allowed 
under this section. However, section 12606 does apply with respect to employees working in 
areas other than the gaming area of a casino. 

(3) As used in this section, "gaming area" means that term as defined in R 432.1103 of the 
Michigan administrative code. 

 
History: Add. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12607 Repealed. 2009, Act 188, Eff. May 1, 2010. 

 
Compiler's Notes: The repealed section pertained to duties of state or local governments to prevent smoking. 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12609 Rules. 

Sec. 12609. 

The department may promulgate rules to implement this part. 

 
History: Add. 1986, Act 198, Eff. Jan. 1, 1987  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12610 Rules prohibited. 

Sec. 12610. 
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Notwithstanding section 12609 or any other provision of this act to the contrary, the department 
shall not promulgate rules to implement or administer the provisions of this part that were added 
by the amendatory act that added this section. 

 
History: Add. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12611 Violation; compliance; civil fine; perjury. 

Sec. 12611. 

A person or state or local governmental agency that violates this part or part 129 shall be directed 
to comply with this part and is subject to a civil fine of not more than $100.00 for a first violation 
and not more than $500.00 for a second or subsequent violation. A person who makes a false 
statement in an affidavit under this part is guilty of perjury under section 423 of the Michigan 
penal code, 1931 PA 328, MCL 750.423. 

 
History: Add. 1986, Act 198, Eff. Jan. 1, 1987 ;-- Am. 1988, Act 294, Eff. Oct. 1, 1988 ;-- Am. 1988, Act 296, Eff. 
Mar. 30, 1989 ;-- Am. 1988, Act 315, Eff. Mar. 30, 1989 ;-- Am. 1993, Act 217, Eff. Apr. 1, 1994 ;-- Am. 2009, Act 
188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12613 Enforcement; civil fine; injunctive relief; remedies independent and cumulative. 

Sec. 12613. 

(1) Subject to subsection (2), the department shall enforce this part and part 129 and any rules 
promulgated under this part pursuant to sections 2262(2) and 2263. In addition to the civil fine 
authorized under section 12611, the department may enforce this part and any rules promulgated 
under this part through an action commenced pursuant to section 2255 or any other appropriate 
action authorized by law. 

(2) Pursuant to section 2235, the department may authorize a local health department to enforce 
this part and part 129 and any rules promulgated under this part. A local health department 
authorized to enforce this part and part 129 and any rules promulgated under this part shall 
enforce this part and part 129 and any rules promulgated under this part pursuant to sections 
2461(2) and 2462. In addition to the civil fine authorized under section 12611, a local health 
department may enforce this part and part 129 and any rules promulgated under this part through 
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an action commenced pursuant to section 2465 or any other appropriate action authorized by 
law.  

(3) In addition to any other enforcement action authorized by law, a person alleging a violation 
of this part may bring a civil action for appropriate injunctive relief, if the person has used the 
public place, child caring institution, or child care center within 60 days before the civil action is 
filed. 

(4) The remedies under this part are independent and cumulative. The use of 1 remedy by a 
person shall not bar the use of other lawful remedies by that person or the use of a lawful remedy 
by another person. 

 
History: Add. 1986, Act 198, Eff. Jan. 1, 1987 ;-- Am. 1988, Act 294, Eff. Oct. 1, 1988 ;-- Am. 1988, Act 296, Eff. 
Mar. 30, 1989 ;-- Am. 1988, Act 315, Eff. Mar. 30, 1989 ;-- Am. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12614 Reports. 

Sec. 12614. 

(1) The director shall report biennially to the legislature on the effect and enforcement of this 
part and part 129. The report shall include, at a minimum, compliance with sections 12603 and 
12905. 

(2) Upon request of the department, the director of the department of management and budget 
annually shall report to the department, at a minimum, a list of each public place owned or 
operated by the state and its compliance with section 12603. 

 
History: Add. 1988, Act 296, Eff. Mar. 30, 1989 ;-- Am. 2009, Act 188, Eff. May 1, 2010  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12615 Repealed. 2009, Act 188, Eff. May 1, 2010. 

