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Article I - Purpose 
 
To set forth for all administrative and management employees of the Charter 

Township of Waterford, policies regarding salaries, benefits and other conditions 

of employment. 

 

Article II - Coverage 
 
Coverage of this policy extends to those full-time Administrative and 

Management Group employees of the Charter Township of Waterford as listed in 

Appendix C.  All benefit provisions included herein are also afforded to the full-

time elected Township Supervisor, Clerk and Treasurer. 

 

Article III - Pay Practices/Salary 
 

A. Determination of salary shall be on the basis of duties and 

responsibilities of each classification.  The current wage and job 

classification structure is based on the 1998 Michigan Municipal 

League study as implemented July 1, 1998 and has been periodically 

updated by the Township Board.  The salary range step structure is 

attached in Appendix C. 

 

B. Wages for new hires and those promoted into the group shall be based 

on knowledge, skills and abilities of the candidate.  Starting wages 

shall be determined by the Director of Human Resources and are 

subject to the approval of the Township Board.  The starting wage shall 

not be higher than the mid-point, Step 5 without a showing of good 

cause. 

 

C. Progression up the wage steps to the midpoint shall be based on 

satisfactory performance over time.  Goals for progression shall be 

established at the time of hire or promotion. 

 

D. Progression up the wage steps after the midpoint shall be based on 

merit. 
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Article IV - Deferred Compensation Plan 
 

A. Employees covered by this policy shall have the opportunity to 

voluntarily participate in a 457 deferred compensation plan. 

 

B. The plan shall be a payroll deduction system and the Township shall 

not incur any liability or contributory expense for such a plan. 

 

Article V – Longevity [Rescinded, Except for the Following] 
 

A. All administrative and management employees hired between 

January 1, 1982 and February 28, 1997 will be covered by the 

following longevity pay schedule: 

 
Length of Service Annual Payment 
After 6 Full Years $400 
After 9 Full Years $600 
After 12 Full Years $800 
After 15 Full Years $1,000 
After 20 Full Years $1,200 

 
Payments under the above pay schedule will be pro-rated if an 

employee receives less than full regular pay for the year.  Such pro-

ration will be a ratio of actual regular pay received to regular full 

annual base salary. 

 
B. Longevity will be paid once a year and will be paid in the accrued 

sum for the current year beginning January 1st through December 

31st, on the total base pay earned by the employee during the 

specified period.  In order to be eligible for the first level and 

subsequent levels of longevity pay, an employee must have the full 

required years of service, as indicated in the above table, by his/her 

anniversary date of the year in which the longevity pay is to be 

paid.  In case of death, retirement or resignation, longevity 

payments will be made on a prorated basis. 
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C. Any Management and Administrative employees hired after 

February 28, 1997 will be ineligible for longevity pay. 

 

D. Any current employee hired after January 1982 who was promoted 

into the Management and Administrative Group after February 28, 

1997 will be ineligible for longevity pay. 

 

Article VI - Work Schedule 
 

A. The normal work schedule for all employees covered by this policy is 

forty (40) hours per calendar week.  Employees are expected to work 

those hours required to properly perform their job duties to insure 

maximum efficiency of their respective departments and as may be 

directed by their supervisor.  Paid time off shall be counted as hours 

worked. 

 

B. M&A Group employees in pay grades eight through ten shall not earn 

compensatory time or overtime.  These employees are expected to work, 

on average, 40 hours per week, including paid time off.  Those 

employees in grades eight through ten upon ratification of this policy or 

promoted into grades eight through ten must use accumulated 

compensatory time in accordance with section G below.   

 

C. Overtime pay will be paid those classifications as required by State or 

Federal Law.  In accordance with the Fair Labor Standards Act, 

employees in non-exempt positions shall be given the choice between 

overtime and comp time for those hours worked above forty (40) in a 

single work week.  

 

D. M&A Group employees, in pay grades one through seven, classified as 

exempt under the fair labor standards act may earn compensatory time 

under the provisions described below.   
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E. Compensatory time shall only be earned after forty (40) hours per week.  

Employees that are required to work or attend planned meetings after 

normal business hours are expected to plan those meeting into their forty 

(40) hours of work.  

 
F. Employees required to work overtime, shall be granted compensatory 

time at the rate of time and one-half of the overtime worked beyond forty 

(40) hours.  Appropriate records shall be maintained by the department 

showing earned and expended compensatory time.  Such records shall 

be submitted each payroll. 

 

G. There shall be no payment of compensatory time at anytime, including 

retirement or severance for exempt employees.  In the case of an 

employee’s death, compensatory time accumulated by an employee 

shall be paid to his or her beneficiary at the rate at the time of death.  

Compensatory time must be taken within six (6) months of being earned.  

Comp time not used within 6 months will be forfeited for exempt 

employees and paid to non-exempt employees.  At no time shall an 

employee’s comp time bank exceed sixty (60) hours. 

