
 

AGENDA - CITY COUNCIL 

Tuesday, June 11, 2024 

6:30 PM 

  
1. CALL TO ORDER. 

2. PLEDGE OF ALLEGIANCE. 

  A. Invocation to be given by Mayor Daniel Mahoney  

3. ROLL CALL. 

4. ADOPTION OF AGENDA. 

5. PRESENTATIONS/PROCLAMATIONS. 

  A. 100 Homes Program Update  

      

  B. T.A. Wilson Update  

      

6. PUBLIC HEARINGS. 

7. CITIZEN COMMENTS. 
  (3-Minute Limit) 

8. PETITIONS & COMMUNICATIONS FROM CITY STAFF AND OTHER 
GOVERNMENTAL ENTITIES. 

9. CONSENT CALENDAR. 
   Consent Action 
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  A. Minutes of the May 28, 2024 Jackson City Council Regular Meeting 

  B. City of Jackson, Michigan Financial Statements as of and for the Ten 
Months Ended April 30, 2024 

      

  C. CDBG, Home, & CV Financial Summaries for April 2024 

      

  D. Approve Traffic Control Order 2397 to install a stop sign on Williams Street 
at the intersection with Douglas Street.            

    Approval of Traffic Control Order 2397 to install a stop sign on Williams 
Street at the intersection with Douglas Street.             

  E. Approve a Resolution for Change to the Standard Lighting Contract with 
Consumers Energy 

    Approve a Resolution for Change to the Standard Lighting Contract with 
Consumers Energy for the removal of a streetlight at the intersection of 
Greenwood Avenue and W. High Street and authorize the Mayor and City 
Clerk to execute the appropriate documents.  

  F. Special Event Application: National Night Community Event 

    Approve a request from the City of Jackson Police Department to host their 
National Night Community Event on August 7, 2024 at Martin Luther King 
Recreational Center in the City of Jackson. 

  G. Special Event Application: Backyard BBQ 2024 

    Approve a request from the Grand River Brewery to host the Backyard BBQ 
on July 26 & 27, 2024 at the Grand River Pavilion and Parking lot number 5 
downtown Jackson. 

  H. Special Event Application: Flat Iron Event 2024 

    Approve a request from The Welcome Home Organization to hold the Flat 
Iron Event on July 13, 2024, downtown Jackson. 

  I. Special Event Application: Flag Day 2024 

    Approve a request from the 1st Michigan Infantry Company B to hold Flag 
Day, at Withington Park on June 14, 2024, downtown Jackson. 

  J. Special Event Application: Ganson Street Baptist Church Kid’s Club 

    Approve a request from the Ganson Street Baptist Church to hold a Kid’s 
Club at Lot at 1012 1st Street, June 24-28, 2024, downtown Jackson. 
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10. OTHER BUSINESS. 

  A. Ordinance No.517 - Non-Union Wage  

    Approve second reading and final adoption of Ordinance No. 517 regulating 
wages for non-union City of Jackson employees  

  B. Ordinance No. 2024-04 

    Approve second reading and final adoption of Ordinance No. 2024-04 
regulating loitering and accosting of persons within the City of Jackson  

11. NEW BUSINESS. 

  A. Amendment to Sec 22-8 Special Assessments 

    Approve the amendment to Section 22-8   

  B. Approve a Resolution to Amend the Fiscal Year 2023/24 General Fund, 
Project Safe Neighborhood Fund, and Recreation Millage Fund Budgets 

    Approve the resolution to amend the fiscal year 2023/24 General Fund, 
Project Safe Neighborhood Safe Neighborhood Fund, and Recreation 
Millage Fund budgets  

  C. Approve Amendment 1 to the 60-inch Interceptor Cleaning and Televising 
Engineering contract with Fishbeck of Lansing, Michigan  

    Approve Amendment 1 to the 60-inch Interceptor Cleaning and Televising 
Engineering contract with Fishbeck of Lansing, Michigan at a not-to-exceed 
cost of $5,000.00 and authorization for the City Manager and City Engineer 
to execute the appropriate documents.  

  D. Approve a resolution to enter into an agreement with the United States 
Department of Transportation (USDOT) and the Michigan Department of 
Transportation (MDOT) for street reconstruction  

    Approve a resolution to enter into an agreement with the United States 
Department of Transportation (USDOT) and the Michigan Department of 
Transportation (MDOT) for street reconstruction on Martin Luther King Jr 
Drive from South Street to Morrell Street and authorize the Mayor and City 
Clerk to execute the appropriate documents.  

  E. Approve Change Order 2 to the MLK Equality Trail, West to Prospect 
contract with Dunigan Brothers, Inc.  

    Approve Change Order 2 to the MLK Equality Trail, West to Prospect 
contract with Dunigan Brothers, Inc. in the increased amount of $722.70 to 
balance contract quantities to match quantities placed in the field and 
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authorize the City Manager and City Engineer to execute the appropriate 
document.  

  F. Approve acknowledgment of a third party agreement with Consumers 
Energy  

    Approve acknowledgment of a third party agreement with Consumers 
Energy to allow Jackson County’s Mike Levine Lakelands Trail Extension 
easement to cross the City’s sanitary sewer easement and authorize the City 
Manager and City Clerk to execute the appropriate document.  

  G. 2024-25 Insurance Renewal 

     Approve the Renewal of the City of Jackson’s Liability and Property 
Insurance Through the Michigan Municipal League’s Liability & Property 
Pool in the Amount of $699,294.00, and Authorize the City Attorney and 
Finance Director to Take Any Actions Necessary to Effectuate the Policy.  

  H. Approve Updated Program Guidelines for the 100 Homes Program 

    Approve updated program guidelines for the City of Jackson 100 Homes 
Program  

  I. Approved Proposals for HOME-ARP Affordable Rental Construction 

    Approve proposals from the Welcome Home Organization and Kings 
Community Homes for the construction of affordable rental housing as part 
of the HOME-ARP grant program, with each organization to be awarded 
funds to construct two (2) homes with finalized development and grant 
agreements to be presented at a future date.  

  J. Phase Three Marihuana Facilities License - Lettuce 01, LLC 

    Approve a marihuana facilities license for Lettuce 01, LLC to operate a retail 
establishment, contingent upon the receipt of the final license from the State 
of Michigan and installation and completion of final landscaping on the site 
plan as approved by the Chief Building Official, as recommended by the 
Marihuana Licensing Review Committee. 

  K. Approve the amendments to the personnel policy as recommended by the 
City Manager  

    Approve modifications to the Personnel Policy in the areas of employee 
policy, job classifications, compensation & performance evaluations, 
vacation, rules of conduct, insurance & employee wellness, retiree health 
insurance eligibility, and employee pension provisions.   

  L. Downtown Development Authority Budget, Fiscal Year 2024 –2025 

    Approve the Jackson Downtown Development Authority budget for the fiscal 

Page 4 of 339



year 2024-2025. 

  M. Approve a resolution authorizing the levy of a millage in the amount of 
1.9996 mills on parcels in the DDA District for the fiscal year 2024-25 

    Approve a resolution authorizing the levy of a millage in the amount of 
1.9996 mills on parcels in the DDA District for the fiscal year 2024-25. 

12. CITY COUNCILMEMBER'S COMMENTS. 

13. ADJOURNMENT. 
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CITY COUNCIL MEETING MINUTES 

May 28, 2024 
 
CALL TO ORDER: 
 
 The Jackson City Council met in regular session in Council Chambers and was 
called to order at 6:30 p.m. by Mayor Daniel Mahoney. 

 
PLEDGE OF ALLEGIANCE AND INVOCATION: 
 
 Council joined in the Pledge of Allegiance.  Invocation was given by Sixth Ward 
Councilmember Will Forgrave. 
 
ROLL CALL: 
 
 Present: Mayor Daniel Mahoney, First Ward Councilmember Arlene Robinson, 
Vice Mayor/Second Ward Councilmember Freddie Dancy, Third Ward Councilmember 
Angelita Gunn, Fourth Ward Councilmember Conner Wood, Fifth Ward 
Councilmember Shalanda Hunt, and Sixth Ward Councilmember Will Forgrave. 
 
Absent:  
 
Also present:  City Manager Jonathan Greene, City Attorney Matthew Hagerty, City 
Clerk Andrea Muray, Director of Parks and Recreation Kelli Hoover, Chief Equity 
Officer John Willis, Director of Police and Fire Services Elmer Hitt. Director of 
Community Development Shane LaPorte, Director of Finance Heather Ehnis, and City 
Engineer Jon Dowling. 
 
ADOPTION OF AGENDA: 
 
 Motion was made by Councilmember Wood, seconded by Councilmember Gunn 
to adopt the agenda. 
 
Motion was made by Councilmember Forgrave, seconded by Councilmember Wood to 
remove Item 11K and postpone until the regularly scheduled meeting in June.  Vote – 
Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers Robinson, Gunn, Wood, 
Hunt, and Forgrave (7).  Nays: none.  Motion carried. 
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Vote was taken on the agenda as amended.  Vote – Yeas: Mayor Mahoney, Vice Mayor 
Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  
Motion carried. 
 
PRESENTATIONS/PROCLAMATIONS: none. 
 
PUBLIC HEARINGS: none. 
 
CITIZEN COMMENTS: 

 
Citizen comments were heard and the meeting continued. 

PETITIONS & COMMUNICATION FROM CITY STAFF AND OTHER 
GOVERNMENTAL ENTITIES: none. 

 
CONSENT CALENDAR: 

 
A. Minutes of the May 14, 2024 regular meeting of the Jackson City Council 

 
B. Traffic Control Order 2396 - Intersection of Oakridge and Grovedale 

Approve Traffic Control Order 2396 to install “Three Way Stop” signs at the 
intersection of Oakridge Drive at North Grovedale Avenue. 
 

C. Special Event Application: Jackson Family Pride Picnic 
Approve a request from the Jackson Pride Center to host the Pride Family Picnic on 
August 18, 2024 in Horace Blackman Park. 
 

D. Special Event Application: Jackson Pride Festival 
Approve a request from the Jackson Pride Center to host the Pride Festival on June 29, 
2024 in Horace Blackman Park, True Community Credit Union City Square, Bucky 
Haris Park, and the streets of downtown Jackson. 
 

E. Special Event Application: Grand River Farmers Market 
Approve a request from the Jackson DDA to host the Grand River Farmers Market on 
Fridays and Saturdays from May through September 2024 at the Grand River Farmers 
Market Pavilion. 
 

F. Special Event Application: Children's Grand River Farmers Market 
Approve a request from the Jackson DDA to host the Children’s Grand River Farmers 
Market July 27, 2024 at the Grand River Farmers Market Pavilion. 
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G. Appointments to Environmental Commission 
Approve the Mayor’s recommendation to appoint Inali Hathaway and Sam Kloos to fill 
vacancies on the Environmental Commission for a three-year term, beginning June 1, 
2024 and expiring on May 31, 2027. 
 

H. Appointment to the Historic District Commission 
Approve the Mayor’s recommendation to appoint Stephen Ansuini to the Historic 
District Commission for a term of three years beginning immediately and ending on 
December 31, 2026. 
 

I. Appointments to Jackson Public Arts Commission 
Approve the Mayor’s recommendation to appoint Inali Hathaway and Christy Davis to 
the Jackson Public Arts Commission for a term of three years, beginning immediately and 
ending on May 27, 2027. 
 

J. Appointments to Youth Council 
Approve the Mayor’s recommendation to appoint Amaurion Moore and Tyshon Gray to 
the Youth Council for a term of 3 years, expiring on 5/27/27. 
 

K. Appointments to Affordable Housing Development Board 
Approve the Mayor’s recommendation to appoint Kari Kidder McQuown and James 
Garner to the Affordable Housing Development Board for a five-year term, beginning 
immediately and ending on December 31, 2029. 
 

L. Appointment to Martin Luther King Corridor Improvement Authority 
Approve the Mayor’s recommendation to appoint James Garner to fill a vacancy on the 
Martin Luther King Corridor Improvement Authority for a term of 2 years, beginning 
immediately and expiring on 12/31/26. 
 
 Motion was made by Councilmember Forgrave, seconded by Vice Mayor 
Dancy to approve the consent calendar.  Vote – Yeas: Mayor Mahoney, Vice 
Mayor Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  
Nays: none.  Motion carried. 
 

OTHER BUSINESS: 
 
A. East Side Economic Development Update. 

 
City Manager Jonathan Greene provided Council with an update on 

projects underway as part of the East Side Economic Development efforts. 
 

B. Ordinance No. 2024-02 
Recommendation: Approve second reading and final adoption of Ordinance No. 
2024-02 amending Chapter 15, Article I of the Jackson Code of Ordinances providing 
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the Jackson Youth Council with direct support from City Staff by way of the 
Department of diversity, equity, and inclusion. 
 
 Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Wood to approve second reading and final adoption of Ordinance No. 2024-
02 amending Chapter 15, Article I of the Jackson Code of Ordinances 
providing the Jackson Youth Council with direct support from City Staff by 
way of the Department of diversity, equity, and inclusion.  Vote – Yeas: 
Mayor Mahoney, Vice Mayor Dancy, Councilmembers Robinson, Gunn, 
Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 

  
NEW BUSINESS: 

 
A. Proposed Annual Budget Resolution for Fiscal Year 2024-2025 

Recommendation: Adoption of the Annual Budget Resolution for Fiscal Year 2024/25. 
 

 Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Forgrave to adopt the Annual Budget Resolution for Fiscal year 2024/25.  Vote – 
Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers Robinson, Gunn, 
Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 
 

B. 2024 Summer Tax Bill Delinquent Invoices 
Recommendation: Approve the resolution placing delinquent invoices on the 2024 
summer tax bills.  
 

Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Gunn to approve the resolution placing delinquent invoices on the 2024 summer 
tax bills.  Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers 
Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 
 

C. 2025 Freightliner M2 106 PLUS Cab and Chassis from D&K Truck Company 
Recommendation: Approval of the purchase of a 2025 Freightliner M2 106 PLUS Cab 
and Chassis from D&K Truck Company for $122,559, and Elliptical Dump Body Build-
out from Truck & Trailer Specialties for $51,440 for a total of $173,999 (this cost 
includes a 7% contingency), through MiDeal contract Numbers 200000000034 and 
240000000095. 

 
   Motion was made by Vice Mayor Dancy, seconded by Councilmember 

Robinson to approve the purchase of a 2025 Freightliner M2 106 PLUS Cab and 
Chassis from D&K Truck Company for $122,559, and Elliptical Dump Body Build-
out from Truck & Trailer Specialties for $51,440 for a total of $173,999 including a 7% 
contingency.  Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers 
Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 

Page 9 of 339



5 
 

 
D. Road Salt FY 2024/2025 

Recommendation: Approval of the purchase of 4,000 tons of road salt from Detroit Salt 
Company for $80.21 per ton for a total of $320,840 for the 2024/2025 winter season  
 
 Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Gunn to approve the purchase of 4,000 tons of road salt from Detroit Salt 
Company for $80.21 per ton for a total of $320,840 for the 2024/2025 winter 
season.  Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers 
Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried.  

 
E. Johnny's Tree Service Extension. 

Recommendation: Approval of the final one-year contract extension with Johnny’s 
Tree Service, Inc., for as-needed tree trimming, tree removals, and stump grinding in the 
fiscal year 2024/25, with a 2.5% increase for an estimated cost of $211,970. 

 
Motion was made by Councilmember Wood, seconded by Councilmember 

Forgrave to approve the final one-year contract extension with Johnny’s Tree 
Service, Inc., for as-needed tree trimming, tree removals, and stump grinding in 
the fiscal year 2024/25, with a 2.5% increase for an estimated cost of $211,970.  
Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers Robinson, 
Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 

F. Treatment Chemicals FY 2024/2025 
Recommendation: Award Contracts for the Fiscal Year 2024/2025 purchase of Water 
and Wastewater Treatment chemicals. 
 
 Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Robinson to award the contract for the Fiscal Year 2024/2025 purchase of water 
and wastewater treatment chemicals.  Vote – Yeas: Mayor Mahoney, Vice Mayor 
Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: 
none.  Motion carried. 

 
G.  City’s Right of First Refusal Resolution 

Recommendation: Approve a Resolution to Exercise the City’s Right of First Refusal 
for (6) Vacant Lots and Decline 37 Parcels under PA 123 of 1999  
 
 Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Gunn to approve a resolution to exercise the City’s right of first refusal for six 
vacant lots and decline 37 parcels under PA 123 of 1999.  Vote – Yeas: Mayor 
Mahoney, Vice Mayor Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, 
and Forgrave (7).  Nays: none.  Motion carried. 
 

Page 10 of 339



6 
 

H. City of Jackson and  Jackson County Land Bank Authority (JCLBA) 
Memorandum of Understanding  
Recommendation: Approve the Memorandum of Understanding (MOU) between the 
Jackson County Land Bank Authority (JCLBA) and the City of Jackson Allowing the 
City to Act as a Consultant for the Demolition of 140 W North St, Authorize the City 
Manager to Sign the MOU, and Authorize the City Attorney to Make Minor 
Modifications as needed. 
 
 Motion was made by Councilmember Wood, seconded by 
Councilmember Gunn to approve the Memorandum of Understanding between 
the Jackson County Land Bank Authority and the City of Jackson allowing the 
City to Act as a consultant for the demolition of 140 W North St, authorize the 
City Manager to sign the MOU, and authorize the City Attorney to make minor 
modifications as needed.  Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, 
Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  
Motion carried. 

 
I. Application for Shared Streets and Spaces Grant - Mechanic Street from Glick 

Hwy to Trail Street 
Recommendation: Adopt a Resolution of Support to file an application for the 
Michigan Department of Transportation Fiscal Year 2024 Shared Streets and Spaces 
Grant Program.  

 
  Motion was made by Vice Mayor Dancy, seconded by Councilmember 

Robinson to adopt a Resolution of Support to file an application for the Michigan 
Department of Transportation Fiscal Year 2024 Shared Streets and Spaces Grant 
Program.  Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers 
Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 

 
J. Amendment 3 to the 2022 Major Street Engineering contract with Spalding 

DeDecker Associates, Inc. (SDA)  
Recommendation: Approve Amendment 3 to the 2022 Major Street Engineering 
contract with Spaulding DeDecker Associates, Inc. (SDA) of Novi, Michigan at a not-to-
exceed cost of $36,330.00 and authorization for the City Manager and City Engineer to 
execute the appropriate documents.  

 
  Motion was made by Vice Mayor Dancy, seconded by Councilmember 

Gunn to approve Amendment 3 to the 2022 Major Street Engineering contract 
with Spaulding DeDecker Associates, Inc. of Novi, Michigan at a not-to-exceed 
cost of $36,330.00 and authorization for the City Manager and City Engineer to 
execute the appropriate documents.  Vote – Yeas: Mayor Mahoney, Vice Mayor 
Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: 
none.  Motion carried. 
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K. Amendment to Section 22-8 Special Assessments 
 

Postponed until June 11, 2024. 
 

L. FY 2024/2025 Nonunion Wage Increase 
Recommendation: Approve the first reading and advance to the second reading/final 
adoption, an ordinance regulating nonunion pay for City of Jackson Employees to 
increase wages 3.1% effective July 1, 2024, and adopt the revised nonunion wage table 
per the GovHR wage study recommendation. 
 
 Motion was made by Councilmember Wood for discussion, seconded by 
Councilmember Forgrave to approve the first reading and advance to the second 
reading/final adoption, an ordinance regulating nonunion pay for City of 
Jackson Employees to increase wages 3.1% effective July 1, 2024, and adopt the 
revised nonunion wage table per the GovHR wage study recommendation.  Vote 
– Yeas: Mayor Mahoney, Vice Mayor Dancy, Councilmembers Robinson, Gunn, 
Wood, Hunt, and Forgrave (7).  Nays: none.  Motion carried. 
 

M. Emergency Ordinance 
Recommendation: Amend Chapter 18, Offenses, Article V, Offenses Against Public 
Peace, by adding Sec. 18-109. Nuisance Gatherings, to provide for the regulation of City-
owned parking lots by prohibiting public loitering and the gathering of persons thereon 
which are unsafe and/or constitute a public nuisance. 
 
 Motion was made by Vice Mayor Dancy, seconded by Councilmember 
Hunt to amend Chapter 18, Offenses, Article V, Offenses Against Public Peace, 
by adding Sec. 18-109. Nuisance Gatherings, to provide for the regulation of 
City-owned parking lots by prohibiting public loitering and the gathering of 
persons thereon which are unsafe and/or constitute a public nuisance.   
 
Motion was made by Councilmember Wood, seconded by Councilmember 
Forgrave to change the wording in paragraph D (1) from church services to 
religious services.  Vote – Yeas: Mayor Mahoney, Vice Mayor Dancy, 
Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  Nays: none.  
Motion carried. 
 
Vote was taken on the motion as amended.  Vote – Yeas: Mayor Mahoney, Vice 
Mayor Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, and Forgrave (7).  
Nays: none.  Motion carried. 
 

N. Ordinance Amendment – Section 18-109 Miscellaneous Offenses 
Recommendation: Amend Article V of Chapter 18 of the Code of Ordinances of the 
City of Jackson, Michigan by adding Section 18-109, Miscellaneous Offenses, to regulate 
loitering and accosting of persons within the City of Jackson. 
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 Motion was made by Councilmember Forgrave, seconded by Vice Mayor 
Dancy to amend Article V of Chapter 18 of the Code of Ordinances of the City of 
Jackson, Michigan by adding Section 18-109, Miscellaneous Offenses, to regulate 
loitering and accosting of persons within the City of Jackson.  Vote – Yeas: Mayor 
Mahoney, Vice Mayor Dancy, Councilmembers Robinson, Gunn, Wood, Hunt, 
and Forgrave (7).  Nays: none.  Motion carried. 
 

CITY COUNCILMEMBER’S COMMENTS: 
 
 Mayor Mahoney, Vice Mayor Dancy, and Councilmembers Robinson and Wood 
offered comments.  Councilmembers Gunn, Hunt, and Forgrave declined to offer 
comments. 
  
MANAGER’S COMMENTS: 
 
 City Manager Jonathan Greene offered comments. 
  
ADJOURNMENT: 
 
 No further business being offered, a motion to adjourn was made by Vice Mayor 
Dancy, seconded by Councilmember Wood.  Mayor Mahoney adjourned the meeting at 
8:37 p.m. 
  
 

Page 13 of 339



City of Jackson, Michigan
Financial Statements

As of and for the Ten Months Ended April 30, 2024
Unaudited
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Actual Actual Variance -
Month Year Percent Favorable

Function Department Original Amended To Date To Date Spent (Unfavorable)

General Government :

101-101 City Council 121,656 121,656 9,630 78,325 64.38% 43,331 

101-103 Charter Review Committee 2,500 2,500 0 0 0.00% 2,500 

101-172 City Manager 506,926 506,926 35,778 441,280 87.05% 65,646 

101-191 Finance 555,688 555,688 41,309 533,615 96.03% 22,073 

101-215 City Clerk 344,251 344,251 25,275 268,744 78.07% 75,507 

101-228 Management Info. Services 436,693 436,693 36,437 339,984 77.85% 96,709 

101-233 Purchasing 133,042 133,042 1,192 98,885 74.33% 34,157 

101-253 City Treasurer 412,661 412,661 32,481 330,238 80.03% 82,423 

101-254 City Income Tax 242,395 242,395 16,978 171,572 70.78% 70,823 

101-257 City Assessor 501,053 501,053 42,838 386,997 77.24% 114,056 

101-262 City Clerk-Elections 206,354 206,354 6,112 160,512 77.78% 45,842 

101-265 City Hall & Grounds 684,161 684,161 52,919 326,505 47.72% 357,656 

101-266 City Attorney 761,346 761,346 60,765 620,545 81.51% 140,801 

101-270 Personnel 590,561 590,561 38,101 340,059 57.58% 250,502 

101-278 Unallocated 812,434 812,434 50,295 618,551 76.14% 193,883 

6,311,721 6,311,721 450,110 4,715,812 74.72% 1,595,909 

Judicial:

101-299 Admin. Hearings Bureau 190,318 190,318 7,351 129,085 67.83% 61,233 

190,318 190,318 7,351 129,085 67.83% 61,233 

Public Safety:

101-301 Police 11,682,501 11,682,501 792,713 8,749,872 74.90% 2,932,629 

101-311 OSHP Grant 4,642 4,642 0 3,006            64.76% 1,636 

101-320 Consortium Training 12,500 12,500 0 41,461          331.69% (28,961) Note 2

101-321 In Service Training 5,000 5,000 3,737 10,146 202.92% (5,146) Note 2

101-340 Fire Suppression 6,003,612 6,003,612 381,545 5,555,171 92.53% 448,441 

101-350 Public Safety - Unallocated 2,094,302 2,094,302 142,990 1,703,517 81.34% 390,785 

19,802,557 19,802,557 1,320,985 16,063,173 81.12% 3,739,384 

Public Works :

101-442 Forestry 824,212 824,212 62,632 600,326 72.84% 223,886 

101-444 Sidewalk Construction 151,456 151,456 0 28,506 18.82% 122,950 

101-445 Drains at Large 107,133 107,133 0 29,462 27.50% 77,671 

101-450 Street Lighting 615,248 615,248 62,797 426,456 69.31% 188,792 

101-455 Weed Control 96,269 96,269 50 42,296 43.94% 53,973 

101-465 Grounds Maintenance 488,287 488,287 2,572 347,966 71.26% 140,321 

101-567 Cemeteries 374,516 374,516 22,425 295,107 78.80% 79,409 

101-571 Tax Property Maintenance 216,716 216,716 100 99,432 45.88% 117,284 

101-572 Civic Affairs 121,229 121,229 2,943 62,324 51.41% 58,905 

2,995,066 2,995,066 153,519 1,931,875 64.50% 1,063,191 

Community & Economic Development:

101-701 Planning 252,305 252,305 18,550 187,787 74.43% 64,518 

101-728 Economic Development 147,400 147,400 9,721 86,507 58.69% 60,893 

399,705 399,705 28,271 274,294 68.62% 125,411 

City of Jackson, Michigan
General Fund Expenditure Summary

As of and for the Ten Months Ended April 30, 2024
( Prepared on the Adopted Budget-Basis )