 
Compiler's Notes: The repealed section pertained to smoking of tobacco in nursing home or food service 
establishment. 
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© 2009 Legislative Council, State of Michigan 
 
 
333.12616 Short title. 

Sec. 12616. 

This part shall be known and may be cited as the “Michigan clean indoor air act”. 

 
History: Add. 1988, Act 296, Eff. Mar. 30, 1989  
Popular Name: Act 368 

 
© 2009 Legislative Council, State of Michigan 
 
 
333.12617 Repealed. 2009, Act 188, Eff. May 1, 2010. 

 
Compiler's Notes: The repealed section pertained to effective date of part. 

 
© 2009 Legislative Council, State of Michigan 
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RESOLUTION NO. 15-74  
 

Commissioner Rothstein moved, seconded by Commissioner Anderson, the adoption of 
the following: 
 

RESOLUTION ADOPTING POLICIES DEFINING THE USE OF  
PARK AREAS AND FACILITIES AND  

STRAY CAT (TRAP, SPAY/NEUTER, RELEASE) POLICY 
 

 
 WHEREAS, the City of Big Rapids maintains a Policy Book of City Commission 
adopted policies and administrative operational policies, and 
 
 WHEREAS, a recent review of the policies was made, and it is staff’s 
recommendation that the following two policies be accepted and adopted: 
 

• Revised Policies Defining the Use of the City of Big Rapids Park Areas and 
Facilities 

• New Stray Cat – Trap, Spay/Neuter, and Release Policy 
 
 NOW, THEREFORE, BE IT RESOLVED, that the above two policies be adopted 
and included in the Big Rapids Policy Book. 
 
 BE IT FURTHER RESOLVED, that the revised Policy Book be accepted with the 
recognition and understanding that all policies will be updated as the need arises. 
 
 
 
 
 
Yeas:  Anderson, Hogenson, James, Rothstein, Warba    
 
Nays:  None 
 
The Mayor declared the Resolution adopted. 
 
Dated:  July 20, 2015 
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POLICIES DEFINING THE USE OF THE CITY OF BIG RAPIDS 
PARK AREAS AND FACILITIES 

 
 

I. General 
The park areas are provided for use by the general public and to satisfy the 
recreational needs of the residents in the community of Big Rapids.  The following 
policies will give the basic guidelines concerning general use of Big Rapids’ park 
facilities.  
 

II. Park Hours 
The park areas will be open during the daylight hours, 8:00am to 10:00pm.  Where 
lighted facilities are provided, the use hours may be extended for the duration of the 
activity.   
 

III. Picnic Shelters & Picnic Areas 
The shelter facilities are for the use of the general public.  Use of picnic shelters will 
be on a first come, first serve basis if the facility has not been reserved.  Reservations 
can be processed by the Department of Public Works at the rate determined within the 
City fee schedule.  Special community programs and activities will be allowed to use 
shelters at no cost should the public be invited.  No fires are allowed in City parks 
outside of provided cooking grills.  
 

IV. Tennis Courts 
Below listed are the rules: 
• Limit Play to one hour, when others are waiting 
• Use Proper Equipment  
• No Glass Containers 
• No Pets, bicycles, rollerblades or skateboards 
• Children must have adult supervision  
 

V. Brutus Dog Park  
Below listed are the rules: 

For Visitors 
• Caretakers are legally responsible for their dogs and injuries caused by them. 
• Children must be under strict supervision at all times 
• Children less than 48” tall are prohibited from entering the Large Dog area 
• Children under the age of (16) must be accompanied by a parent or guardian 

at all times 
• Caretakers must clean up after their dogs and repair any holes left by their pets 
• Caretakers must carry a leash at all times.  Dogs should be leashed before 

entering and prior to leaving the park 
• Individual’s using the dog park are prohibited from smoking and consuming 

alcoholic beverages or food while in the fenced areas 
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For Dogs 
• Dogs must wear a collar, carry ID tags and be properly licensed, inoculated, 

and in healthy condition 
• Dogs must be not be left unattended or out of sight and must be under voice 

control of the caretaker 
• Dogs under the age of four months and female dogs in heat are strictly 

prohibited 
• Dogs must be removed from the dog park at the first sign of aggression 