 
H. Employees in grades one through seven, having a work schedule that 

does not reasonably allow the use of accumulated comp time under 

the restrictions in item G above, may be paid overtime with the 

approval of their Department Head and either the Township Supervisor 

or the Director of Human Resources. 
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Article VII - Holiday Schedule 

 
A. The following are recognized Township holidays for which employees 

will receive pay at current base rate in lieu of working: 

1. New Year’s Day   9. Veteran’s Day 
2. Martin Luther King, Jr. Day 
3. President’s Day                                                         

10. Thanksgiving Day 
11.  Friday after Thanksgiving 

4. Good Friday 12.  December 24th 
5. Memorial Day 13.  Christmas Day 
6. Fourth of July 14.  December 31st  
7. Labor Day     
8. Columbus Day  

 
B. When designated holidays fall on a Saturday, Friday shall be 

considered the holiday.  For those falling on Sunday, Monday shall be 

considered the holiday. 

 

Article VIII - Annual Vacation 
 

A. All employees shall earn credit toward annual vacation with pay in 

accordance with the following schedule: 

Date of hire thru  
Five (5) Years 

Twelve (12 days per year, earned 
at 1 day per month) 
 

Six (6) Years thru 
Ten (10) Years 

Eighteen (18 days per year, 
earned at 1 1/2 days per month)  
 

Eleven (11) Years thru  
Fifteen (15) Years 

Twenty-four (24 days per year 
earned at 2 days per month) 
 

Sixteen (16) Years  
and Over 

Twenty-eight (28 days per year, 
earned at 2 1/3 days per month) 

  
B. Vacation will be scheduled based on the individual wishes of the 

employee, with full consideration for the efficient operation of the 

department and the Township.  Department Heads must give timely 

notice to the Township Supervisor and all other employees must obtain 

approval of their Department Head. 

 
C. Holidays observed by the Township during a scheduled vacation shall 

not be counted in charging vacation days. 
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D. Illness during a scheduled vacation requiring the care of a duly 

licensed physician may be rescheduled.  In the event such an 

incapacity continues through the end of the year, the employee will be 

given payment in lieu of vacation for those days exceeding fifty (50) 

days accumulation. 

 
E. Employees may postpone up to a maximum of fifty (50) days vacation.  

Vacation days exceeding fifty (50) days shall be deemed waived, not 

subject to carryover, and forfeited.  The Township Supervisor has 

authority to grant extensions under emergency or extenuating 

circumstances. 

 

F. In the event the termination of employment, separation, 

retirement or death, the employee or beneficiary will receive pay 

for any unused vacation credit. 

 

Article IX - Insurance 
 

A. Hospitalization/Medical 
 

Full-time Employees may choose, during the Township’s annual open 

enrollment period, one of the following health care plans. 

  The employee shall sign the appropriate authorization and shall make 

such payment through payroll deductions.  The coverage under all 

options shall be for the eligible employee, including his/her spouse and 

dependent children as defined by the carrier: 

a. BCBS PPO In-Network $500/$1,000 Deductible, 80%/20% 

co-insurance, $1,500/$3,000 Embedded Coinsurance Max, 

$6,600/$13,200 Annual Out of Pocket Max. ON:$1,000/$2,000 

deductible    10/$40/$80 RX  $30 OV, Specialty, Urgent Care, Chiro 

$150.00 ER.  

b. BCN HMO: $500/$1,000 Deductible, 80%/20% Coinsurance,  
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$1,500/$3,000 Embedded Co-Insurance Max $6,600/$13,200 

Annual Out of Pocket Max.  $30.00 OV, $30.00 Specialty after 

deductible, $30.00 Urgent Care, $150.00 Emergency Room after 

deductible/ $10/$40/$80 RX Mail Order 2x 90 day supply.  

c. Cops Trust Plan IV: $500/$1,000 Deductible, Co-Insurance 

Max $1,000/$2,000. $20.00 OV after deductible, $20.00 Specialty 

after deductible, 20% Coinsurance Urgent Care, $50.00 Emergency 

Room. OV/Spec/ER are subject to coinsurance in addition to the 

copays. ON: $1,000/$2,000 Deductible. $5/$40/$70 RX Mail Order 

2x 90 day supply.  

d. Cops Trust Plan Z: $150/$300 Deductible, Co-Insurance Max 

$1,000/$2,000. $20.00 OV after deductible, $20.00 Specialty after 

deductible, 20% Coinsurance Urgent Care, $25.00 Emergency 

Room. OV/Spec/ER are subject to coinsurance in addition to the 

copays. ON: $300/$600 Deductible. $10/$40 RX Mail Order 2x 90 

day supply.  

The Township may change insurance carriers where the change provides 

comparable or better healthcare coverage for employees.  Prior notification and 

discussion with the M&A Group will occur before any final decision is made will 

occur.  The M&A Group may request the Township’s Agent of Record, if any, to 

attend these meetings. 

The information regarding these plans, as the plan costs may vary from year-to-

year, will be maintained on-line at the HR connection site 

(www.hrconnection.com) or successor website. 

B.  Premium (or indicated rate) payments. 
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In accordance with PA 152 of 2011, the Township will pay premium (or indicated 

rate) annual costs subject to any statutory increase in the “hard cap” with any 

excess to be paid by the employee through pay-roll deduction as set forth in the 

annual announcement by the State of Michigan Department of Treasury Notice.  