2023/24
Budget

Unaudited

5/24/2024 * See Notes on Page 6 Page 1 

Page 15 of 339



Actual Actual Variance -
Month Year Percent Favorable

Function Department Original Amended To Date To Date Spent (Unfavorable)

Recreation & Culture :
101-752 Parks, Rec. & Grnds. Admin. 321,986 321,986 23,681 268,819 83.49% 53,167 

101-758 Lt. Nixon Memorial Pool 137,729 137,729 2,862 174,254 126.52% (36,525) Note 2

101-771 Parks & Facilities Maintenance 910,352 910,352 54,584 735,844 80.83% 174,508 

101-803 Historical District 14,440 14,440 969 10,499 72.71% 3,941 

101-806 Diversity, Equity & Inclusion 452,638 452,638 24,211 248,279 54.85% 204,359 

1,837,145 1,837,145 106,307 1,437,695 78.26% 399,450 

Contributions to Other Funds:
101-965 Contributions to Other Funds 932,133 1,125,535 109,063 302,465 26.87% 823,070 

Total General Fund Expenditures 32,468,645 32,662,047 2,175,606 24,854,399 76.10% 7,807,648 

Funds consolidated with the General Fund for financial reporting purposes:

102 Budget Stabilization 20,000 20,000 0 0 0.00% 20,000 

Permanent Funds :
151 Cemetery Perpetual Maint. 6,000 6,000 0 0 0.00% 6,000 

155 Ella W. Sharp Endowment 30,850 30,850 0 0 0.00% 30,850 

160 Lloyd E. Mount Endowment 5,600 5,600 0 0 0.00% 5,600 

Special Revenue Funds :
202 Major Street 19,849,761 19,849,761 854,412        6,351,923     32.00% 13,497,838 

203 Local Street 4,162,881 4,162,881 149,995        610,659        14.67% 3,552,222 

208 Ella W. Sharp Park Operating 984,832 984,832 80,966          724,903        73.61% 259,929 

213 Opioid Settlement Fund 118,175 118,175 0 89,000          75.31% 29,175 

218 Affordable Housing 3,519,760 3,519,760 31,105          766,292        21.77% 2,753,468 

245 Public Improvement 1,511,115 1,511,115 67,367          227,830        15.08% 1,283,285 

246 Cortland St. Redev. Project 23,527 23,527 121,276        590,088        2508.13% (566,561) Note 2

249 Building Department 638,850 638,850 49,956          470,129        73.59% 168,721 

251 Housing Code Enforcement 1,290,495 1,290,495 70,481          814,417        63.11% 476,078 

252 Building Demolitions 1,000 194,402 70                 138,829        71.41% 55,573 

265 Drug Law Enforcement 16,338 16,338 2,646            14,547          89.04% 1,791 

272 SAFER Grant 525,581 525,581 72,653          368,232        70.06% 157,349 

273 Project Safe Neighborhoods 234,542 234,542 24,481          70,509          30.06% 164,033 

275 Byrne/JAG Programs 25,000 76,526 420               23,828          31.14% 52,698 

279 American Rescue Plan Act 75,000 75,000 0 12,555          16.74% 62,445 

296 Recreation Activity 266,824 266,824 28,180          228,555        85.66% 38,269 

297 Recreation Millage Program 623,067 623,067 49,488          596,714        95.77% 26,353 

Debt Service Funds :
308 2020 Capital Improvement D/S 223,788 223,788 0 14,894          6.66% 208,894 

352 2017 Mich. Trans. Fund D/S 762,068 762,068 0 66,034          8.67% 696,034 

367 2021 City Hall Refunding D/S 739,720 739,720 724,860        739,720        100.00% 0 

385 2016 Capital Improvement D/S 145,569 145,569 0 145,569        100.00% 0 

386 2018 Capital Improvement D/S 1,418,750 1,418,750 0 271,625        19.15% 1,147,125 

( Prepared on the Adopted Budget-Basis )
 - Continued - 

City of Jackson, Michigan
General Fund Expenditure Summary

2023/24
Budget

As of and for the Ten Months Ended April 30, 2024

5/24/2024 * See Notes on Page 6 Page 2 
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Actual Actual Variance -
Month Year Percent Favorable

Fund Type/Fund Name Original Amended To Date To Date Spent (Unfavorable)

Debt Service Funds (continued) :
389 2017 BRA TIF Refunding D/S 420,144 420,144 0 105,072        25.01% 315,072 

391 2021 BRA TIF Refunding D/S 791,839 791,839 0 25,919          3.27% 765,920 

394 2001 DDA TIF D/S 2,881,749 2,881,749 825               825               0.03% 2,880,924 

395 2019 DDA TIF Refunding D/S 208,365 208,365 0 84,183          40.40% 124,183 

Capital Projects Funds :
401 Capital Projects 1,113,031 1,113,031 11,705          800,481        71.92% 312,550 

402 Water Equip. and Replacemt. 7,099,234 7,099,234 266,314        2,637,644     37.15% 4,461,590 

403 Lead Service Line Replacement 2,082,538 2,082,538 59,306          571,863        27.46% 1,510,675 

404 Sanitary Sewer Maint. 663,044 663,044 16,981          231,002        34.84% 432,042 

405 Sanitary Sewer Replacement 2,985,140 2,985,140 19,651          321,201        10.76% 2,663,939 

406 Wastewater Equip. Replacemt. 6,228,293 6,228,293 445,155        4,455,872     71.54% 1,772,421 

407 2022 Sewer Sys. Project Const. 5,697,802 5,697,802 394,410        4,296,489     75.41% 1,401,313 

409 2022 Water Sys. Project Const. 16,342,000 16,342,000 224,679        876,742        5.36% 15,465,258 

426 2024 MI Trans. Bonds Const. Fund 2,196,096 2,196,096 0 0 0.00% 2,196,096 

488 MLK Corridor Improvemt. Authority 4,507,925 4,507,925 7,918            461,267        10.23% 4,046,658 

489 Brownfield Redevelopmt. Auth. 1,804,230 1,804,230 54,405          262,515        14.55% 1,541,715 

494 DDA Project 3,090,114 3,090,114 825               85,008          2.75% 3,005,107 

Enterprise Funds :
514 Auto Parking System 283,433 283,433 103,390        107,652        37.98% 175,781 

518 Parking Assessment 314,981 314,981 17,619          224,646        71.32% 90,335 

519 Cooper/Francis Parking Deck 283,957 283,957 8,830            45,762          16.12% 238,195 

590 Sewer 16,320,273 16,320,273 1,219,736     10,136,963   62.11% 6,183,310 

591 Water 34,209,037 34,209,037 1,804,970     10,847,726   31.71% 23,361,311 

Internal Service Funds :
641 Public Works Administration 472,518 472,518 30,190          289,288        61.22% 183,230 

642 Engineering Administration 339,842 339,842 47,968          268,503        79.01% 71,339 

643 Local Site Remed. Revolving 20,000 20,000 0 0 0.00% 20,000 

661 Motor Pool and Garage 1,606,109 1,606,109 230,152        1,707,805     106.33% (101,696) Note 2

676 Workers' Compensation 220,350 220,350 4,789            180,723        82.02% 39,627 

677 Self-Insured Health Care 5,474,627 5,474,627 609,568        4,766,017     87.06% 708,610 

Trust & Agency Funds :
703 County & School Tax Collection 28,400,000 28,400,000 0 0 0.00% 28,400,000 

731 Employees' Retirement System 4,160,000 4,160,000 316,400        3,604,422     86.64% 555,578 

732 Policemen's/Firemen's Pension 523,000 523,000 41,552          346,919        66.33% 176,081 

734 Police./Fire. Pension-345 6,440,000 6,440,000 490,653        4,887,488     75.89% 1,552,512 

736 Public Employee Health Care 29,000 29,000 0 7,912            27.28% 21,088 

Special Assessment Funds :
852 2020 Special Assessment D/S 161,190 161,190 8,025            161,160        99.98% 30 

895 Special Assessment 2,116,337 2,116,337 8,025            1,239,940     58.59% 876,397 

City of Jackson

2023/24

All Other Funds - Expenditure Summary
As of and for the Ten Months Ended April 30, 2024

( Prepared on the Adopted Budget-Basis )
 - Continued - 

Budget

5/24/2024 * See Notes on Page 6 Page 3 
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Actual Actual
Month Year Percent

Fund/Fund Name Original Amended To Date To Date Collected

General Fund :
  Property Taxes 11,015,617 11,015,617 751,716        11,109,828   100.86%

  Income Taxes 10,750,000 10,750,000 2,340,891     10,121,538   94.15%

  State Revenue Sharing 5,732,948 5,732,948 866,106        3,826,419     66.74%

  Licenses & Permits 368,015 368,015 10,907          185,694        50.46%

  Federal Grants 1,267,483 1,267,483 1,038,637     2,036,627     160.68%

  State Grants 5,414 5,414 31,475          154,536        2854.38%

  Charges For Goods & Services 1,378,957 1,378,957 649,269        946,008        68.60%

  Fines & Forfeits 390,611 390,611 47,662          330,214        84.54%

  Investment Income 185,000 185,000 46,632          515,186        278.48%

  Contributions From Other Funds 101,000 101,000 897               100,857        99.86%

  Contributions From Local Units 12,500 12,500 0 6,084            48.67%

  Miscellaneous 376,695 376,695 10,774          678,023        179.99%
    Total General Fund Revenues 31,584,240 31,584,240 5,794,966 30,011,014 95.02%

Funds consolidated with the General Fund for financial reporting purposes:

102 Budget Stabilization 20,000 20,000 6,167            52,414          262.07%

Permanent Funds :
151 Cemetery Perpetual Maint. 41,000 41,000 66                 17,855          43.55%

155 Ella W. Sharp Endowment 30,850 30,850 0 0 0.00%

160 Lloyd E. Mount Endowment 5,600 5,600 0 0 0.00%

Special Revenue Funds :
202 Major Street 19,653,590 19,653,590 402,031        5,365,966     27.30%

203 Local Street 3,461,459 3,461,459 103,646        1,300,042     37.56%

208 Ella W. Sharp Park Operating 975,450 975,450 84,140          481,023        49.31%

213 Opiod Settlement Fund 0 0 0 33,563          n/a

218 Affordable Housing 3,519,760 3,519,760 87,809          729,777        20.73%

245 Public Improvement 1,371,000 1,371,000 82,369          1,353,897     98.75%

246 Cortland St. Redev. Project 500 500 355,452        384,808        76961.60%

249 Building Department 513,400 513,400 65,624          617,104        120.20%

251 Housing Code Enforcement 1,045,600 1,045,600 112,965        1,099,191     105.13%

252 Building Demolitions 1,000 194,402        637               257,765        132.59%

265 Drug Law Enforcement 20,700 20,700 45,338          46,280          223.57%

272 SAFER Grant 525,581 525,581 180,404        289,996        55.18%

273 Project Safe Neighborhood 234,542 234,542 28,638          77,104          32.87%

275 Byrne/JAG Programs 25,000 76,526 0 22,782          29.77%

279 American Rescue Plan Act 75,000 75,000 2,990            10,403          13.87%

296 Recreation Activity 270,250 270,250 57,691          272,284        100.75%

297 Recreation Millage Program 651,500 651,500 858               307,766        47.24%

Debt Service Funds :
308 2020 Capital Improvement D/S 223,788 223,788 0 14,894          6.66%

352 2017 Mich. Trans. Fund D/S 762,068 762,068 0 66,034          8.67%

367 2021 City Hall Refunding D/S 708,500 708,500 41,802          754,110        106.44%

385 2016 Capital Improvement D/S 145,569 145,569 0 145,569        100.00%

City of Jackson
All Funds - Revenue Summary

As of and for the Ten Months Ended April 30, 2024

2023/24
Budget

( Prepared on the Adopted Budget-Basis )

5/24/2024 * See Notes on Page 6 Page 4 
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Actual Actual
Month Year Percent

Fund/Fund Name Original Amended To Date To Date Collected

Debt Service Funds (continued) :
386 2018 Capital Improvement D/S 1,418,750 1,418,750 1,418,250     1,418,250     99.96%

389 2017 BRA TIF Refunding D/S 420,144 420,144 0 105,072        25.01%

391 2021 BRA TIF Refunding D/S 791,839 791,839 0 25,919          3.27%

394 2001 DDA TIF D/S 2,881,749 2,881,749 825               825               0.03%

395 2019 DDA TIF Refunding D/S 208,365 208,365 0 84,183          40.40%

Capital Projects Funds :
401 Capital Projects 1,113,531 1,113,531 0 0 0.00%

402 Water Equip. and Replacemt. 5,041,766 5,041,766 443,803        4,714,410     93.51%

403 Lead Service Line Replacement 2,913,517 2,913,517 191,851        1,793,184     61.55%

404 Sanitary Sewer Maintenance 663,044 663,044 16,981          231,002        34.84%

405 Sanitary Sewer Replacement 1,535,190 1,535,190 144,423        1,401,821     91.31%

406 Wastewater Equip. Replacemt. 3,990,800 3,990,800 1,408,337     4,244,779     106.36%

407 2022 Sewer Sys. Project Const. 5,697,802 5,697,802 0 3,495,408     61.35%

409 2022 Water Sys. Project Const. 16,342,000 16,342,000 0 140,222        0.86%

426 2024 MI Trans. Fund Bond Const. Fund 4,501,000 4,501,000 0 0 0.00%

488 MLK Corridor Improvemt. Authority 4,507,925 4,507,925 281,334        343,987        7.63%

489 Brownfield Redevelopmt. Auth. 1,977,300 1,977,300 1,689,622     1,741,115     88.06%

494 DDA Project 3,525,000 3,525,000 1,748,386     3,599,618     102.12%

Enterprise Funds :
514 Auto Parking System 95,443 95,443 953               8,788            9.21%