 

VI. Mitchell Creek Park and Gazebo 
Because of the gardens and activities planned for Mitchell Creek Park and the 
anticipated elevated cost of maintenance at this location, the reservation monies 
collected for this park will be separately accounted for and applied to the 
upkeep/development of that park.  The goal will be to create self-supporting gardens 
as much as possible. 
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POLICY FOR SWIMMING POOL RENTAL 

 

I. Rate of Charge:  $100.00/hour, which includes the pool rental and cost of 3 
lifeguards and bathhouse personnel, or $350 for 4 hours. 
 

II. Procedures for Opening and Closing Pool:  
The procedure followed during any other swim period should also apply during 
Pool Rental times.  
Only Pool Staff chosen by the Pool Director should staff Pool Rental Events.  
 

III. Procedures for Payment: 
A deposit of 50% of total estimated cost will be collected at the time of reservation. 
Payment should be made to Pool Director as group enters facility.  Payment should 
be made by check payable to City of Big Rapids. 
For consecutive use, please see Procedure for Schedule Events. 
Refunds 
1. No refund is given if reservation is canceled the same day of activity. 
2. If cancellation is made prior to the day of the activity, the deposit will be 

refunded. 
3. Refund must be requested in letter-form and signed by the person who made 

the reservation.  
4. Should the City cancel the activity prior to the event (weather conditions, 

mechanical & Water problems, etc.), a full refund will be given. 
 

IV. Procedures for Scheduling Events 
The pool is available for rent on Monday through Saturday, mornings and 
evenings, during non-programmed times, pool will be closed from 10:00 pm to 
6:00am. 
Groups wishing to rent facility must contact the Pool Director and he/she makes 
the date on the calendar.  Payment of consecutive use to be negotiated with the 
Park & Recreation Board.  
1. Must know the number of people coming. 
2. The ages of the individuals who will be swimming. 
3. The physical status of the participating: 

a. Do they have physical ailments? 
b. Are they allergic to any drugs? 

 
V. Types of Groups  Allowed 

All groups wishing to participate. 
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NAMING/RENAMING PARKS AND/OR FACILITIES WITHIN PARKS 
(Adopted by Park and Recreation Board and City Commission – January 1995) 

 
 

 
 

ISSUE 
 
Naming/renaming parks and/or facilities within parks. 
 
 
POLICY 
 
In lieu of changing park names, the Park and Recreation Board will consider memorials 
or naming facilities within parks after individuals or groups. 
 
 
EXPLANATION 
 
From time to time, requests come to the Park and Recreation Board to change a name 
of an existing park after someone or group.   Instead of renaming parks, the Board has 
agreed that naming facilities within the parks give memorialization a specific meaning to 
individuals or groups. 
 
For example, Linden Street Park has a listing in memory of Mary Pine; River Street Park 
has Rotary Field and Win Kellum Field; Library Park has Anna Howard Shaw; Hemlock 
Park has a plaque thanking the groups and individuals who contributed to the construction 
of the picnic shelter.  In addition, the Park and Recreation Board, since 1983, has 
recognized a citizen or group by the Citizen Recognition Program.  
 
Currently, there are two park areas holding names of individuals, i.e. Charles E. Fairman 
Community Pool and Vogel Field.  
 
The Parks and Recreation Board recognizes that the City Commission has the authority 
to make name changes to any one of the City parks. 
 
 
RECOMMENDATION 
 
Request that the City Commission consider the adoption of this policy as it relates to 
naming park and facilities within parks.  
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MOTION NO.  95-18 
 
 
Commissioner    Berke     moved, seconded by Commissioner    Emerson    that the City 
Commission accept the recommendation of the Park and Recreation Board concerning 
the policy on naming/renaming parks and/or facilities within parks. 
 