 C.  Employees shall make insurance selection during the Township  

open enrollment period on the www.hrconnection.com or successor website.  If 

an employee fails to timely make a selection, the plan provided will default to 

“BCN” until the next open enrollment period.  

 D.  Probationary employees shall receive health insurance effective on the 

first day of the month following thirty (30) days of employment.  

 E.  Employees who have health insurance provided to them through a 

spouse or by other means may elect to waive coverage in lieu of a payment of 

$80.00 per pay.  Should the employee lose his/her alternative coverage, they 

may rejoin the Township plan as permitted by the carrier at anytime.  The 

employee shall elect at the annual open enrollment period to receive the 

hospitalization coverage options or the payment in lieu of coverage.  
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F.  The Township will comply with all provisions of the Patient  

Protection and Affordable Care Act [Public Law 111-148 of the 111th 

Congress, 42 U.S.C. 18001].  As such, Health Insurance Plans may be 

subject to change in order to remain in compliance with same and avoid 

penalties.  The Township may reopen the Plans to address Patient 

Protection and Affordable Care Act issues only.  

  
G. Vision Coverage 

Vision coverage shall be provided as outlined in Appendix D. 

 

H. HRA 

HRAs will remain available to group members who retire.  HRAs will 

remain available to group members who leave the Township prior to 

retirement for a period of one year for every five years of service to the 

Township.  Furthermore, the Township will close the HRA of any 

former employee when the account balance is less than $1,000 for 

more than one plan year.  

 
I. Dental Insurance   
 

M&A Group employees shall be provided coverage based on the 

Township’s agreement with Delta Dental.  This includes the Point-of-

Service plan described in Appendix E with a 100/90/75 co-pay on all 

levels of service and a $2,000 annual maximum for all services except 

orthodontics, which shall have a $2,000 lifetime maximum.  This same 

coverage shall be continued after retirement for retiree and eligible 

dependents. 

 
J.   Workers’ Compensation 
 

Each M&A Group employee is covered by the Michigan Workers’ 

Compensation Act.  In cases where an employee is receiving a weekly 

benefit under Workers’ Compensation, the employee will be paid an 
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amount equal to the difference of such benefit and his regular weekly 

net take-home income based on forty (40) hours per week.  Such 

payment shall not exceed six (6) months duration from and after the 

first day for which such weekly compensation is paid under the 

Workers’ Compensation Act.  Cash settlements in lieu of weekly 

benefit payments of compensation for compensable injury are not 

subject to this employer payment. 

 

K.  Life Insurance 
 

Each employee will be provided term life insurance with a face value of 

two (2) times the employee’s base annual salary, up to a maximum or 

$200,000, while employed by the Township or for a period of three (3) 

months if laid off.  The Township shall provide a $25,000 term life 

insurance for all retired employees covered by this policy for those 

retiring after 12-31-1987. 

 
L. Retiree Health/Medical Coverage & Death of Active Employees 
 
Retiree Health Insurance and Medicare Supplement 

 
Retiree healthcare has been eliminated for all new hires as of January 1, 
2016.   

 
For all employees hired before January 1, 2016 the following shall apply.  
The retiree will receive the base retiree healthcare benefits in effect at the 
time of their retirement subject to: 

 
1. The retiree will receive the base PPO retiree healthcare benefits  

in effect at the time of their retirement which is presently CB4 
subject to: 

 
Should prescription benefits change for active employees, 
the Township, at its discretion, may provide the same 
benefits to retirees that are provided to active employees.  
All language contrary to the above, including the Medicare 
language, will be deleted or modified where appropriate.   

 
2. Should heath care be eliminated for active employees, the retiree 

will continue to receive the plan last in effect. 
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3. Retirees may select any other plan offered by the Township, 
provided that the retiree pays to the Township, in advance, any 
additional premium (or illustrated rate) resulting from the selection.  
At social security Medicare eligibility the base coverage will be as 
noted above and subject to the paragraphs below: 

 
Retiree coverage includes coverages for the spouse and eligible 
dependants at the time of retirement between the ages of nineteen (19) 
and twenty-six (26) as defined by the carrier.  
 
A retiree who, as a result of disability, is eligible for Medicare benefits prior 
to age 65 shall sign up for both Medicare Part A and Medicare Part B 
coverage.  If the retiree fails to do so, the retiree will not be covered under 
the Township-provided health care coverage.  The Township may provide 
Medicare Advantage to these retirees. 
 
All new eligible retirees shall be provided with Delta Dental POS coverage.    
 
All such coverage’s will not be provided by the Township if available from 
another source.  
 
For all full time new hires after January 1, 2016, the Employer will provide 
2% base salary; Employee will contribute 2% base salary.  All of these to 
be put into a healthcare saving plan.  (HCSP) 
 

Contribution to Township Retiree Health Insurance Fund: 

Employees hired after August 1, 2012, but before January 2, 2016, shall pay 

3.0% of all wages into the Township Retiree Health Insurance Fund. 

 
   M.  Employees hired after October 13, 1999, but before January 1, 2016, 

shall become eligible for retiree health, dental and life insurance based 

on the following minimum years of service. 

After 15 years of service - All benefits based on the Township 
paying 50% of the premium. 
 

After 20 years of service – 
 

All benefits based on the Township 
paying 75% of the premium. 
 