518 Parking Assessment 311,449 311,449 8,866            337,679        108.42%

519 Cooper/Francis Parking Deck 15,550 15,550 2,684            28,928          186.03%

590 Sewer 12,702,461 12,702,461 1,054,320     9,501,883     74.80%

591 Water 31,059,822 31,059,822 1,303,729     11,204,519   36.07%

Internal Service Funds :
641 Public Works Administration 364,799 364,799 22,924          299,031        81.97%

642 Engineering Administration 266,815 266,815 20,984          199,747        74.86%

643 Local Site Remed. Revolving 63,500 63,500 56,530          74,823          117.83%

661 Motor Pool and Garage 1,309,590 1,309,590 387,111        1,994,855     152.33%

676 Workers' Compensation 167,500 167,500 17,955          185,399        110.69%

677 Self-Insured Health Care 5,702,000 5,702,000 457,902        4,702,241     82.47%

Trust & Agency Funds :
703 County & School Tax Collection 28,400,000 28,400,000 13,205          165,630        0.58%

731 Employees' Retirement System 6,376,460 6,376,460 (1,423,125)    3,810,219     59.75%

732 Policemen's/Firemen's Pension 510,902 510,902 (108,670)       491,371        96.18%

734 Police./Fire. Pension-345 10,852,297 10,852,297 (1,462,398)    9,073,253     83.61%

736 Public Employees Health Care 230,000 230,000 0 481,700        209.43%

Special Assessment Funds :
852 2020 Special Assessment D/S 161,190 161,190 8,025            161,160        99.98%

895 Special Assessment 2,215,147 2,215,147 13,214          1,121,929     50.65%

- Continued - 

2023/24
Budget

( Prepared on the Adopted Budget-Basis )

City of Jackson
All Funds - Revenue Summary

As of and for the Ten Months Ended April 30, 2024

5/24/2024 * See Notes on Page 6 Page 5 
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Note 1: Revenues do not include budgeted appropriations from fund balance. These appropriations, together 

with budgeted revenues, are sufficient to fund budgeted expenditures, in accordance with State law.

Note 2: A budget amendment is pending to correct this variance.

City of Jackson
Notes to Revenue & Expenditure Summaries 

( Prepared on the Adopted Budget-Basis )
As of and for the Ten Months Ended April 30, 2024

5/24/2024 * See Notes on Page 6 Page 6 
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MEMO TO:   Mayor and City Councilmembers 

 

FROM:  Jonathan Greene, City Manager 

 

DATE:  June 11, 2024 

 

SUBJECT: Accept and place on file the CDBG, HOME, and CDBG-CV Homeless Prevention 

Financial Summaries through April 30, 2024 

 

 

Recommendation:  

 

Accept and place on file the CDBG, HOME and CDBG-CV Homeless Prevention Financial 

Summaries through April 30, 2024. 

 

 

Attached is a memo from Shane LaPorte, the Director of Community Development, regarding accepting and 

placing on file the CDBG, HOME, and CDBG-CV Homeless Prevention Financial Summaries through 

April 30, 2024. Monthly expenses include Personnel Salaries & Expenses, Administration Cost, City 

Attorney Expenses, Homeowner Emergency Hazard / Major Component Cost, Boos Center Phase 3 Project 

Expenses, and Pre-Demolition Cost. 

 

I recommend accepting and placing on file the CDBG, HOME, and CDBG-CV Homeless Prevention 

Financial Summaries through April 30, 2024.  Your consideration and concurrence is appreciated. 

 

 

 

 

JG 
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DEPARTMENTAL REPORT 
 

 

 

MEMO TO:   Jonathan Greene, City Manager 

 

FROM:   Shane LaPorte, Director of Community Development  

 

DATE:   June 11, 2024 

 

RECOMMENDATION: To accept and place on file the CDBG, HOME, and CDBG-CV Homeless 

Prevention Financial Summaries through April 30, 2024 

 

 

 

Attached please find the Financial Summaries for the CDBG, HOME, and CDBG-CV Homeless Prevention 

funds for the month ending April 30, 2024.   

 

Monthly expenses included: 

➢ Personnel – Salaries & Expenses 

➢ Administration – Rehabilitation Administration Cost 

➢ Homeowner Emergency Hazards / Major Component Cost 

❖ 1418 Chapin St. (Gutter System)  

➢ City Attorney Expenses 

➢ Boos Center Phase 3 Project 

❖ RW Mercer – Pay App#1 

➢ Demolition Expense  

❖ Pre-Demo Cost   - Red Cedar 

 300 Van Dorn 

 315 N. Perrine, and 

 1701 E. Ganson 

 

My recommendation is to accept and place on file the CDBG, HOME, and CDBG-CV Homeless Prevention 

Financial Summaries through April 30, 2024. 

  

ATTACHMENTS 

SUMMARY 
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Total Funds

Expended Actual Actual Expended- Percent

Budgeted Prior Year Month-to-Date Year-to-Date to-Date Balance Spent
Administration

1 Administration & Planning

FY 2021/2022 145,000        145,000        -                 -                 145,000        -                     100.0%

FY 2022 / 2023 138,761        60,161          2,856             74,285          134,446        4,315             96.9%

FY 2023 / 2024 150,000        -                 11,276          30,463          30,463          119,537        20.3%

Code Enforcement

2 City Attorney Office

FY 2021/2022 20,000                     20,000 -                 -                 20,000          -                     100.0%

FY 2022 / 2023 25,000          20,403          -                 4,597             25,000          -                     100.0%

FY 2023 / 2024 25,000          -                 897                6,261             6,261             18,739          25.0%

Rehabilitation Projects

3 Rehabilitation Administration

FY 2021/2022 135,000        135,000        -                 -                 135,000        -                     100.0%

FY 2022 / 2023 150,000        125,593        801                30,284          155,877        (5,877)           103.9%

FY 2023 / 2024 150,000        -                 15,920          92,375          92,375          57,625          61.6%

4 City Emergency Hazard Repair Program

FY 2020/2021 497,059        497,059        -                 -                 497,059        -                     100.0%

FY 2022 / 2023 250,000        54,397          2,453             159,451        213,848        36,152          85.5%

FY 2023 / 2024 250,000        -                 -                 -                 -                 250,000        0.0%

Street Projects

5 Special Assessments 

City of Jackson
Community Development Block Grant

Monthly Financial Summary
For the Ten Months Ended April 30, 2024
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Total Funds

Expended Actual Actual Expended- Percent

Budgeted Prior Year Month-to-Date Year-to-Date to-Date Balance Spent

City of Jackson
Community Development Block Grant

Monthly Financial Summary
For the Ten Months Ended April 30, 2024

FY 2019/2020 25,000          6,080             -                 -                 6,080             18,920          24.3%

6 Cooley: Morrell to Biddle

FY 2021/2022 175,176        170,936        -                 -                 170,936        4,240             97.6%

7 Biddle: Mechanic to MLK Jr Dr

FY 2021/2022 134,702        130,463        -                 -                 130,463        4,239             96.9%

8 Perrine-Burr

FY 2021/2022 56,500          56,500          -                 -                 56,500          -                     100.0%

FY 2022/2023 463,000        387,573        -                 65,271          452,844        10,156          97.8%

9 Streetscape -City-owned Vacant Lot

FY 2023 / 2024 175,000        -                 -                 -                 -                 175,000        0.0%

Recreation -Other Projects

10 Loomis Park Court Improvements 312,849        312,849        -                 -                 312,849        -                     100.0%

11 Boo Center Improvements

FY 2020/2021 305,000        305,000        -                 -                 305,000        -                     100.0%

FY 2021/2022 1,005,980     1,005,980     -                 -                 1,005,980     -                     100.0%

FY 2022/2023 241,133        241,133        -                 -                 241,133        -                     100.0%

FY 2023/2024 401,448        -                 75,469          78,069          78,069          323,379        19.4%

Demolition

12 Demolition

FY 2020/2021 300,000        300,000        -                 -                 300,000        -                     100.0%

FY 2021/2022 75,000          75,000          -                 -                 75,000          -                     100.0%

FY 2022 / 2023 150,000        85,328          -                 64,672          150,000        -                     100.0%

FY 2023 / 2024 200,000        -                 2,500             5,787             5,787             194,213        2.9%
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Total Funds

Expended Actual Actual Expended- Percent

Budgeted Prior Year Month-to-Date Year-to-Date to-Date Balance Spent

1 Rehabilitation Assistance Program

FY 2019/2020 55,068                     54,384 -                 -                 54,384          684                98.8%

2 HOME Administration -                 

FY 2019/2020 25,000          25,000          -                 -                 25,000          -                 100.0%

FY 2020/2021 33,000          31,703          -                 -                 31,703          1,297             96.1%

FY 2021/2022 16,000          16,000          -                 -                 16,000          -                 100.0%

FY 2022/2023 30,000          30,000          -                 -                 30,000          -                 100.0%

FY 2023/2024 35,100          -                 -                 -                 -                 35,100          0.0%

3 CHDO Reservation

FY 2019/2020 503,052        503,052        -                 -                 503,052        -                 100.0%

FY 2020/2021 287,439        75,694          -                 211,745        287,439        0                    100.0%

FY 2021/2022 118,329        -                 -                 28,471          28,471          89,858          24.1%

FY 2022/2023 129,404        -                 -                 -                 -                 129,404        0.0%

FY 2023/2024 316,092        -                 -                 -                 -                 316,092        0.0%

4 CHDO Operating Expenses

FY 2019/2020 18,000          15,450          -                 -                 15,450          2,550             85.8%

FY 2020/2021 16,800          16,800          -                 -                 16,800          -                 100.0%

FY 2022/2023 17,226          2,557             -                 -                 2,557             14,669          14.8%

5 Partnership Park - Homeowner Rehabilitation (CAA)

FY 2021/2022 200,000        -                 -                 19,764          19,764          180,236        9.9%

FY 2022/2023 200,000        -                 -                 -                 -                 200,000        0.0%

City of Jackson
HOME

Monthly Financial Summary
For the Ten Months Ended April 30, 2024
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Total Funds

Expended Actual Actual Expended- Percent

Budgeted Prior Year Month-to-Date Year-to-Date to-Date Balance Spent
Administration

1 CDBG-CV Admin City

FY 2020/2021 60,000          16,898          -                 2,387             19,284          40,716          32.1%

2 CDBG-CV Admin CAA

FY 2020/2021 33,270          33,270          -                 -                 33,270          -                     100.0%

Homeless Prevention - Public Services

3 Eviction Prevention

FY 2020/2021 120,000        120,000        -                 -                 120,000        -                     100.0%

4 Foreclosure Prevention

FY 2020/2021 41,112          41,112          -                 -                 41,112          -                     100.0%

5 Water Shut-off Protection

FY 2020/2021 35,313          35,313          -                 -                 35,313          -                     100.0%

Parks & Recreation

6 Boos Center - HVAC 319,425        226,318        -                 -                 226,317        93,108          70.9%

7 Boos Center - Trail 336,325        330,622        -                 -                 330,622        5,703             98.3%

City of Jackson
 2020/8 CV Homeless Prevention

Monthly Financial Summary
For the Ten Months Ended April 30, 2024
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve Traffic Control Order 2397 to install a stop sign on Williams Street at the 
intersection with Douglas Street.            

 
Recommendation: 
 
 Approval of Traffic Control Order 2397 to install a stop sign on Williams Street at the 

intersection with Douglas Street.             

Attached is a memo from Jon Dowling, City Engineer, for a Traffic Control Order for traffic 
control signage at the intersection of Willaims Street and Douglas Street. 
  
I recommend approval of Traffic Control Order 2397. Your consideration and concurrence is 
appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jon Dowling, Engineer 

DATE: June 11, 2024 

 
RECOMMENDATION: Approval of Traffic Control Order 2397 to install a stop sign on Williams 
Street at the intersection with Douglas Street.    

 
ISSUE STATEMENT  

There has been a request from a resident in the area to install a stop sign at the intersection of 
Williams Street and Douglas Street to control traffic and address vehicles that drive thru the 
intersection recklessly without slowing or stopping even with children present. 

DESCRIBE THE CONSEQUENCES 

If this TCO is not approved, there will be no change in the traffic habits on at the intersection of 
Williams Street and Douglas Street. 

OWNERSHIP  

City of Jackson Engineering is responsible for the traffic control signing on city streets. Posting 
these signs will address the needs of the neighborhood as expressed by a resident. 

SOLUTION  

Engineering, after review of the request, agrees that the installation of a stop sign on Williams 
Street at Douglas Street will better control traffic at the intersection.  The estimated cost for the 
sign is $211.59 as detailed below and will be paid using Local Streets Traffic funds. 
  