 
 
 
 
 
 
 
Yeas:  Berke, Church, Emerson, Mason, Farrow 
 
Nays:  None 
 
The Mayor declared the motion passed. 
 
Dated:  January 16, 1995 
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CITY OF BIG RAPIDS 
PUBLIC WORKS DEPARTMENT 

226 N. Michigan Avenue 
Big Rapids, Michigan 49307 

231-592-4015 
 

==== BAND SHELL RESERVATION/USE FORM ==== 
RESERVATIONS REQUIRED APRIL 15 – OCTOBER 15 

 
Please complete all information requested and return to the Public Works Department.  Please print clearly.  All 

reservations are subject to the conditions listed on the reverse side of this form.   
No refunds will be issued as a result of inclement weather. 

 
___________________________________________________        (______)______________________ 
Applicant Name                            Phone  
 
_____________________________________________________________________________________ 
Address      City    State  Zip 
 
Date of Reservation: ______/______/______  Band Shell is reserved from 7:00am to 10:00pm 
 
Type of activity/event (i.e. reunion, wedding): ___________________    Anticipated group size:  _______ 
 
Activity Name (name wanted on reservation board):  __________________________________________ 
 
FEE SCHEDULE:  Please check one that applies.    

 
Big Rapids City Resident             ________       $  80.00 

  Non-Resident    ________  $ 100.00 
              Non-Profit event open to the public      ________      Fully Waived  * 
              Non-Profit   

                not open to the public or only 
                    open to a specific group of public     ________       $  50.00 

  
* All waivers are subject to approval by the Recreation Director and may need Park Board approval.   
 
Make checks payable to the City of Big Rapids.  Please bring a copy of this reservation form as proof of 
reservation of facility.  If you have any problems during the event you may contact the Department of Public 
Works at 592-4015 M-F 8am to 5pm, outside those hours contact Public Safety at 796-4811.   
 
Agreement:    I have received, read, and agree to abide by all park ordinances, rules and regulations, as well as all 

conditions contained on this application.  The above named individual/firm/ organization releases 
the City of Big Rapids and its employees from all suits, claims, and actions for damages to persons 
or property which arises out of the reservation and use of the City facility reserved. 

 
         

        
  

Applicant Signature: _________________________________________ Date: ____________________ 
 

04/13 
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CERTIFICATE OF INSURANCE     
                         � Not Needed            � Needed and copy made         � City additional insured 
 
NOTE:  During the school year there may be a conflict with activities at the Big Rapids Middle School.  Please 

contact them to ensure that no conflict exists or you may not have any parking spaces. (231-796-2627) 
 

 

BAND SHELL RESERVATION POLICY 
 
1. Reservations may be made for the year anytime after January 1st.  To secure reservation FULL PAYMENT 

MUST ACCOMPANY APPLICATION FORM; checks are to be made payable to the City of Big Rapids. 
 
2. All applications shall be considered in the chronological order received.  A separate application must be 

submitted for each period of use. 
 
3. Applications must be received in the Public Works office at least seven days (7 days) prior to intended use 

date.  It is recommended reservations be made well in advance.   
 
4. Reservations may be made by mail (with payment) or in person; no telephone reservations accepted.  

Those interested in reserving may call 592-4015 to check on the availability of the facility. 
 
5. AFTER THE RESERVATION HAS BEEN MADE AND PAID FOR, NO REFUND OF ANY 

PORTION OF THE FEE WILL BE MADE FOR ANY REASON UNLESS THE PUBLIC WORKS 
DEPARTMENT IS ABLE TO RESERVE THE BANDSHELL TO ANOTHER PARTY.  NO 
REFUND WILL BE ISSUED AS A RESULT OF INCLEMENT WEATHER.   

 
6. You must be 18 years of age to reserve the facility and responsible adult supervision must be provided at 

all times to insure that the facility and surrounding grounds are utilized in a safe and orderly manner. 
 