After 25 years of service - All benefits based on the Township 
paying 100% of the premium. 

 

If medical coverage is available elsewhere, the retirees shall use that 

coverage. 
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For employees hired before January 1, 2016, In the event of a duty 

related death of an active employee, the Township will continue to 

provide the employee’s spouse and eligible dependents with the same 

health, dental and optical insurance coverage as provided to retirees. 

 

For employees hired before January 1, 2016, In the event of a non-

duty death of an active employee with eight (8) or more years of 

service, the township will provide the employee’s spouse and eligible 

dependents with the same health, dental and optical insurance 

coverage as provided to retirees. 

 
N.  Insurance Benefits During Short Term/Long Term Disability 
 

Long term disability insurance benefits under this article will not be 

paid for any sickness or disability claimed under Workers’ 

Compensation or occupational disease law. 

 

Payment of benefits, hereunder, requires a proper claim to be made 

along with medical evidence of sickness or disability.  The Township 

reserves the right to have a physician of its choice examine the 

employee during any period of the sickness or disability. 

 

Benefits will be reduced by any amount received by the employee from 

any other sick or accident insurance policy, retirement programs, 

social security or similar plans for lost wages. 

 

No benefits shall be provided while an employee is laid off, discharged, 

retired or receiving a pension from the Township or for any loss 

caused by war or act of war, whether declared or undeclared or while 

in the service of any country. 

 
O.  Liability Insurance 

The Township will provide liability insurance for employees covered by 

this policy.   
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P.  Employee Assistance Program 

The Township will contract with an accredited employee assistance 

program vendor to provide employee assistance services for stress, 

burnout, on the job and personal problems. 

 

Q.  Flexible Spending Accounts 

The Township shall establish Flexible Spending Accounts (FSAs) as 

governed by IRS Code 125 regulations.  The FSA program year shall 

be from August 1 through July 31.  Maximum contributions are 

provided by the IRS Code.  Upon completion of the program year, all 

funds remaining in either the medical or dependent care accounts shall 

revert to the Township to cover program costs as specified under IRS 

regulations. 

 

Article X - Sick Leave (Short Term/Long Term Disability) 
 

A. Employees shall earn 2 hours of sick leave per pay period. 

 
B. Sick leave shall be for paid time off for illness or injury of the employee of 

a family member under the care of the employee. 

 
C. An employee on sick leave shall be deemed to be on continued 

employment for purposes of computing all benefits. Sick days shall be 

construed as days worked. 

 
D. Management shall have the right to verify an employee’s illness or injury 

based on the following: 

 
i. An employee may be asked for the reason they are off using sick 

leave when they call into the employer to report their absence. 

 

ii. Employees off for more than three (3) consecutive days may be 

required to provide reasonable documentation of the illness or 

injury. 
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iii. Employees who have had more than four occurrences of sick 

leave without medical documentation in a six-month period may 

be required to provide medical documentation for a maximum 

period of six months.  The employer shall document this 

requirement in writing to the employee. 

 

iv. The Township may require that an employee, who has a pattern 

indicating sick leave abuse, provide a medical verification of 

illness or injury.  The employer shall document this requirement in 

writing to the employee. 

 

v. If any items b, c or d above occur, the Township may require that 

the employee be examined by a Township-designated physician 

in order to verify illness or injury and/or the potential for limited or 

restricted work. The Township shall pay the cost of the 

examination.  The employer shall document the reasons for the 

examination in writing. 

 

E. Employees may use sick days as a Personal Leave Day subject to the 

same advance notice and approval process. 

 
F. Any sick leave above 120 hours remaining after September 30th of each 

year shall be paid to the employee at their full rate of pay on that date.  

Payments will be made on the last payroll date in October. 

 
G. Should the employee exhaust their paid sick time bank prior to 

September 30th, they shall be allowed to use vacation, personal leave or 

compensatory time off to cover an illness or injury.  Employees on Family 

Medical Leave must use any available paid time off above 40 hours to 

cover their medical leave. 

 
H. Employees shall be provided a Short-Term Disability (STD) benefit that 

shall go into effect after seven consecutive calendar days off on a 

verifiable illness or injury.  The illness or injury must prevent the 
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employee from performing their normal work duties.  In the event of the 

employee is hospitalized there shall be no waiting period for short term 

disability.  The STD shall pay the employee Eighty percent (80%) of their 

normal base wage for a period of up to sixty (60) calendar days.  From 

the sixtieth (60th) day through the one hundred and eightieth (180th) day 

their STD benefit shall be paid at sixty percent (60%) of their normal 

base wage. 

 
I. The Township shall provide an insured Long-term Disability (LTD) 

benefit that will cover disabilities beyond 180 days through normal 

social security age.  This benefit shall be at 60% of the employees’ 

base wage at the time of disability.  The benefit will coordinate with any 

duty or non-duty disability benefit provided to the employee through 

their pension system.  

 
J. Employees may use Vacation or Personal Leave in lieu of banked sick 

time in order to be eligible for the year end payment for excess sick 

hours.  This option is available subject to the approval of the 

employee’s supervisor/manager.  The approval is subject to the ability 

to verify that the employee or a family member is sick. 