# Description Price Total 

1 Stop Sign @ $ 51.55 = $ 51.55 

1 Sign Post @ $ 37.70 = $ 37.70 

1 Hours Labor/Equipment @ $ 122.34 = $ 122.34 

 Estimated Total  = $ 211.59 
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                                                      FACILITATE IMPLEMENTATION 

Approval of Traffic Control Order 2397 to install a stop sign on Williams Street at the 
intersection with Douglas Street.            

 

ATTACHMENTS 

1. Williams and Randolph Stop Sign 
2. TCO 2397_DOUGLAS AND WILLIAMS 
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CITY OF JACKSON, MICHIGAN        
TRAFFIC ENGINEERING DIVISION 

Traffic Control Order No. 2397 
 
 
LOCATION:    Douglas Street and Williams Street 
DATE:  June 11, 2024 
ASSIGNED TO: Sign Shop 
TCO DESCRIPTION 
 
At the request of a resident, investigate the possibility of installing a stop sign on Williams Street and the intersection with 
Douglas Street. 
           BY JON H. DOWLING, P.E. 
RECOMMENDATION 
 
 Install Stop sign on Williams Street at the intersection with Douglas Street. 
 
 
 
 
 
APPROVED                    REJECTED                                DATE:  5/28/24                                                BY CITY COUNCIL 
WORK ASSIGNMENT:  
DATE:  5/28/2024 
TO:  Sign Shop 
  
 Install “Stop Sign” sign on Northwest corner the intersection of Williams Street and Douglas Street. 
 
 
 
 
           BY JON H. DOWLING, P.E. 
MATERIAL USED 

                     
                                     

Posts            Stop          Time Limit      No Parking   Loading Zone     One Way    Yield        Paint        Other________ 
ASSIGNMENT COMPLETED 
 
 
 
DATE:                        BY:  Sign Shop 
WORK INSPECTED 
 
REMARKS:  
 
 
 
 
 
 
 
 
 
DATE:                                  BY:  Jon H. Dowling, P.E., City Engineer 
 
Copies:  1. Intersection File  2. TCO File  3. Work Order Copy  4. Police Dept.  5.  Fire Dept  6. City Clerk 

 

 

1 1       1 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve a Resolution for Change to the Standard Lighting Contract with 
Consumers Energy 

 
Recommendation: 
 
 Approve a Resolution for Change to the Standard Lighting Contract with Consumers 

Energy for the removal of a streetlight at the intersection of Greenwood Avenue and W. 
High Street and authorize the Mayor and City Clerk to execute the appropriate 
documents.  

Attached is a report from Jon Dowling, City Engineer, accompanied by a resolution, contract 
change authorization form, invoice, and plan sheet from Consumers Energy regarding the 
removal of a streetlight. 
  
I recommend adoption of the resolution for the change to the Standard Lighting Contract for 
streetlights with Consumers Energy, authorization for associated form execution, and invoice 
payment. Your consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jon Dowling, Engineer 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve a Resolution for Change to the Standard Lighting Contract with 
Consumers Energy for the removal of a streetlight at the intersection of Greenwood Avenue and 
W. High Street and authorize the Mayor and City Clerk to execute the appropriate documents. 

 
ISSUE STATEMENT  

The City was able to receive additional federal funding for the replacement of the traffic signal at 
Greenwood Avenue and W. High Street.  Prior to the new signal, there was a Consumers 
Energy streetlight in the intersection on their utility pole. We now have new City-owned lights 
with the new traffic signal at the intersection and have requested that Consumers Energy 
remove the streetlight from their pole. Attached is an Authorization for Change in Standard 
Lighting Contract form, Resolution for City Council Adoption, an invoice and additional 
information from Consumers Energy. 

DESCRIBE THE CONSEQUENCES 

Removal of this streetlight has been requested since the City has other lighting at the 
intersection, and we do not need to continue paying Consumers Energy for theirs. 

OWNERSHIP  

The City of Jackson is responsible for the streetlight system within the City and contracts with 
Consumers Energy to provide streetlights on their wood utility poles within the City’s 
neighborhoods. 
  
When the City installs its own lights in an area, the Consumers Energy lights become redundant 
and are no longer needed. 

SOLUTION  

Engineering requested that Consumers Energy remove their light now that the City has lights in 
the intersection. The cost for Consumers Energy to remove the light is $746.00 and will be paid 
from the Streetlight Fund. 
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                                                      FACILITATE IMPLEMENTATION 

Approve a Resolution for Change to the Standard Lighting Contract with Consumers Energy for 
the removal of a streetlight at the intersection of Greenwood Avenue and W. High Street and 
authorize the Mayor and City Clerk to execute the appropriate documents. 

 

ATTACHMENTS 

1. Consumers strlt change High and Greenwood blanks 510 W High Removal 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Special Event Application: National Night Community Event 

 
Recommendation: 
 
 Approve a request from the City of Jackson Police Department to host their National 

Night Community Event on August 7, 2024 at Martin Luther King Recreational Center in 
the City of Jackson. 

Attached is a memo and supporting paperwork from Beth Kuiper regarding the Special Event 
Application for the National Night Community Event. 
  
I recommend approval of the special event application for the National Night Community Event. 
Your consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: DDA Director , DDA Director  

DATE: June 11, 2024 

 
RECOMMENDATION: Approve a request from the City of Jackson Police Department to host 
their National Night Community Event on August 7, 2024 at Martin Luther King Recreational 
Center in the City of Jackson. 

 
ISSUE STATEMENT  

Approvals noted below by each department indicate they have been made aware of the request 
and the capacity of their department has been met. Conditions of their approval and special 
considerations are noted.  
            DEPARTMENT                               APPROVAL             DENIAL        ECONOMIC 
IMPACT 
  
            DDA                                                                X                                             $0.00 
  
            Engineering                                                    X                                             $0.00 
  
            Fire                                                                 X                                             $0.00 
  
            Community Development                               X                                             $0.00 
  
            Parks & Recreation                                        X                                             $0.00 
  
            Police                                                             X                                             $0.00 
  
            Public Works                                                  X                                             $0.00    
  
                                                                                                TOTAL                        $0.00 

DESCRIBE THE CONSEQUENCES 

Conditions & Considerations: Electrical power, tables, chairs provided by Martin Luther King 
Recreational Center. 

OWNERSHIP  
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Insurance: Covered under the MML City Insurance Policy. 

SOLUTION  
 

                                                      FACILITATE IMPLEMENTATION 

Approve a request from the City of Jackson Police Department to host their National Night 
Community Event on August 7, 2024 at Martin Luther King Recreational Center in the City of 
Jackson. 

 

ATTACHMENTS 

1. SEA-National Night Community Event 
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National Night Community Event
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Special Event Application: Backyard BBQ 2024 

 
Recommendation: 
 
 Approve a request from the Grand River Brewery to host the Backyard BBQ on July 26 

& 27, 2024 at the Grand River Pavilion and Parking lot number 5 downtown Jackson. 

Attached is a memo and supporting paperwork from Beth Kuiper regarding the Special Event 
Application for the Backyard BBQ. 
  
I recommend approval of the special event application for the Backyard BBQ. Your 
consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: DDA Director , DDA Director  

DATE: June 11, 2024 

 
RECOMMENDATION: Approve a request from Grand River Brewery to host the Backyard BBQ 
on July 26 & 27, 2024 at the Grand River Pavilion and Parking lot number 5 downtown 
Jackson.  

 
ISSUE STATEMENT  

Approvals noted below by each department indicate they have been made aware of the request 
and the capacity of their department has been met. Conditions of their approval and special 
considerations are noted.  
  
            DEPARTMENT                               APPROVAL             DENIAL        ECONOMIC 
IMPACT 
  
            DDA                                                                X                                             $0.00 
  
            Engineering                                                    X                                             $0.00 
  
            Fire                                                                 X                                             $0.00 
  
            Community Development                               X                                             $0.00 
  
            Parks & Recreation                                        X                                             $0.00 
  
            Police                                                              X                                             $0.00 
  
            Public Works                                                   X                                             $400.00  
                                                                                               TOTAL                        $400.00 

DESCRIBE THE CONSEQUENCES 

Conditions & Considerations: Request for DPW road closed on July 27, and use of electrical at 
the Grand River Pavilion. 

OWNERSHIP  
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Insurance Status: The insurance is on file with the City Attorney and the Downtown 
Development Authority. 

SOLUTION  
 

                                                      FACILITATE IMPLEMENTATION 

Approve a request from Grand River Brewery to host the Backyard BBQ on July 26 & 27, 2024 
at the Grand River Pavilion and Parking lot number 5 downtown Jackson.  

 

ATTACHMENTS 

1. SEA-Backyard BBQ UPDATED 
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Bathroom plan: 

- Indoor bathrooms available at Grand River Brewery 
- The DDA will provide 4 additional porta potties (2 on the east side of the parking 

lot and 2 on the west side of the parking lot) 

Trash: 

- Event organizers will place approx. 15 trash grain bins around the event space 

 

Parking:  

- The parking structures are free after 5pm. The only restrictions will be that they 
cannot park in any spots marked for a specific permit or are marked as reserved.  
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Special Event Application: Flat Iron Event 2024 

 
Recommendation: 
 
 Approve a request from The Welcome Home Organization to hold the Flat Iron Event on 

July 13, 2024, downtown Jackson. 

Attached is a memo and supporting paperwork from Beth Kuiper regarding the Special Event 
Application for the Flat Iron Event. 
  
I recommend approval of the special event application for the Flat Iron Event. Your 
consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: DDA Director , DDA Director  

DATE: June 11, 2024 

 
RECOMMENDATION: Approve a request from The Welcome Home Organization to hold the 
Flat Iron Event on July 13, 2024, downtown Jackson. 

 
ISSUE STATEMENT  

Approvals noted below by each department indicate they have been made aware of the request 
and the capacity of their department has been met. Conditions of their approval and special 
considerations are noted.  
  
            DEPARTMENT                               APPROVAL             DENIAL        ECONOMIC 
IMPACT 
  
            DDA                                                                X                                             $0.00 
  
            Engineering                                                    X                                             $0.00 
  
            Fire                                                                 X                                             $0.00 
  
            Community Development                               X                                             $0.00 
  
            Parks & Recreation                                         X                                             $0.00 
  
            Police                                                              X                                             $0.00 
  
            Public Works                                                   X                                             $400.00  
                                                                                               TOTAL                        $400.00 

DESCRIBE THE CONSEQUENCES 

Conditions & Considerations: Street closure 

OWNERSHIP  
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Insurance Status: Approval is dependent on the receipt of proper insurance documents. 

SOLUTION  
 

                                                      FACILITATE IMPLEMENTATION 

Approve a request from The Welcome Home Organization to hold the Flat Iron Event on July 
13, 2024, downtown Jackson. 

 

ATTACHMENTS 

1. SEA-Flat Iron Event 
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MEMO TO:   Mayor and City Council Members 
 
FROM:  Jonathan Greene, City Manager 
 
DATE:  June 11, 2024 
 
SUBJECT: Special Event Application: Flag Day 2024 
 
 
Recommendation:  

 
Approve a request from the 1st Michigan Infantry Company B to hold Flag Day, at Withington Park on June 
14, 2024, downtown Jackson. 
 
Attached is a memo and supporting paperwork from Beth Kuiper regarding the Special Event Application 
for the Flag Day Event. 
 
I recommend approval of the special event application for the Flag Day Event. Your consideration and 
concurrence is appreciated. 
 
JG 
 

Page 74 of 339



DEPARTMENTAL REPORT 
 

MEMO TO:   Jonathan Greene, City Manager 
 
FROM:   Beth Kuiper, Executive Director, DDA 
 
DATE:   June 11, 2024 
 
RECOMMENDATION: Approve a request from the 1st Michigan Infantry Company B to hold Flag 

Day, at Withington Park on June 14, 2024, downtown Jackson. 
 
SUMMARY: 120th Anniversary Dedication 
 
 
 
 
Approvals noted below by each department indicate they have been made aware of the request and the 
capacity of their department has been met. Conditions of their approval and special considerations are noted.  
 
 DEPARTMENT   APPROVAL  DENIAL ECONOMIC IMPACT 
 
 DDA      X    $0.00 
 
 Engineering     X    $0.00 
 
 Fire      X    $0.00 
 
 Community Development              X    $0.00 
 
 Parks & Recreation    X    $0.00 
 
 Police      X    $0.00 
 
 Public Works     X    $0.00  
        TOTAL   $0.00 
 
 
 

 

 

 

This event falls under the Hold Harmless Agreement. 

 
 

ATTACHMENTS: Special Event Application: Flag Day 2024 

DEPARTMENTAL APPROVAL SUMMARY 

CONDITIONS & CONSIDERATIONS 

INSURANCE STATUS 
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MEMO TO:   Mayor and City Council Members 
 
FROM:  Jonathan Greene, City Manager 
 
DATE:  June 11, 2024 
 
SUBJECT: Special Event Application: Ganson Street Baptist Church Kid’s Club 
 
 
Recommendation:  

 
Approve a request from the Ganson Street Baptist Church to hold a Kid’s Club at Lot at 1012 1st Street, 
June 24-28, 2024, downtown Jackson. 
 
Attached is a memo and supporting paperwork from Beth Kuiper regarding the Special Event Application 
for the Ganson Street Baptist Church Kid’s Club. 
 