7. Events may be subject to approval by the City of Big Rapids Park & Recreation Board and/or City 

Commission and can be cancelled by the City at any time when it is determined that to do so would be in 
the best interest of the City. 

 
8. Insurance coverage may be required if warranted by the type of event. 
 
9. The park staff and police department have the authority to ask uncooperative offenders to leave the park.  

Any violation of park ordinances may result in loss of reservation and future access to park facilities. 
 
10. Alcohol policy:  The consumption or possession of alcoholic beverages is prohibited in and around 

the bandshell area.        
  

11. All motorized vehicles must be left in designated parking areas. 
 
12. YOU ARE RESPONSIBLE FOR KEEPING THE AREA CLEAN.  ADDITIONAL FEES MAY BE 

ASSESSED OR FUTURE USE TO THE FACILITY MAY BE DENIED IF RENTAL AREA IS NOT 
PROPERLY CARED FOR BY THE RENTER.  WITH YOUR HELP, WE WILL BE ABLE TO KEEP 
RENTAL FEES LOW. 

 
 

04/13 
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CITY OF BIG RAPIDS 
DEPARTMENT OF PUBLIC WORKS 

226 N. Michigan Ave. 
Big Rapids, MI 49307 

231-592-4015 
 

========PAVILION RESERVATION FORM======== 
 

Please complete all information requested and return to the Public Works Department.  Please print clearly.  All 
reservations are subject to the conditions listed on the reverse side of this form.   

No refunds will be issued as a result of inclement weather. 
 

      Please check one:   
HEMLOCK PARK PAVILION   � (approximately 100 people) 
NORTHEND RIVERSIDE PARK I  � (approximately 40 people) 
NORTHEND RIVERSIDE PARK II  � (approximately 100 people) 

 
___________________________________________________        (______)______________________ 
Applicant Name                            Phone  
 
_____________________________________________________________________________________ 
Address      City    State  Zip 
 
 
Date of Reservation: ______/______/______         TIME  _________(AM/PM)   to _________(AM/PM) 
 
Type of activity/event (i.e. reunion, wedding): ___________________    Anticipated group size:  _______ 
 
Activity Name (name wanted on reservation board):  __________________________________________ 
 
FEE SCHEDULE:  Please check one that applies.    

 
Big Rapids City Resident             ________       $  80.00 

  Non-Resident    ________  $ 100.00 
              Non-Profit event open to the public      ________      Fully Waived  * 
               Non-Profit   

               not open to the public or only 
                    open to a specific group of public     ________       $  50.00 

  
* All waivers are subject to approval by the Recreation Director and may need Park Board approval.   
 
Make checks payable to the City of Big Rapids.  Please bring a copy of this reservation form as proof of 
reservation of facility.  If you have any problems during the event you can contact the Department of Public Works 
at 592-4015 M-F 8am to 5pm, outside those hours contact Public Safety at 796-4811.   
 
Agreement:    I have received, read, and agree to abide by all park ordinances, rules and regulations, as well as all 

conditions contained on this application.  The above named individual/firm/ organization releases 
the City of Big Rapids and its employees from all suits, claims, and actions for damages to persons 
or property which arises out of the reservation and use of the City facility reserved. 

 
Applicant Signature: _________________________________________ Date: ____________________ 

11/10 
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Please bring table cloths to cover picnic tables.  An effort is made to keep tables clean but these are outside 
pavilions and are used by the public. 

PAVILION RESERVATION POLICY 
 
1. Reservations may be made for the year anytime after January 1st.  To secure reservation FULL PAYMENT 

MUST ACCOMPANY APPLICATION FORM; checks are to be made payable to the City of Big Rapids.  
 
2. All applications shall be considered in the chronological order received.  A separate application must be 

submitted for each period of use. 
 
3. Applications must be received in the Public Works office at least seven days prior to intended use date.  It 

is recommended reservations be made well in advance. 
 
4. Reservations may be made by mail or in person; no telephone reservations accepted.  Those interested in 

reserving may call 592-4015 to check on the availability of the facility. 
 