 
K. The Family & Medical Leave Act (FMLA) shall apply to all M&A Group 

members in accordance with the law.  Paid time off shall be taken to 

care for a family member, or because of the birth of a child, or the 

placement of a child with the employee for adoption or foster care, 

provided however, that an employee on FMLA leave may, at his or her 

option, retain and not use during the FMLA leave a total of one (1) 

week of previously accrued and unused vacation.   All FMLA qualifying 

leave shall count towards FMLA leave entitlement.  FMLA leave shall 

be based upon a rolling format. 

 
L. Employees on LTD for a period of one (1) year shall have no future 

rights to employment with the Charter Township of Waterford.  
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Article XI - Leave of Absence 
Employees covered by this policy may take a personal leave of absence up to 

one (1) year with Township Board approval, without benefits, but shall not 

accumulate sick leave, annual vacation time, credited service for purpose of 

longevity pay or pension while on such leave of absence. 

 

Article XII - Personal Leave 
An employee shall be entitled to three (3) personal days per year, non-

accumulated.  The use of these leave days must be approved by the Township 

Supervisor or department head. 

 

Article XIII - Funeral Leave 
Up to five (5) working days will be allowed for funeral leave for tending to funeral 

arrangements and attending the funeral in the event of a death in the immediate 

family.  The immediate family includes mother, father, sister, brother, wife, 

husband, son, daughter, grandchild, grandparent, mother-in-law, father-in-law, 

sister-in-law, brother-in-law or a member of the employee’s or spouse’s 

household and step-family.  Step-family members are defined as step-parents 

and step children.  The employee may be allowed one (1) funeral leave day for 

the purpose of attending funeral services, other than immediate family, upon 

approval of the department head or Township Supervisor.   

 

Article XIV - Jury Duty Pay 
An employee who serves on jury duty will be paid their regular rate of pay during 

the period of jury duty.  Upon receipt of jury duty pay, the employee will turn this 

payment over to the Township. 
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Article XV - Retirement Plan 
 

A. Employees shall be covered by the “Pension Plan” as was adopted by 

the Board of the Charter Township of Waterford effective September 1, 

1966 as amended.  Those eligible employees in the Police Department 

and Fire Department fall under the Police and Fire Civil Service 

Management Policy except to the extent they have different benefits 

under a contract approved between them and the Township Board. 

 

B. Employees with prior active service in the armed forces of the United 

States or who have been employed full-time by another state, local, or 

federal governmental agency, may purchase military or public service 

time for retirement credit.  Such purchase shall be at 50 percent (50%) 

of an actuarially determined rate as of the date of election, based on 

prior years’ pension wages as reported to the actuary for the 

employee’s final average compensation (FAC).  Evidence of other 

service must be presented to the Township such as the DD-214 or a 

letter from the employing agency.  

 
Service time purchased shall not be counted towards vesting and 

monies used for the purchase shall not be subject to annuity 

withdrawal.  This policy is controlled by State Law and may be subject 

to change.  Detailed information and application can be obtained from 

the Office of Human Resources. 

 
C. Effective June 23, 1986 the Final Average Compensation shall be 

computed using the best three (3) of the last (5) years of service. 

 
D. The formula for employees in the defined benefit retirement plan shall 

be 2.5% times the number of years of service times the final average 

compensation. 

 
E. Employees in the group on December 31, 1998 who obtain a 

combined age and years of service of 75 years or greater shall be 
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eligible for retirement.  Employees hired or promoted into the group 

after January 1,1999 shall not be eligible for this retirement option. 

 
F. Retirees shall be allowed a “pop-up” option on their retirement.  Should 

the retiree’s spouse precede them in death, under this option, the 

pension benefit would increase (or pop-up) to the full (regular) pension 

amount.  The cost of the pop-up option shall be borne by the retiree in 

the form of reduced pension benefits. 

 
G. Employees hired or promoted into the group after January 1, 1999, but 

before January 1, 2005 shall have a maximum pension benefit of 

seventy-five percent (75%) of final average compensation. 

 
H. Employees hired into the M&A Group or by the Township after January 

1, 2005 shall be ineligible for the General Employees’ Retirement 

System and covered by a defined contribution pension system 

established by the Township.   The Township’s contribution rate shall 

be set at 10% of base salary and the employee’s contribution rate shall 

be set at 5% of base salary.  

 
I. For employees in the M&A Group that fall under the defined 

contribution plan the Township’s contribution rate will be set at 15% of 

base salary and longevity for those employees choosing to convert to 

the defined contribution system. 

   

J. The vesting schedule for the defined contribution system shall be as 

follows: 

Years of Service % Vested 
After 3 Years 50% 
After 4 Years 75% 
After 5 Years 100% 

 
M. Any M&A Group members having reached the 75% cap in the defined 

benefit pension system will be enrolled in the Township’s defined 

contribution pension system. The Township’s contribution rate will be 

set at 15% of base salary and longevity.  This benefit will be closed 
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after July 1, 2016 to new entrants.  This benefit will be offered in 

addition to any benefit earned by the employee while participating in 

the defined benefit pension system. 