I recommend approval of the special event application for the Ganson Street Baptist Kid’s Club. Your 
consideration and concurrence is appreciated. 
 
JG 
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DEPARTMENTAL REPORT 
 

MEMO TO:   Jonathan Greene, City Manager 
 
FROM:   Beth Kuiper, Executive Director, DDA 
 
DATE:   June 11, 2024 
 
RECOMMENDATION: Approve a request from the Ganson Street Baptist Church to hold a Kid’s 

Club at Lot at 1012 1st Street, June 24-28, 2024, downtown Jackson. 
 
SUMMARY: Games, skits, snacks, and crafts. 
 
 
 
 
Approvals noted below by each department indicate they have been made aware of the request and the 
capacity of their department has been met. Conditions of their approval and special considerations are noted.  
 
 DEPARTMENT   APPROVAL  DENIAL ECONOMIC IMPACT 
 
 DDA      X    $0.00 
 
 Engineering     X    $0.00 
 
 Fire      X    $0.00 
 
 Community Development              X    $0.00 
 
 Parks & Recreation    X    $0.00 
 
 Police      X    $0.00 
 
 Public Works     X    $0.00  
        TOTAL   $0.00 
 
 
 

None 

 

 

Approved and on file with the City Attorney and the Jackson DDA. 

 
 

ATTACHMENTS: Special Event Application: Ganson St. Baptist Church Kid’s Club 

DEPARTMENTAL APPROVAL SUMMARY 

CONDITIONS & CONSIDERATIONS 

INSURANCE STATUS 
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MEMO TO: Honorable Mayor and City Councilmembers 
 
FROM:  Andrea Muray, City Clerk  
 
DATE:  June 11, 2024 
 
SUBJECT:  Second Reading/Final Adoption Ordinance No. 517 
 
 
RECOMMENDATION: 
 

 Approve the second reading/final adoption of Ordinance No. 517 regulating nonunion pay for 
City of Jackson employees. 

 
Ordinance No. 517 was advanced to a second reading at the May 28, 2024 Council Meeting. 
  
Your consideration and concurrence is appreciated. 
 
 
 
 
C: Jonathan Greene, City Manager 
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Ordinance No. 517 
 

AN ORDINANCE TO ESTABLISH COMPENSATION RATES FOR 
ADMINISTRATIVE AND SUPERVISORY EMPLOYEES OF THE 

CITY OF JACKSON  
 

THE CITY OF JACKSON ORDAINS:  
 
Section 1: Definition. For purposes of this ordinance, the term “Administrative and Supervisory Employees” 
shall mean employees and appointed officials of the City of Jackson not covered by a current labor 
agreement.  
 
Section 2: As of July 1, 2024, Administrative and Supervisory Employees shall be compensated on the basis 
of the annual salary rates shown on the attached “Schedule I, Administrative and Supervisory Employee Pay 
Rates,” according to the employee's appropriate step rate within the Class Grade assigned the individual’s 
classification title under the Personnel Policy.  
 
Section 3: Eligible employees must be actively employed by the City of Jackson thirty (30) days from the 
date of final adoption of this ordinance to be eligible for the new salary rate adjustment. The salary rate 
adjustments shall be retroactive to July 1, 2024. Employees whose wages are “red-circled” in accordance 
with Article XI – Compensation, Section XI-1, Salary Schedules of the Personnel Policy shall not receive 
annual increases granted by City Council ordinances for compensation to employees. Section 4: Repeal. 
Ordinance 515 is hereby repealed as of July 1, 2024.  
 
Section 5: This ordinance shall take effect thirty (30) days from the date of final adoption. 
 

****** 
 
The foregoing Ordinance No. 517 was adopted by the Jackson City Council on June 11, 2024 and a summary 
was published on June 16, 2024.  
 
 
 
 

  
   
 Daniel Mahoney, Mayor 

 
 

   
 Andrea Muray, City Clerk 
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MEMO TO: Honorable Mayor and City Councilmembers 
 
FROM:  Andrea Muray, City Clerk  
 
DATE:  June 11, 2024 
 
SUBJECT:  Second Reading/Final Adoption Ordinance No. 2024-04 
 
 
RECOMMENDATION: 
 

 Approve the second reading/final adoption of Ordinance No. 2024-04 regulating loitering and 
accosting of persons within the City of Jackson 

 
Ordinance No. 2024-04 was advanced to a second reading at the May 28, 2024 Council Meeting. 
  
Your consideration and concurrence is appreciated. 
 
 
 
 
C: Jonathan Greene, City Manager 
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ORDINANCE NO. 2024-04 
 

An Ordinance amending Article V of Chapter 18 of the Code of 
Ordinances of the City of Jackson, Michigan by adding Section 
18-110, Miscellaneous Offenses, to regulate loitering and 
accosting of persons within the City of Jackson. 
    

THE PEOPLE OF THE CITY OF JACKSON ORDAIN: 
 
CHAPTER 18 – OFFENSES  
 
ARTICLE V. - OFFENSES AGAINST PUBLIC PEACE  
 
Sec. 18-110. Miscellaneous Offenses. 
 
(1) Definitions. As used in this Section and unless otherwise defined: 
 
(a) Loitering means lingering or hanging around without any apparent purpose in a place described in 
Subsection (2)(a) or (2)(b) of this Section. 
 
(b) Accost means repeated nonconsensual conduct directed to another person in such a manner as would cause 
a reasonable person to feel harassed, intimidated, or that a commission of a criminal act was about to occur. 
 
(2) No person shall: 
 
(a) Loiter in any public building or in any other building or premises owned by another person after having 
been requested to leave by the lawful owner or occupant or a representative of the owner or occupant. 
 
(b) Loiter in or obstruct a doorway in such a manner that interferes with the functioning of the door, or an 
individual's ability to pass through the doorway. 
 
(c) Accost another person: 
 
(i) Within twenty (20) feet of any Automated Teller Machine (ATM); 
 
(ii) In any public transportation vehicle, such as a bus or train, or within twenty (20) feet of where such a 
vehicle takes on or releases passengers; 
 
(iii) In any outdoor dining area or within twenty (20) feet of any outdoor space where individuals are 
consuming food or beverage; or 
 
(iv) At any permitted special event or within twenty (20) feet of a permitted special event entrance or exit. 
 
(3)  Penalty.   
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(a) A person who violates or fails to comply with any of the provisions of this section shall be guilty of a 
misdemeanor punishable by a fine of up to five hundred dollars ($500), plus costs, or imprisonment for up to 
ninety (90) days, or both such fine and imprisonment. Each day that a violation continues after due notice has 
been served shall be deemed a separate offense and a separate violation subject to enforcement action. 
 
(b) This section does not prohibit a person from being charged with, convicted of, or punished for any other 
violation of law, including a violation of law arising out of the same transaction as the violation under this 
section. 
 
(4) Severability.   
 
Should any section, subdivision, clause or phrase of this Ordinance be declared by the courts to be invalid, 
the validity of the Ordinance as a whole, or in part, shall not be affected other than the part invalidated.  
 
Sec. 18-110—18-130. - Reserved. 
 

Section 3. This Ordinance takes effect thirty (30) days from the date of adoption. 

 

The foregoing Ordinance No. 2024-04 was adopted by Jackson City Council on June 11, 2024 and a 
summary was published on June 15, 2024. 

 

 

_____________________________________  _______________________________________ 

Andrea Muray, City Clerk     Daniel Mahoney, Mayor 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Amendment to Sec 22-8 Special Assessments 

 
Recommendation: 
 
 Approve the amendment to Section 22-8   
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jonathan Greene, City Manager  

DATE: June 11, 2024 

 
RECOMMENDATION:  

 
ISSUE STATEMENT  

In 2020 Chapter 22 of the Code of Ordinances was amended to provide an opportunity for 
those affected by special assessments to draft a petition against the project and require 6 
affirmative votes by council members to proceed with the project.  This has had the unintended 
consequence of limiting or denying much needed projects that benefit from additional state and 
federal funds. 

DESCRIBE THE CONSEQUENCES 

If we continue to allow carte blanch ability for property owners to block much needed 
infrastructure projects that are required for the good of the city, we will risk missing out on 
funding opportunities that could make projects less burdensome to property 
owners.  Additionally, continued denial of projects will result in no new investment in our 
infrastructure, thus making the remedy for deteriorating infrastructure that much more 
expensive.   

OWNERSHIP  

As City Manager I have a broad view of the city and its needs.  While projects may be 
individually burdensome, the needs of the greater good must be placed above the desires of a 
few.  It is my intent to allow for the continuance of leveraging state and federal resources on 
much-needed infrastructure projects. 

SOLUTION  

By amending Section 22-8 of the Special Assessment Ordinance to allow property owners an 
opportunity to officially voice their dissent of a project on local streets or those not receiving 
project specific state and federal resources but not on those that do receive said resources we 
can better strike the balance of being responsive to our constituents concerns while also 
making the necessary improvements to city infrastructure.    
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                                                      FACILITATE IMPLEMENTATION 

Approve the amendment to Section 22-8  

 

ATTACHMENTS 

1. Sec._22_8 SA amendment MMH revised 6.5.24 
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   Created: 2024-04-09 12:18:12 [EST]

(Supp. No. 87)

Page 1 of 1

Sec. 22-8. Hearing; action on roll.

The city council sitting as a board of review shall review the special assessment roll and consider all 
objections and comments made at the public hearing. The city council may correct or amend such roll as to any 
assessment or description of property or any other matter appearing thereon. The city council may reject such 
assessment roll and the same proceedings shall be had in making a new roll as in the making of an original roll. If, 
after hearing all objections and comments and making any corrections to the special assessment roll it deems 
necessary the city council determines that assessments are in proportion to benefits derived or to be derived, it 
shall pass a resolution reciting said determination, confirming said roll and stating all of the following: 

(a) The date upon which the first installment of the special assessment, if installment payments are 
allowed, is due and payable; 

(b) The number of annual installments, which shall not exceed fifteen (15), in which the special assessment 
may be paid; and 

(c) The rate of interest to be charged upon such annual installments. 

If the public improvement consists of improvements to a local city street as defined under MCL 247.658, 
including repaving, resurfacing, and/or reconstructionng of the a local street and was originally commenced by 
resolution of the city council on its own initiative as provided in section 22-1, no original assessment roll shall be 
confirmed except by affirmative vote of six (6) members of the city council if prior to such confirmation, written 
objections to the proposed improvement have been filed with the city clerk by 5:00 p.m. on the date of the city 
council vote by the owners of more than fifty percent (50%) of the lots or parcels of land in the proposed special 
assessment district. Those lots or parcels which are exempt from taxation, and not subject to special assessment, 
shall be excluded from the percentage calculation.  Theis provisions of this paragraph shall not apply to special 
assessmentspublic improvements consisting of proposed improvements to the city’s major street systems. and/or 
projects utilizing project specific public infrastructure funds from state and federal sources. 

The city council shall also authorize the city treasurer to collect the various amounts on the roll in accordance 
with the resolution. Such roll shall have the date of confirmation by the city council endorsed thereon by the city 
clerk, and shall be final and conclusive for the purpose of the public improvement to which it pertains. 

(Ord. No. 98-20, § 4, 8-18-98; Ord. No. 2013-16, § 2, 8-13-13, eff. 9-12-13; Ord. No. 2020-11, 8-11-20)
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve a Resolution to Amend the Fiscal Year 2023/24 General Fund, Project 
Safe Neighborhood Fund, and Recreation Millage Fund Budgets 

 
Recommendation: 
 
 Approve the resolution to amend the fiscal year 2023/24 General Fund, Project Safe 

Neighborhood Safe Neighborhood Fund, and Recreation Millage Fund budgets  

Attached is a memo from Heather Ehnis, Finance Director, regarding the budget amendment 
requests and resolution. 
 
I recommend your approval of this resolution. Your consideration and concurrence is 
appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Heather Ehnis, Chief Financial Officer  

DATE: June 11, 2024 

 
RECOMMENDATION: Approval of a budget resolution to amend the fiscal year 2023/24 
General Fund, Project Safe Neighborhood Safe Neighborhood Fund, and Recreation Millage 
Fund budgets. 

 
ISSUE STATEMENT  

The General Fund Treasurer's Department and Office of Highway Safety Planning activities, 
Project Safe Neighborhood Fund, and Recreation Millage Fund require a budget resolution to 
amend the fiscal year 2023/24 budgeted revenue and expenditures. 

DESCRIBE THE CONSEQUENCES 

This is an amendment to the fiscal year 2023/24 budget to increase revenue and 
expenditures.  Funding for the increased expenditures in each activity or fund is supported by 
current year revenue. 

OWNERSHIP  

The City Council previously approved the fiscal year 2023/24 budgets.  The budgets require an 
amendment to reflect increased expenditures to remain in compliance with the Adopted Budget 
and the State Budget Act. 
 
Each year when the May financial statements are available, budgets for the current fiscal year 
are reviewed to determine if estimated expenditures will exceed budgeted amounts.  The 
current fiscal year budget is amended annually in May by the City Council through the budget 
process and resolution. Therefore, it is impossible to include any necessary adjustments found 
during this review in that resolution. 

SOLUTION  

GENERAL FUND 
The Treasurer's Department experienced increased expenses due to termination pay from an 
employee retirement and the purchase of a copier originally planned for fiscal year 2024/25. 
The amendment adds additional expenses of $20,000 and is supported by current year revenue 
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in the general fund. 
 