5. AFTER THE RESERVATION HAS BEEN MADE AND PAID FOR, NO REFUND OF ANY 

PORTION OF THE FEE WILL BE MADE FOR ANY REASON UNLESS THE PUBLIC WORKS 
DEPARTMENT IS ABLE TO RESERVE THE PAVILION TO ANOTHER PARTY.  NO 
REFUNDS WILL BE ISSUED AS A RESULT OF INCLEMENT WEATHER. 

 
6. You must be 18 years of age to reserve the facility and responsible adult supervision must be provided at 

all times to insure that the facility and surrounding grounds are utilized in a safe and orderly manner. 
 
7. Once you have paid for your reservation, the pavilion is yours to use between the hours of 7 a.m. and 10 

p.m.  If another party is using the pavilion when you arrive, please ask them nicely to vacate the pavilion 
because you have the reservation.  If they refuse to vacate, please contact Central Dispatch at 796-4811 to 
have the police come and remove the offending party. 

 
8. Events may be subject to approval by the City of Big Rapids Park & Recreation Board and/or City 

Commission and can be cancelled by the City at any time when it is determined that to do so would be in 
the best interest of the City.  

 
9. The park staff and police department have the authority to ask uncooperative offenders to leave the park.  

Any violation of park ordinances may result in loss of reservation and future access to park facilities. 
 
10. Alcohol policy: The consumption or possession of alcoholic beverages is prohibited in all City parks, 

except alcoholic beverages may be possessed and consumed in Hemlock, Vogel and Industrial Parks 
from 6:00 p.m. to 10:00 p.m. Monday through Friday, and from 1:00 p.m. to 10:00 p.m. Saturday 
and Sunday.  Glass containers of alcoholic beverages are prohibited at all times in all City parks.  A 
violation of this section shall be a municipal civil infraction. (5-10-98) 

 
11. All motorized vehicles must be left in designated parking areas. 
 
12. YOU ARE RESPONSIBLE FOR KEEPING THE PARKS CLEAN BY LEAVING FACILITIES & 

SURROUNDING GROUNDS FREE OF LITTER.  PATRONS CAN HELP BY WIPING THEIR PICNIC 
TABLES & CLEANING SPILLS ON PAVILION FLOOR.  FURTHER FEES MAY BE ASSESSED OR 
FUTURE ACCESS TO PARK FACILITY RESTRICTED IF RENTAL AREA IS NOT PROPERLY 
CARED FOR BY THE RENTER.  WITH YOUR HELP, WE WILL BE ABLE TO KEEP RENTAL FEES 
LOW. 

11/10 
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POLICY FOR MEMORIALS IN CITY PARK LANDS 
 

The City of Big Rapids Park and Recreation board has developed a policy for the signing 
of memorials within the City park lands.  Standards for design and application of all signs 
erected on public park land are to be specified with City staff.  Below are various methods 
that will be allowed for memorials within park land to be erected without approval of the 
Park and Recreation board. 

 

- Park benches.  The City of Big Rapids Park and Recreation board has a specific 
bench used within the park system.  Each bench has an area with a plaque that 
can be attached.  This will allow for benches to be utilized as a memorial.  
 

- Park trees.  The City of Big Rapids tree planting program occurs in the spring and 
fall each year.  Trees can be purchased through the Department of Public Works.  
A memorial plaque can be attached to the tree or placed in the ground by DPW 
staff.  
 

- Riverwalk donor wall.  The City of Big Rapids will coordinate placement of names 
on the donor wall after donations are made to the Big Rapids Riverwalk fund.  