 

Article XVI - Unemployment Compensation 
All employees covered by the Michigan Employment Security Act are eligible for 

such unemployment compensation benefits in the event of a layoff as specified in 

the Act.  

 

Article XVII - Complaint Procedure 
Any complaint or disagreement concerning the application of the provisions of 

this policy will be handled through the following procedure: 

 

A. The complaint or disagreement shall be put in writing, detailing the 

nature of the complaint, reasons for disagreement and requested 

remedy and submitted to the department head or the Township 

Supervisor if submitted by the department head. 

 
B. The department head will forward the complaint to the Township 

Supervisor with comments regarding the complaint or disagreement. 

 
C. The Township Supervisor will make a formal response to the 

complaint, with a copy to the department head. 

 
D. In the event the employee is dissatisfied with the response of the 

Township Supervisor, the employee may request the Township 

Personnel Board review and respond to the complaint. 

 
E. Any decision of the Personnel Review Board is advisory in nature and 

not binding upon the Township Supervisor. 

 
F. In matters of dismissal, suspension, or demotion, eligible employees 

should refer to ordinance #88 for appeal. 

 
G. Use of this complaint procedure does not preclude an employee from 

filing a complaint under the Township’s Harassment Policy. 
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Article XVIII - Educational Benefits 
The Township will reimburse an employee for costs of tuition, textbooks and 

software required for a class under the following terms and conditions: 

 
A. All courses must be approved in advance by the Director of Human 

Resources to ensure compliance with this policy. 

 
B. An employee must be enrolled in an educational program, in a field 

related to their Township job that will provide required expertise to the 

Township. 

 
C. An employee must satisfactorily complete the course with a “C” 

average or better (or the equivalent of a “C” average if a numerical 

grading system). 

 
D. Reimbursement will be made upon submission, of evidence of 

satisfactory completion of each course to the Director of Human 

Resources. 

 
E. Attendance at classes shall not, at any time, interfere with the normal 

work shift of an employee. 

 
F. An employee shall reimburse the Township for costs paid by the 

Township if the employee quits employment with the Township under 

the following time schedule: 

     Within one (1) year of completion 100% 
     Within two (2) years of completion    75% 
     Within three (3) years of completion     50% 
     Within four (4) years of completion      25% 
     Within five (5) years of completion        0% 
  

XIX. General 
 

A. This policy is not intended to detail the benefit plans and their 

interpretation and application in situations of unusual 

circumstances.  In those cases requiring the interpretation of 

clarification of application, it will be the final responsibility of the 
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Township Supervisor, or at the Supervisor’s discretion, the 

Township Board to make such decision, however, the complaint 

procedures shall not be disregarded. 

 
B. The provisions of this policy may be reviewed bi-annually by the 

Township Board for the purpose of up-dating and/or amending as 

may be required.  All employees covered by this policy will be given 

the opportunity to contribute their suggestions at that time for 

changes to this Policy.  The management and administrative 

employees retain a right to request reopening the discussion process 

with the Township Board representatives during the first year of any 

biennial period.  The reopening request will occur only if there are 

improvements to the benefits package provided to one or all of the 

Township's collective bargaining units. The procedure for annual 

review is contained in Appendix “B” of this Policy. 
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APPENDIX "A" 

 CHARTER TOWNSHIP OF WATERFORD 

 ORDINANCE NO. 88 

 
ADMINISTRATIVE MERIT EMPLOYMENT SERVICE ORDINANCE 

 
AN ORDINANCE PROVIDING FOR AN ADMINISTRATIVE MERIT 

EMPLOYMENT SYSTEM FOR THE ADMINISTRATIVE AND MANAGERIAL 

EMPLOYEES OF THE TOWNSHIP 

 
 The Charter Township of Waterford, County of Oakland, State of Michigan, 

hereby ordains: 

 
 1.0 TITLE.  This Ordinance shall be known and cited as the Waterford 

Township Administrative Merit Employment Service Ordinance; and it shall be 

deemed sufficient, in any action for the enforcement of the provisions hereof, to 

define the same by such Title and reference to its number. 

 

 2.0  PURPOSE.  The purpose of this Ordinance shall be to guarantee to all 

employees in administrative and managerial capacities fair conditions of 

employment, which will attract employees of ability and character, and thus 

increase the efficiency of Township government through improved principles of 

public personnel administration. 

 

 3.0  DEFINITIONS.  When used in this Ordinance, unless otherwise indicated 

by the context, the following definitions shall apply: 

 

 3.1  The word "managerial employee" and "administrative employee" shall 

mean all persons employed in a managerial or administrative position except 

those specifically excluded in Sections 4.0 through 4.4, both inclusive. 

 3.2  The word "appointing authority" shall mean the Township Board of the 

Charter Township of Waterford, to which Board shall be referred for approval all 

nominations for appointment of managerial and/or administrative employees. 
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 4.0  EMPLOYEES EXCLUDED.  The following employees are specifically 

excluded from the provisions of this Ordinance: 

 

 4.1  The Township Supervisor, the Township Clerk, and the Township 

Treasurer. 

 

 4.2  The Deputy Clerk and the Deputy Treasurer. 

 

 4.3  All managerial and administrative employees who are members of any 

organization which has been certified as a collective bargaining agent for any 

association of employees or any group of employees which negotiates wages, 

hours and conditions of employment with the Township. 

