HAMBURG TOWNSHIP .
ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL =+

Effective Date: Rescinds:

Title: TOWNSHIP BOARD ADMINISTRATION No: 2.0

2.0 TOWNSHIP BOARD ADMINISTRATION
2.1 Township Board Powers

The Township Board of Hamburg Township retains the power to determine the
administrative policies and procedures for Hamburg Township, except where the laws of
the State of Michigan have assignhed such power to a specific elected Township official.
The authority to adopt any administrative policy or determine appropriate procedures not
provided for in this manual or provided for by State law shall be retained by the Township
Board. The Township Board also reserves the right to alter, modify, amend or repeal any
or all provisions of the administrative policies and procedures manual at any time.

2.2 Authority Delegated from the Board

In the interest of promoting the efficient operation of the Township, and pursuant to
MCL41.96, as well as implied powers of the Township Board, the Hamburg Township
Board assigns to various Township elected and appointed officials the authority to
exercise the following non-statutory administrative responsibilities, in accordance with
the specific policies and procedures contained herein.

2.3 Authority to Interpret the Provisions of this Manual

The Township Supervisor, Clerk, and Treasurer shall provide to department heads and
employees, interpretations to implement the provisions of the administrative policies and
procedures manual. These interpretations shall be considered authoritative and binding
unless the interpretation is appealed to the Township Board. Any such appeal shall be
made at the next regular meeting of the Township Board. The Township Board may
uphold, overturn or alter all or part of any interpretations made pursuant to this section.

2.4 Board Meeting Administration
2.4(a) Postings.
The Township Clerk shall be responsible for posting all regular and special meetings of

the Township Board. The Township Clerk will post annually all and regular meetings of
the Commissions in conformance with the Michigan Open Meetings Act.
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2.4(b) Meeting Agenda.

The Township Clerk in consultation with the Supervisor and Treasurer shall prepare the
agenda at least four days prior to every Township Board meeting. Any board member or
department head, who desires to have an item placed on the agenda will notify the Clerk
with a cover memo supporting documentation in the “V” drive under Digital Packets. and
a completed Check List Form by 12:00 PM on the Thursday the week before the meeting.
The general public wishing to add agenda items shall make a request by a email, letter
to the board or to the Call to the Public of any Board meeting. Digital Packets will be
available on the Township website Friday by 5:00 p.m. before the Tuesday meeting.
Closed session information will be provided in paper form to Board members, and to Legal
Counsel. Agenda requests will be evaluated for inclusion on the agenda by the Board.
The proposed agenda shall be approved by majority vote following the roll call of the
Board members at each Board meeting. The agenda shall conform to the following
format:

Call to Order

Pledge to the Flag

Roll Call of the Board
Call to the Public
Approval of the Consent Agenda
Approval of the Agenda
Unfinished Business
Current Business

. Call to the Public

0. Board Comments

1. Adjournment
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2.4(c) Consent Agenda.

The Supervisor and Clerk shall prepare a consent agenda for the Board which shall be
provided to each board member prior to the meeting, along with the meeting agenda.
The consent agenda shall contain all items of business such as, but not limited to, the
following:

Correspondence

Public Information

Board Meeting Minutes

Clerk’s Warrant & Payables
Committee/Boards/Department Monthly Reports
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Any Board member may request that an item be removed from the consent agenda and
be placed on the regular agenda under new business.

2.4(d) Board Rules.
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All Board meetings shall be conducted in the spirit of modified Robert’s Rules of Order.
However, the Chairman of the meeting may deviate as necessary.

2.4(e) Board - Work Session

The Township Board shall conduct a Work session at 2:00 p.m. prior to the first monthly
meeting of the Board of Trustees, providing a request has been submitted. Any elected
official, department head, or staff requesting the meeting with the Board during this
session shall submit to the Clerk through email (clerk@hamburg.mi.us) the following by
noon the Thursday prior to the first Board Meeting of the month:

1. State the Objective of the Meeting
2. Supporting Documentation
3. Motion/End Action Plan

The Clerk shall then post the notice and provide the notice in the packet for the Regular
Board Meeting. Work sessions shall be a publicly noticed meeting that shall not be
televised. Minutes from the Work session shall be provided to the Board of Trustees along
with the minutes for the Regular Board Meeting that follows the Work session.

2.4(f) Public Participation.

Members of the public shall have an opportunity, under Call to the Public, to address the
Board for no more than three (3) minutes on any item. The Board may suspend the time
limitation when warranted. When all persons who wish to address the Board have been
heard, the Supervisor shall announce that public comment is concluded.