The Office of Highway Safety Planning (OHSP) grant was overlooked when revising the fiscal 
year 2023/24 budget. The amendment adds grant revenue and expenditures of $9,836 to each. 
  
PROJECT SAFE NEIGHBORHOOD FUND 
This grant's performance period is scheduled to end in September 2024. The police department 
and its community partners are scheduling staff to utilize the funds before they expire. Grant 
revenue and expenditures will be amended to increase by $86,512 each. 
  
RECREATION MILLAGE FUND 
The Recreation Millage Fund experienced a significant increase in program activity in the fiscal 
year 2023/24 due to increased community interest from previous years.  As such, additional 
equipment is needed to accommodate participants.  The Recreation Millage Fund requests an 
additional $30,000 to further the recreation programs.  The increase is supported by current 
year revenue. 

                                                      FACILITATE IMPLEMENTATION 

I recommend approval of the resolution to amend the fiscal year 2023/24 General Fund, Project 
Safe Neighborhood Fund, and Recreation Millage Fund budgets to remain in compliance with 
the Adopted Budget and the Budget Act. 

 

ATTACHMENTS 

1. Budget Resolution_2024-06-11 
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RESOLUTION

BY THE CITY COUNCIL:

WHEREAS, the City adopted the amended 2023/24 Budget on May 28, 2024; and

WHEREAS, the General Fund Treasurer's Department and  Office of Highway Safety Planning Fund projected
expenditures to exceed amounts currently budgeted for the fiscal year 2023/24; and

WHEREAS, the Project Safe Neighborhood Fund and Recreation Millage Fund also anticipates projected
expenditures to exceed amounts currently budgeted for fiscal year 2023/24; and

WHEREAS, sufficient funds exist in the General Fund, Project Safe Neighborhood Fund, and Recreation Millage Fund
to offset the increased expenditures;

NOW, THEREFORE, BE IT RESOLVED, that the fiscal year 2023/24 budget be amended as follows:

Increase Decrease

REVENUES:
101-000-000-699.000 Appropriation from General Fund 20,000$            
101-311-224-501.000 Federal Grant 9,836                

29,836$            -$                      
EXPENDITURES:

101-253-000-702.000 Termination Pay 15,000$            
101-253-000-980.001 Office Equipment 5,000                
101-311-224-709.000 FICA 140                   
101-311-224-713.000 Overtime 9,600                
101-311-224-724.000 Workers Compensation 96                     

29,836$            -$                      

REVENUES:
273-323-220-501.000 Federal Grant 86,512$            

86,512$            -$                      
EXPENDITURES:

273-323-220-709.000 FICA 848$                 
273-323-220-713.000 Overtime 58,481              
273-323-220-724.000 Workers Compensation 293                   
273-323-220-831.065 Blackman Twp. Dept. of Public Safety 4,741                
273-323-220-831.066 Jackson County Prosecutor's Office 400                   
273-323-220-831.067 Jackson County Sherriff's Office 12,653              
273-323-220-831.068 Michigan Department of Corrections 2,072                
273-323-220-831.069 Michigan State Police 4,563                
273-323-220-831.070 Michigan State University 2,461                

86,512$            -$                      

GENERAL FUND

PROJECT SAFE NEIGHBORHOOD FUND

1
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Increase Decrease

REVENUES:
297-000-000-699.000 Appropriation from Recreation Millage Fund 30,000$            -$                  

30,000$            -$                      
EXPENDITURES:

297-757-000-761.019 Program Supplies - Athletic Programs 30,000$            -                        

30,000$            -$                  

***********************

State of Michigan    )
County of Jackson  ) ss
City of Jackson       )

     I, Andrea Muray, City Clerk in and for the City of Jackson, County and State aforesaid, do hereby certify that
the foregoing is a true and complete copy of a Resolution by the Jackson City Council on June 11, 2024.

IN WITNESS WHEREOF, I have hereunto affixed my signature and
the Seal of the City of Jackson, Michigan, on this 12th day of June, 2024.

Andrea Muray, City Clerk

RECREATION MILLAGE FUND

2
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve Amendment 1 to the 60-inch Interceptor Cleaning and Televising 
Engineering contract with Fishbeck of Lansing, Michigan  

 
Recommendation: 
 
 Approve Amendment 1 to the 60-inch Interceptor Cleaning and Televising Engineering 

contract with Fishbeck of Lansing, Michigan at a not-to-exceed cost of $5,000.00 and 
authorization for the City Manager and City Engineer to execute the appropriate 
documents.  

Attached is a report from Jon Dowling, City Engineer, regarding an amendment to the above 
referenced contract. 
  
I recommend approval of the amendment. Your consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jon Dowling, Engineer 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve Amendment 1 to the 60-inch Interceptor Cleaning and 
Televising Engineering contract with Fishbeck of Lansing, Michigan at a not-to-exceed cost of 
$5,000.00 and authorization for the City Manager and City Engineer to execute the appropriate 
documents. 

 
ISSUE STATEMENT  

On September 26, 2023, City Council awarded the 60-inch Interceptor Cleaning and 
Televising Engineering contract to Fishbeck for preliminary design and construction engineering 
of a project to clean and televise the 60-inch North Extension Sewer between the Myrtle Lift 
Station and the waste water treatment plant.  This work requires railroad and ACE/EGLE (Army 
Corp of Engineers / Michigan Department of Environment, Great Lakes and Energy) permits 
and an analysis of the sludge in the subject sewer to determine means of disposal along with 
other duties. 

DESCRIBE THE CONSEQUENCES 

During the design of the project it was determined that an access road needed to be built from 
the Waste Water Treatment Plant to a manhole on the north side the railroad that crosses over 
the subject sewer.  This area involves wetlands and was not part of the original scope of the 
engineering contract. 
  
The attached letter from Fishbeck describes the issues with the wetlands and their request for 
an additional $5,000 

OWNERSHIP  

Engineering is responsible for overseeing professional services contracts relating to sewer 
construction. 

SOLUTION  

Compensate the consultant, Fishbeck, for the added time and associated costs as itemized on 
the attached letter dated May 24, 2024.    
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                                                      FACILITATE IMPLEMENTATION 

Approve Amendment 1 to the 60-inch Interceptor Cleaning and Televising Engineering contract 
with Fishbeck of Lansing, Michigan at a not-to-exceed cost of $5,000.00 and authorization for 
the City Manager and City Engineer to execute the appropriate documents. 

 

ATTACHMENTS 

1. LT_Jackson_Interceptor Cleaning and Televising2_2024_0524 
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\\CORP.FTCH.COM\ALLPROJECTS\2023\232056\WORK\CONTRACTS\LT_JACKSON_INTERCEPTOR CLEANING AND TELEVISING2_2024_0524.DOCX

May 24, 2024  
Project No. 232056

Troy White  
Assistant City Engineer
City of Jackson
161 West Michigan Avenue
Jackson, MI 49204

Additional Compensation Request 
Cleaning and Televising of the 60-inch Interceptor – Jackson, Michigan

Fishbeck would like to respectively request additional compensation to finalize the bid documents for cleaning 
and televising of the 60-inch interceptor that runs from the Myrtle Pump Station to the Wastewater Treatment 
Plant (WWTP). 

During EGLE’s permitting process for the permanent access drive from the WWTP to MH 00-010, they required 
additional information and another site visit. Along with the added requests, EGLE was going to require costly 
wetland mitigation with the assumption that the proposed drive fell within forested wetland. Fishbeck 
recommended a $2,500 wetland boundary assessment in hopes that this would greatly reduce or eliminate the 
mitigation requirements. The proposed drive is now outside of the wetland, and the permit is on public notice. 
We anticipate that the permit will be in hand by approximately June 3, 2024. Extra time and effort was required 
during the permit process for the drive which was not assumed as part of the original contract. 

Fishbeck is requesting Five Thousand Dollars ($5,000) for the additional work to complete the bid documents for 
the make-ready contract, along with the cleaning and televising contract. 

If you have any questions or require additional information, please contact me at 517.887.4009 or 
defalkowski@fishbeck.com.

Sincerely,

Deann E. Falkowski, PE
Vice President/Senior Civil Engineer

By email
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve a resolution to enter into an agreement with the United States 
Department of Transportation (USDOT) and the Michigan Department of 
Transportation (MDOT) for street reconstruction  

 
Recommendation: 
 
 Approve a resolution to enter into an agreement with the United States Department of 

Transportation (USDOT) and the Michigan Department of Transportation (MDOT) for 
street reconstruction on Martin Luther King Jr Drive from South Street to Morrell Street 
and authorize the Mayor and City Clerk to execute the appropriate documents.  

Attached is a report and resolution from Jon Dowling, City Engineer, requesting adoption to 
enter into a three party agreement with USDOT and MDOT as outlined above and in the 
attached report. 
  
I recommend adoption of the resolution. Your consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jon Dowling, Engineer 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve a resolution to enter into an agreement with the United States 
Department of Transportation (USDOT) and the Michigan Department of Transportation 
(MDOT) for street reconstruction on Martin Luther King Jr Drive from South Street to Morrell 
Street and authorize the Mayor and City Clerk to execute the appropriate documents.  

 
ISSUE STATEMENT  

The City of Jackson has been awarded a federal Rebuilding American Infrastructure with 
Sustainability and Equity (RAISE) grant in the amount of $6,785,245 for street reconstruction on 
Martin Luther King Jr Drive from South Street to Morrell Street. 
  
A three party agreement, R23-MI-MLK, has been prepared for the USDOT to provide the grant 
funds, MDOT to provide oversight of the grant funds and the City of Jackson to administer the 
construction contract for the grant funded project work.   

DESCRIBE THE CONSEQUENCES 

If agreement R23-MI-MLK is not approved by City Council, the RAISE grant will expire. 
  
The construction estimate for the roadwork is $7,539,161 with the RAISE grant being 
$6,785,245 and the City share being $753,916. 

OWNERSHIP  

  
Engineering is responsible for planning and executing the construction of capital improvements 
to the City’s infrastructure.  To this end, Engineering has obtained the subject RAISE grant to 
reconstruct Martin Luther King Jr Drive from South Street to Morrell Street. 

SOLUTION  

Approve the subject three party agreement R23-MI-MLK between USDOT, MDOT and the City 
of Jackson so that the grant funding can be exercised and the project to reconstruct Martin 
Luther King Jr Drive can proceed. 
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                                                      FACILITATE IMPLEMENTATION 

Approve a resolution to enter into a three party agreement with the United States Department of 
Transportation (USDOT) and the Michigan Department of Transportation (MDOT) for grant 
funding for street reconstruction on Martin Luther King Jr Drive from South Street to Morrell 
Street, and authorize the Mayor and City Clerk to execute the appropriate documents. 

 

ATTACHMENTS 

1. RESOLUTION for USDOT MDOT Agreement approval MLK 
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RESOLUTION 
 

BY CITY COUNCIL: 
 
 WHEREAS, Martin Luther King Jr Drive from South Street to Morrell Street is in need of 
improvements; and  
 
 WHEREAS, the project has been awarded a federal Rebuilding American Infrastructure 
with Sustainability and Equity (RAISE) grant in the amount of $6,785,245 for this project; and 
 
 WHEREAS, the agreement R23-MI-MLK for this project has been prepared by the United 
States Department of Transportation (USDOT) and Michigan Department of Transportation 
(MDOT) and forwarded to the City of Jackson for approval; and 
 

WHEREAS, the estimate for the construction work is $7,539,161 with the RAISE grant 
being $6,785,245 and the City share being $753,916. 
 
 NOW, THEREFORE, BE IT RESOLVED that the City Council does approve the 
reconstruction on Martin Luther King Jr Drive from South Street to Morrell Street; and 
 
 BE IT FURTHER RESOLVED that the City Council does approve entering into agreement 
R23-MI-MLK with the USDOT and MDOT for the reconstruction on Martin Luther King Jr Drive 
from South Street to Morrell Street; and 
 
 BE IT FURTHER RESOLVED that the City Council does authorize the Mayor and the 
City Clerk to sign the agreement documents on behalf of the City. 
 

* * * * 
State of Michigan ) 
County of Jackson )ss 
City of Jackson ) 
 
I, Andrea Muray, City Clerk in and for the City of Jackson, County and State aforesaid, do hereby 
certify that the foregoing is a true and complete copy of a resolution adopted by the Jackson City 
Council on the 11th day of June, 2024. 
 

IN WITNESS WHEREOF, I have hereto 
affixed my signature and the Seal of the City 
of Jackson, Michigan, on this 12th day of 
June, 2024. 
 

___________________________________  ___________________________________ 
Daniel Mahoney, Mayor    Andrea Muray, City Clerk 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve Change Order 2 to the MLK Equality Trail, West to Prospect contract 
with Dunigan Brothers, Inc.  

 
Recommendation: 
 
 Approve Change Order 2 to the MLK Equality Trail, West to Prospect contract with 

Dunigan Brothers, Inc. in the increased amount of $722.70 to balance contract 
quantities to match quantities placed in the field and authorize the City Manager and 
City Engineer to execute the appropriate document.  

Attached is a report and documentation from Jon Dowling, City Engineer, regarding approval of 
Change Order 2 to the MLK Equality Trail, West to Prospect contract. 
  