 

 4.4  Any employee covered by the Civil Service System presently in effect or 

hereafter established in the Charter Township of Waterford. 

 

 5.0  PROBATIONARY EMPLOYEES.  All managerial and administrative 

employees, employed by the Charter Township of Waterford on the date of 

enactment of this Ordinance, shall be covered by and subject to the provisions 

of the Administrative Merit Employment Service System set forth herein.  All 

managerial and administrative employees employed by the Charter Township of 

Waterford subsequent to the date of enactment of this Ordinance shall be 

excluded from the coverage and provisions of the Administrative Merit 

Employment Service Ordinance for a period of six (6) months from the date of 

their employment, and shall become eligible and subject to the provisions 

hereof only upon a determination by the appointing authority that said 

managerial or administrative employee has satisfactorily performed the duties of 

his employment during said six (6) month, probationary period. 

 

 6.0  PERSONNEL BOARD.  The Personnel Board shall consist of three (3) 

members, appointed as provided by this Ordinance.  The managerial and 

administrative employees of the Township shall appoint one (1) member of the 

Personnel Board to serve a term ending December thirty first of the second year 
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 following the appointment; provided, however, should a majority of the 

managerial and administrative employees be unable to agree on an appointee, 

a secret ballot election shall be held under the control of the Township Clerk, 

who shall be solely responsible for the conduct and certification of such election. 

The Township Board shall appoint one (1) member of the Personnel Board to 

serve a term ending as of December thirty-first of the first year following 

appointment.  The two (2) members so appointed shall mutually appoint a third 

member of the Personnel Board to serve a term ending as of December thirty-

first of the year in which the appointment is made.  In the event the two (2) 

members are unable to agree upon the selection of a third member within sixty 

(60) days prior to the date on which the appointment is to be effective, 

application shall forthwith be made to the Chairman of the Michigan 

Employment Relations Commission for the appointment of said third member.  

Thereafter, a member of the Personnel Board shall be appointed for a three (3) 

year term by the agency responsible for the appointment of the member for 

whom  a replacement is to be made; provided, however, any appointment to the 

Personnel Board to fill a vacancy caused by a member's death, discharge, 

resignation, or retirement shall be made only for the remainder of the unexpired 

term for which the former member had been appointed.  Except as specifically 

provided in this Section, all terms of office of Personnel Board members shall 

terminate as of December thirty-first of the third year following the appointment. 

 

 7.0  DISMISSAL, SUSPENSION OR DEMOTION-HEARING.  A managerial or 

administrative employee covered by the provisions of this Ordinance may be 

dismissed, suspended, or demoted by the appointing authority for good and 

sufficient cause, by an order in writing, stating specifically the reasons therefor.  

A copy of such order shall be filed with the Personnel Board.  Such employee 

may within ten (10) days after presentation of such an order to him, appeal from  

 such order to the Personnel Board.  The Board shall within two (2) weeks from 

the date of filing such appeal, commence hearings thereon, and shall thereupon 

hear and determine the matter and either affirm, modify or revoke such order.  

The employee shall be entitled to appear personally, produce evidence, have 

counsel and a public hearing if he so desires.  The findings and decisions 
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 of the Personnel Board shall be promptly delivered to said employee, and shall 

be certified to the appointing authority from whose order the appeal is taken and 

shall forthwith be enforced and followed by said appointing authority. 

 

 8.0  NON-DISCRIMINATION.  The person entitled to the benefits of a hearing 

by the Personnel Board shall not be removed, promoted, demoted, nor in any 

way favored or discriminated against, because of race, political or religious 

opinions or affiliations. 

 

 9.0  TEMPORARY SUSPENSIONS.  When in the judgment of the appointing 

authority, a managerial or administrative employee's work performance or 

conduct justifies disciplinary action short of dismissal, the employee may be 

suspended without pay by the appointing authority.  A suspended employee 

may not request a hearing before the Personnel Board unless the suspension is 

for more than ten (10) working days, or unless the employee had received a 

previous suspension within the six (6) months immediately prior thereto. 

 

 10.0  REPEAL.  All Ordinances inconsistent with the provisions of this 

Ordinance are, to the extent of such inconsistency, hereby repealed. 

 

 11.0  RIGHT TO AMEND.  The Charter Township of Waterford specifically 

reserves the right to amend this Ordinance in whole or in part, at one or more 

times hereafter, or to repeal the same; provided, however, that the rights which 

shall have been vested to any employee hereunder shall not be abrogated by 

such amendment or repeal. 

 

 12.0  SEVERABILITY.  The provisions, phrases, sentences and sections of this 

Ordinance are declared to be severable; and if any such portion is declared 

invalid or unconstitutional by Court of competent jurisdiction, such finding shall 

in no way effect or invalidate the remainder of this Ordinance. 

 

 13.0  EFFECTIVE DATE.  This Ordinance shall become effective after adoption, 

and after subsequent publication in accordance with the law. 
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 INTRODUCED by the Township Board of the Charter Township of Waterford 

the      6th      day of  May      1974   . 