 

Other forms of memorials (signing, images, crosses, etc.) and location will be required to 
be approved by the Park and Recreation board.  Placement of the approved memorial 
will be erected by the Department of Public Works.    
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InterOffice Memorandum 
 
 
 
 
 
TO:  Steve Stilwell, City Manager 
 
FROM:  Timothy J. Vogel, Director of Public Services 
 
DATE:  November 21, 1994 
 
SUBJECT: Administrative Charges, materials purchase for resale – Water & Wastewater 
 

 
 
 
A 15% administrative charge will be added to the billing for the following water and wastewater 
items: 
 

1. Materials for new water services installed. 
 

2. Water meters, horns, etc. 
 

3. Materials for new sanitary sewer services installed. 
 

4. Materials for repairs of sanitary sewer. 
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SNOW REMOVAL POLICY 
 

A. Recommended Priority for Snow Removal from Streets 
 
1.  US 131 and M-20, Ferris Drive 
2.  Emergency Routes:  Linden and River to Locust to US-131 (Hospital) 
3.       Airport ** 
4.  Other Major Streets 
5.   Residential Local Streets and Alleys 
6.  Downtown parking lots and Dial-A-Ride 
 

 
B. Recommended Priority for Snow Removal from City Sidewalks 

 
1.   Sidewalks to schools (both K-12 and Ferris State University) 
2.   Remaining residential and commercial 

This program has retained enough flexibility to permit some experimentation to 
provide for the best service. 

3.   It is understood that the City is assisting the property owners by providing the     
 piece of equipment to plow sidewalks.  The occupancy or property owner is still 
 required to remove snow from sidewalks (Code of Ordinance, Title IV, Chapter 
 41, Section 4.16). 

Downtown Sidewalks 

Adjacent property owners are to shovel the snow from the downtown sidewalks to 
the curbs edge.  When the snow has accumulated, City crews will remove the piled 
now.  This approach will save the Streetscape fixtures and new walk surface from 
accidental damage. 
 

C. Snow Depth 
 

When the depth of snow reaches two (2) inches on the road surface, the snow 
removal operation will begin.  
 
The Public Safety Department monitors street conditions and are responsible for 
emergency call-outs to Public Works personnel during nighttime and weekend 
hours.  
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D.  Parking 
 
1. Vehicles are prohibited from parking on streets between 2:00 a.m. to 6:00 a.m. as 

established City Ordinance, beginning on November 15th until an ending date in 
March as set by ordinance.   

2. Residents must be cautioned NOT TO BLOCK SIDEWALKS with vehicles so 
snow can be plowed from sidewalks.  (Chapter 41, Sec 4.22 and Chapter 8, Sec 
8.10 (a).) 

 
 

E.  Airport **  
 
The City truck will respond to the Airport’s 4300 ft. runway via 18 Mile Road at 5:00 a.m..  
After the 4300 ft. runway has been cleared, the truck will then plow the snow dump area.  
 

  Priority as it relates to the Airport has always been difficult.  Deviation from priorities 
 might occur when incoming or outgoing air traffic is considered to be essential by the 
 Director of Public Works.  
 
 

F.  Ridged Snow Removal Areas 

During periods of light accumulation (2 to 4 inches) the snow on these streets will be 
pushed to the curbs. 
 

1.  East of State Street on Maple to Fourth Avenue 
2.  Michigan Avenue from Linden north to Hemlock 
3.  S Third to end of curb 
4.  Elm from State Street to S Warren 

 

G.  Miscellaneous 
 
The snow hauled will be taken to the Airport. 

 

SALT & SAND OPERATIONS 

 If the Public Safety Officers deem that the winter road conditions are unsafe, they will 
 notify Central Dispatch to call out the salt and sand trucks.  
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POLICY:  LOCATION OF SPRINKLER METERS 
 
The intent of this policy is to clarify the location of water meters to measure water used to sprinkle lawns.  
All installations of water meters will be located in front of existing water meter (see diagram below). 
 

 
 
 

REMEMBER:  CITY OF BIG RAPIDS CODE OF ORDINANCES Chapter 51:  Water Subsection 51.08 
Meters (D) Meters shall be set in an accessible location and in a manner satisfactory to the Superintendent.  
In no case shall a meter be set in a coal bin or other place where it is liable to injury or cannot be readily 
reached by the meter reader.   
 