2.4(g) Board Correspondence.

Board Correspondence shall be included in the Consent Agenda. A motion may be made
to consider the correspondent’s request under current business. If no motion is made to
consider the request, the correspondence will be received and filed.

Informational written correspondence that does not require Board action will be
forwarded to Board members in a timely fashion.

2.4(h) Board Consultants.
The Township Board reserves to itself the authority to appoint the following consultants:

Attorney

Auditor

Engineer

Labor Relations Attorney
Planning Consultant
Risk Manager

Bond Counsel

Other (As Appropriate)
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A letter of agreement shall be executed between the Board and each consultant that will
address the following:

Term of the Agreement

Description of Services

Method of Payment (retainer, hourly, project, or combination thereof)
Schedule of Payment

Documentation of Services Provided

Method of Resolving Disputes

Which Township Officials are Authorized to Direct Work or Assign Tasks to
Consultant

NouhwnE

Consultants shall serve at the pleasure of the Board.

The Board shall establish a line item for consulting services.

2.4(i) Litigation.

The initiation of any lawsuit, litigation, claim for injunctive relief or writ of
mandamus shall require a majority vote of the Township Board, except when there
are extenuating circumstances, as defined below:

Extenuating circumstances are defined as an emergency situation or a situation in
which a violation of any State, Federal, or local ordinance constitutes a public
nuisance or otherwise endangers the public and in which the continued existence
of such a condition, emergency or violation shall be detrimental to the health,
safety and welfare of the Township.

Extenuating circumstances also include any case where the continued existence of
any condition, emergency or violation may jeopardize the legal position of the
Township in securing the intended remedy in any lawsuit, litigation or other
proceeding.

The initiation of a lawsuit, litigation or other proceeding for extenuating
circumstances shall be allowed only upon the written directive of the Supervisor,
Clerk and one other Board Member. In the event that such action is taken, the
matter shall be brought to the Board’s attention at its next meeting. The Board
shall meet in closed session to discuss the litigation, including the reasons for
initiating legal action, without the full board’s prior review and approval.

2.4 (j) Direction and Control of Day-to-Day Administration.

To promote efficient administration, the Township Board authorizes the Supervisor, Clerk,
and Treasurer, to provide day-to-day direction and control over all Township activities
that are not assigned by State law to another official, and to provide a liaison between
the Board and the various Township departments.
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Any directives or complaints made by a member of the Board regarding a department
head or employee, shall be directed to the elected official responsible for the department.
All requests for information by a board member should be directed by the Department
Head.

2.4(k) Township Board Laptop Computers
2.4(k)(1) Use of Township Board Laptops.
Laptops shall be provided to Township Board members. For the elected administrators
(Supervisor, Clerk, Treasurer), the Township Board may elect to provide a dual use laptop

for support of digital packets as well as a day-to-day office machine as a full-time member
of the Township network.

2.4(k)(2) Inappropriate Uses.

See Section 5.5(f)(5) Electronics Communications Policy. The same prohibitions set
forward in the Electronic Communications Policy are applied to use of laptops. Each
Township Board member, Board Secretary, or designated representative assigned a
Township owned laptop, must sign a copy of the Electronic Communications Policy.
2.4(k)(3) Security.

Township approved anti-virus software will be installed in all Township owned laptops.
User will agree to not disable the anti-virus software.

2.4(k)(4) Personal Use.

Non-profit/recreational/casual use will be permitted for laptops provided to Township
Board members. Private business or profit making uses of Township laptops is strictly
prohibited.

2.5 Committee Administration

All sub-committees, boards, and commissions of the Hamburg Township Board shall be
conducted in accordance with the Michigan Open Meetings Act.

2.5(a) Postings.

The Township Clerk shall be responsible for posting all regular meetings. Department
Heads are responsible for posting any special meetings for any boards, commissions, or
committees related to their department.

2.5(b) Committee Rules.

All meetings shall be conducted in the spirit of modified Robert's Rules of Order.
However, the Chairman of the meeting may deviate as necessary.
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2.5(c) Meeting Participation.

Members of the public shall have an opportunity, under the Call to the Public portion of
the agenda, to address the Committee for three (3) minutes on any item deemed
appropriate.

2.5(d) Minutes.

Minutes will be prepared by the committee secretary, approved by Committee, and
submitted to the Township Clerk. The Clerk is designated as the keeper of the minutes
and is responsible to forward a copy of the approved minutes to the Township Board.
Clerk may appoint & compensate a keeper of the minutes. All committees shall have
board approved bylaws governing their operations.
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