 

AYE VOTES:    Seeterlin, Griffin, Schell, Lane, Richards, Grinnell,                 

Mihay. 

 
NAY VOTES:    None                                                

 
ABSENT:       None                                                

 
STATE OF MICHIGAN) 

            )ss. 

COUNTY OF OAKLAND) 

 
 I, THE UNDERSIGNED, the duly elected Clerk of the Charter Township of 

Waterford do hereby certify that the foregoing is a true and complete copy of Ordinance 

No. 88, Administrative Merit Employment Service Ordinance, adopted at a regularly 

scheduled meeting of the Board, June 3, 1974. 

 

 IN WITNESS WHEREOF, I hereto affix my official signature this       5th   day of     

June    A.D.  19  74  . 

  /S/ Naomi F. Griffin 

  Naomi F. Griffin, Clerk 

  Charter Township of Waterford 

  5200 Civic Center Drive 

  P.O. Box 428 

  Waterford, Michigan  48095 

 ADOPTED by order of the Township Board of the Charter Township of 

Waterford the     3rd   day of    June    19  74  . 

 

AYE VOTES: Seeterlin, Griffin, Schell, Lane, Richards, Grinnell,        Mihay. 

 

NAY VOTES:  None                                                 

ABSENT:     None                                                 

APPENDIX "B" 
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Procedure for Review of Policy 

 

 INTRODUCTION:  This proposal is to establish a procedure that will be 

followed annually by the Administrative and Management Personnel to implement the 

above policy. 

 
I.  Timing:  In recognition of the possible impact of recommendations on Township 

budgeting, it is necessary that all elements of this procedure be finalized prior to 

the date that Department Heads are required to submit their department 

budgets to the Township Supervisor, August 1st each year. 

 
II.  Administration and Management Personnel will select two people from their group to 

coordinate and present suggestions.  Each of these two people will be from a 

different department and will represent varying degrees of length of employment 

with the Township.  This committee of two will be selected each year by May 

1st. 

 

III.  By May 15th of each year this committee will solicit written suggestions from each 

administrative and management employee. 

 

IV.  The committee will review all suggestions, taking into account the value to the (1) 

total group, (2) the number of identical suggestions, (3) the economical impact 

and (4) operational impact on the Township of the suggestions.  The committee 

will select those suggestions that reasonably meet this criteria for presentation 

to all administrative and management personnel and shall meet with the total 

group by June 1st.  The Township Supervisor will submit economic or non-

economic guidelines if requested by the committee. 

 

V.  The committee shall report the suggestions selected for group consideration, along 

with their study results based upon the above four standards of criteria (i.e.) (1)  

total group value, (2) number of identical suggestions (3) economic impact and 

(4) operational impact). 

 

VI.  The total group will determine those items that the committee shall present to the 

Township Board Committee by July 1st. 
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VII.  The Township Supervisor will select two members of the Township Board to meet 

with the Two members of the committee of administrative and Management 

Personnel to review, study and recommend to the Township Board, those 

suggestions which can be adopted and their date of implementation.  This 

would be completed by August 1st. 

 
In the event the two Committees are not in Agreement on some proposed 

suggestions, the Administrative and Management Employees' Committee is not 

prohibited from submitting suggestions directly to the Township Board.   
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Appendix “C” 
Charter Township of Waterford 
M&A Grade & Wage Structure 

Grade Position 
1 Executive Assistant 

 
2 Staff Accountant  

 
3 Information Systems Technician 

Purchasing Agent 
GIS Technician 
Executive Assistant to the Supervisor  
Administrative Assistant – Human Resources 
Administrative Assistant  
 

4 Staff Analyst 
Communication Systems Technician 
DPW Safety Coordinator 
Information Systems Desktop Support Analyst Technician  
 

5 Payroll & Benefits Manager 
Accounting and Financial Analyst 
Library Information Systems Administrator 
Police Information Systems Administrator 
DPW Information Systems Administrator 
 

6 Deputy Treasurer 
Assistant Engineering Director 
Deputy Clerk 
Database Administrator 
Assistant Building Director 
GIS Manager 
Assistant Human Resources Director 
Network Administrator 
 

7 Deputy Assessor 
Account Manager / Assistant Budget Director 
Assistant Library Director 
Planning Division Head 
 

8 Community Development Director 
Superintendent of Facilities & Operations 
Superintendent of Water & Sewer 
Superintendent of Administration -  DPW / Budget Director 
Administrative Manager – Police 
Superintendent of DPW Engineering Services 
Superintendent of Parks and Recreation  
Superintendent of Planning & Zoning 
Superintendent of Building Division 
 

9 
 
 
 
 
 
 
 

10 

Human Resources Director 
Director of Accounting and Finance 
Development Services Director 
Chief Assessor 
Parks & Recreation Director 
Building & Engineering Director 
Information Systems Director 
 
Library Director 
DPW Director 

 
  



Waterford Township M&A Policy 2016 
 

32

 
 
 
 



Waterford Township M&A Policy 2016 
 

33

Appendix “D" 
Charter Township of Waterford 

Vision Coverage 
 

 
  



Waterford Township M&A Policy 2016 
 

34

Appendix “E" 
Charter Township of Waterford  

Dental Coverage 
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