The City will provide meter horn, touch-read and wire for touch-read.  Before installation of meter by city 
employees, all work must be inspected.  The meter horn must be installed so that when the meter is installed 
it will be in a horizontal position.  Install shut off valves above and below the meter.  We suggest ¼ turn ball 
valves.  
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POLICY ON WATER SALES VIA TANKER TRUCK 
 
 
 The City of Big Rapids receives requests to obtain water from the City’s water 
supply system to fill tanker trucks for a variety of reasons.   The City has established the 
following policy to accommodate these requests. 
 
 

1) The cost to fill tanker trucks will be $60 per load plus the current residential rate 
per each thousand gallons of water.   

 
2) The Water Plant Superintendent or a plant operator will monitor the filling of the 

tanker truck and establish the number of gallons of water purchased. 
 
3) The cost to fill the tanker will be paid in advance with the paid receipt presented 

to the Water Plant employee, or, if prearranged, a billing for the tanker truck 
filling may be invoiced. 

 
4) Filling of private swimming pool from fire hydrants is prohibited. 
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POLICY ON EMERGENCY WATER REGULATION 
 

I. Types of Water Restrictions: 

The Water Plant Superintendent shall, within thirty (30) days of this policy, post at 
the Water Plant and deliver a copy to the City Manager of the conditions that must 
exist before the following bans are necessary: 

 

A. Ban I.  (Odd-Even Sprinkling Ban) 
 
1. On Monday, Wednesday, and Friday, sprinkling would be permitted for: 

 
a. A residential user with the last number being an even number 
b. Ferris State University 
c. Mobile Home Courts 

 

2. On Tuesday, Thursday, and Saturday, sprinkling would be permitted for: 
 

a. A residential user with the last number being an odd number 
b. Parkview Village 
c. Public School system 
d. Career Center 
e. Industrial and Commercial customers 
f. Parks 

 

B. Ban II.  (Total Sprinkling Ban) 
 
All water customers are prohibited from sprinkling. 

 

C. Ban III. (Minimum Use of Water) 
 
All citizens must limit the use of water in homes or businesses to the absolute 
minimum needed for sanitary and processing purposes and yet not stop business 
operations.  
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PROCEDURES FOR IMPLEMENTING BANS I, II, AND III ABOVE: 

 Implementation of the Ban will be by the Operator of the Water Plant notifying the 
Superintendent, and in his absence, the City Manager or Acting City Manager. 

 

 The news media will immediately be contacted by the last person to be notified within 
one (1) hour of such conditions being noted by the Operator.  In order of notification: 

1. Senior Operator on duty. 
2. Water Superintendent 
3. City Manager or Acting City Manager 

Upon notifying the news media, the Mayor and City Commission, Police and Fire 
Departments will be advised by the person contacting the news media.  

Lifting of the Ban will follow the same procedures as stated in the previous three 
paragraphs. 

During Bans 2 or 3, Police and Fire patrols will be established and violators of the Ban 
warned by such patrols to cease sprinkling, and if the violators continue, legal action may be 
taken against the violators in order to protect the health and safety of the citizens.  
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PUBLIC IMPROVEMENT COST SHARE  POLICY 
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NEW CONSTRUCTION, RECONSTRUCTION, AND 
REPAIRS 

    

         
Improvement   Property Owner City  

        
1 Curb and Gutter   50%  50%  

        

2 Asphalt Paving of Streets and Alleys Including Sub-base    

 *    New Construction   50%  50%  

 *    Pavement Overlays of Existing  0%  100%  

       

3 Storm System for Public Streets, and Alleys 0%  100%  

4 Private Storm  Sewer Connections - By Permit     

 *    Installation   100%  0%  
 *    Maintaining   100%  0%  

5 Sidewalk (Public)   50%  50%  

6 Driveway Curb Cuts -         By Permit      

 *    Curb and Gutter Removal/Replacement 100%  0%  

 *    Concrete/Asphalt Approach in Public Right  
       of Way 

100%  0%  

 *    6" Concrete Public Sidewalk where Involved 100%  0%  

        

 Note:  For Water and Sanitary Fees - Refer to City's Code of Ordinance  
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