I recommend approval of the change order. Your consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jon Dowling, Engineer 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve Change Order 2 to the MLK Equality Trail, West to Prospect 
contract with Dunigan Brothers, Inc. in the increased amount of $722.70 to balance contract 
quantities to match quantities placed in the field and authorize the City Manager and City 
Engineer to execute the appropriate document. 

 
ISSUE STATEMENT  

Work for the MLK Equality Trail, West to Prospect contract with Dunigan Brothers, Inc. is now 
complete. As such, the attached balancing Change Order has been prepared to align estimated 
contract quantities with actual quantities placed in the field. 
  
As demonstrated on the attached table, the final field quantities for the turf restoration have 
been item increased.  This was necessary for additional turf restoration work performed in the 
spring to address rutting from vehicle traffic on the trail over the past winter season.  
  
Balancing change orders do not represent a significant change or expansion in the scope of 
contract.  It is standard practice for balancing change orders to be prepared and approved by 
both the owner and the contractor at the conclusion of a construction project to ensure there is 
agreement by both parties regarding the work completed. 

DESCRIBE THE CONSEQUENCES 

The agreement between the City and the contractor on balancing change orders is a part of the 
process for completing and closing out contracts.   Once the balancing change order is 
approved, the process to close the contract can be concluded.   
  
The work contained with the attached work order is minor in scope and was time sensitive so 
that turf could be established during the spring growing season.  As such, the work contained 
within this change order was ordered to proceed prior to its approval.  Failure to approve the 
attached change order will impact the City’s ability to take minor but time sensitive corrective 
action to address defects that are not the fault of the contractor and outside of the scope of the 
contract.  
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This change order represents an increase of $722.70, bringing the current contract amount to 
$660,487.24. 

OWNERSHIP  

Engineering is responsible for planning and executing the construction of capital improvements 
to the City’s infrastructure - including the trail network.  To this end, Engineering developed this 
project to reconstruct the pavement on the Martin Luther King Equality Trail from West Avenue 
to Prospect Street.  
  
On June 13, 2023, City Council approved the award of the contract to Dunigan Brothers, Inc. of 
Jackson, Michigan in the amount of $695,719.55.   
  
On January 16, 2024, City Council approved change order one to the contract in the decreased 
amount of $35,955.01 to balance the majority of the work that was performed in 2023. 

SOLUTION  

Engineering has prepared this balancing Change Order Two after final quantities were 
measured in the field.  The contractor is in agreement with the final quantity contained with this 
balancing change order. 

                                                      FACILITATE IMPLEMENTATION 

Approve Change Order 2 to the MLK Equality Trail, West to Prospect contract with Dunigan 
Brothers, Inc. in the increased amount of $722.70 to balance contract quantities to match 
quantities placed in the field and authorize the City Manager and City Engineer to execute the 
appropriate document. 

 

ATTACHMENTS 

1. ENG23-07_MLK TRAIL_WEST TO PROSPECT_CO2_BALANCING CO_SIGNATURE 
SHEET 
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CHANGE ORDER NO. 2 

To Contract for 

ENG23-07 MLK Equality Trail from West Avenue to Prospect Street 

City of Jackson, Michigan 

 
Notice is hereby given that the following additional information and changes shall become a part 
of the Contract Documents, Plans and Specifications of the above-named contract. 
 
ORIGINAL CONTRACT AMOUNT $    695,719.55 
 
APPROVED CHANGE ORDER NO. 1 $     (35,955.01) 
 
CURRENT CONTRACT AMOUNT AS SET BY CHANGE ORDER NO. 1 $    659,764.54 
 
CHANGE ORDER NO. 2                                                                                   $ 722.70 
 
NEW CONTRACT AMOUNT AS SET BY CHANGE ORDER NO. 2                $ 660,487.24 
 
REASON FOR CHANGE: 
 

To balance contract quantities for authorized items to match quantities placed in the field. 
 

CONTRACT COMPLETION: 
 

The contract completion date remains unchanged. 
 
 
 
  _____________________________________ 

 Prepared by Troy R. White, P.E.  
   Assistant City Engineer 
ACCEPTED BY: 
 
 
_____________________________________  _______________________________ 
Dunigan Brothers, Inc.  Date: 
 
 
ACCEPTED BY: 
 
 
_____________________________________ _______________________________ 
Jon H. Dowling, P.E., City Engineer Date: 
 
 
ACCEPTED BY: 
 
 
____________________________________  _______________________________ 
Jonathan Greene, City Manager  Date: 
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ADDITIONS AND SUBTRACTIONS: Quantities for Contract pay items shall be increased or decreased as follows:

ADD DEDUCT

0001 1100001 Mobilization, Max 1.00 0.00 0.00 LS 35,000.00$     -$                    -$                 

0002 2010001 Clearing 1.44 0.00 0.00 Acre 21,310.00$     -$                    -$                 

0003 2020004 Tree, Rem, 6 inch to 18 inch 4.00 0.00 0.00 Ea 1,620.00$       -$                    -$                 

0004 2040020 Curb and Gutter, Rem 170.50 0.00 0.00 Ft 7.90$              -$                    -$                 

0005 2040055 Sidewalk, Rem 267.54 0.00 0.00 Syd 5.90$              -$                    -$                 

0006 2047001 _ Pavt, Sawcut 59.00 0.00 0.00 Ft 3.00$              -$                    -$                 

0007 2047011 _ HMA Surface, REM, Modified 3,249.00 0.00 0.00 Syd 4.60$              -$                    -$                 

0008 2050031 Non Haz Contam Matl Handling and Disp, 0.00 0.00 0.00 Cyd 62.00$            -$                    -$                 

0009 2057011 _ Subgrade Undercutting, 1 x 3 0.00 0.00 0.00 Syd 82.20$            -$                    -$                 

0010 2057021 _ Geogrid 0.00 0.00 0.00 Cyd 3.90$              -$                    -$                 

0011 2080016 Erosion Control, Gravel Access Approach 0.00 0.00 0.00 Ea 196.60$          -$                    -$                 

0012 2080036 Erosion Control, Silt Fence 0.00 0.00 0.00 Ft 3.10$              -$                    -$                 

0013 2087050 _ Erosion Control, Inlet Protection, Grate F 0.00 0.00 0.00 Ea 66.50$            -$                    -$                 

0014 2090001 Project Cleanup 1.00 0.00 0.00 LS 5,895.00$       -$                    -$                 

0015 3027011 _ Aggregate Bae, 6 inch, 21AA, Modified 4,400.00 0.00 0.00 Syd 22.00$            -$                    -$                 

0016 3060020 Maintenance Gravel 0.00 0.00 0.00 Ton 1.20$              -$                    -$                 

0017 5010025 Hand Patching 0.00 0.00 0.00 Ton 272.40$          -$                    -$                 

0018 6020015 Conc Base Cse, Nonreinf, 6 inch 0.00 0.00 0.00 Syd 65.40$            -$                    -$                 

0019 6020104 Conc Pavt, Nonreinf, 8 inch 38.00 0.00 0.00 Syd 87.20$            -$                    -$                 

0020 8020002 Curb, Conc, Det E2 0.00 0.00 0.00 Ft 38.70$            -$                    -$                 

0021 8027001 _ Curb and Gutter, Conc, Det F4 81.50 0.00 0.00 Ft 36.30$            -$                    -$                 

0022 8030010 Detectable Warning Surface 79.50 0.00 0.00 Ft 48.40$            -$                    -$                 

0023 8030030 Curb Ramp Opening, Conc 89.00 0.00 0.00 Ft 36.30$            -$                    -$                 

0024 8030044 Sidewalk, Conc, 4 inch 453.00 0.00 0.00 Sft 6.10$              -$                    -$                 

0025 8032002 Curb Ramp, Conc, 6 inch 764.00 0.00 0.00 Sft 9.40$              -$                    -$                 

0026 8060020 Shared use Path, Conc 4,887.00 0.00 0.00 Syd 51.00$            -$                    -$                 

0027 8060030 Shared use Path, Grading 3,592.00 0.00 0.00 Ft 17.50$            -$                    -$                 

0028 8100371 Post, Steel, 3 lb 364.00 0.00 0.00 Ft 10.30$            -$                    -$                 

0029 8100402 Sign, Type III, Erect, Salv 0.00 0.00 0.00 Ea 90.80$            -$                    -$                 

0030 8100403 Sign, Type III, Rem 24.00 0.00 0.00 Ea 90.80$            -$                    -$                 

0031 8100405 Sign, Type IIIB 120.00 0.00 0.00 Sft 21.80$            -$                    -$                 

0032 8110041 Pavt Mrkg, Ovly Cold Plastic,12in,X-Walk 96.00 0.00 0.00 Ft 6.10$              -$                    -$                 

0033 8110343 Rem Spec Mrkg 0.00 0.00 0.00 Sft 6.10$              -$                    -$                 

0034 8120012 Barr, Type III, High Inten, Dbl Sided, Ltd, F 17.00 0.00 0.00 Ea 67.00$            -$                    -$                 

0035 8120013 Barr, Type III, High Inten, Dbl Sided, Ltd, O 17.00 0.00 0.00 Ea 6.10$              -$                    -$                 

0036 8120026 Pedestrian Type II Barricade, Temp 8.00 0.00 0.00 Ea 121.10$          -$                    -$                 

0037 8120035 Channelizing Device, 42 in, Fluor, Furn 0.00 0.00 0.00 Ea 18.20$            -$                    -$                 

Item Description

ENG23-07 MLK EQUALITY TRAIL RECONSTRUCTION

Prop 
Line

BALANCING CHANGE ORDER NUMBER 2

AmountCurrent 
Contract 
Quantity

Quantity 
Change

Final 
Quantity

Units  Unit Price Item Code

FROM WEST AVENUE TO PROSPECT STREET

Page 1 of 2, 5/28/2024
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ADDITIONS AND SUBTRACTIONS: Quantities for Contract pay items shall be increased or decreased as follows:

ADD DEDUCT
Item Description

ENG23-07 MLK EQUALITY TRAIL RECONSTRUCTION

Prop 
Line

BALANCING CHANGE ORDER NUMBER 2

AmountCurrent 
Contract 
Quantity

Quantity 
Change

Final 
Quantity

Units  Unit Price Item Code

FROM WEST AVENUE TO PROSPECT STREET

0038 8120036 Channelizing Device, 42 in, Fluor, Oper 0.00 0.00 0.00 Ea 1.20$              -$                    -$                 

0039 8120140 Lighted Arrow, Type C, Furn 0.00 0.00 0.00 Ea 242.10$          -$                    -$                 

0040 8120141 Lighted Arrow, Type C, Oper 0.00 0.00 0.00 Ea 121.10$          -$                    -$                 

0041 8120170 Minor Traf Devices 1.00 0.00 0.00 LS 14,110.00$     -$                    -$                 

0042 8120350 Sign, Type B, Temp, Prismatic, Furn 376.25 0.00 0.00 Sft 2.40$              -$                    -$                 

0043 8120351 Sign, Type B, Temp, Prismatic, Oper 376.25 0.00 0.00 Sft 1.20$              -$                    -$                 

0044 8120352 Sign, Type B,Temp,Prismatic,Spec, Furn 70.50 0.00 0.00 Sft 8.50$              -$                    -$                 

0045 8120353 Sign, Type B,Temp,Prismatic,Spec, Oper 70.50 0.00 0.00 Sft 1.20$              -$                    -$                 

0046 8120370 Traf Regulator Control 1.00 0.00 0.00 LS 1.00$              -$                    -$                 

0047 8122199 Reflective Panel for Temp Sign Supp,Oper 0.00 0.00 0.00 Ea 33.10$            -$                    -$                 

0048 8150002 Watering and Cultivating, 1st Season, Min 1.00 0.00 0.00 LS 3,025.00$       -$                    -$                 

0049 8150003 Watering and Cultivating, 2nd Season, Min 1.00 0.00 0.00 LS 3,025.00$       -$                    -$                 

0050 8150145 Acer rubrum 'Red Sunset', 2 inch 2.00 0.00 0.00 Ea 823.20$          -$                    -$                 

0051 8152885 Platanus x acerifolia 'Bloodgood', 2  inch 2.00 0.00 0.00 Ea 774.70$          -$                    -$                 

0052 8157050 _ Bench, Rem 2.00 0.00 0.00 Ea 136.10$          -$                    -$                 

0053 8157050 _ Bench, Covered, Rem 1.00 0.00 0.00 Ea 393.20$          -$                    -$                 

0054 8157050 _ Landscape Planter, Rem 2.00 0.00 0.00 Ea 491.40$          -$                    -$                 

0055 8157050 _ Steel Gate and Fence, Rem 1.00 0.00 0.00 Ea 408.20$          -$                    -$                 

0056 8157050 _ Tree, Transplan, 6.0 to 7.0 inch Caliper 1.00 0.00 0.00 Ea 1,815.00$       -$                    -$                 

0057 8167011 _ Turf Establishment, Performance 9,148.00 99.00 9,247.00 Syd 7.30$              722.70$              -$                 

0058 8197050 _ Light, Shobox, Install 2.00 0.00 0.00 Ea 1,415.00$       -$                    -$                 

0059 8207001 _ Conduit, 1-1/2 inch, Sch 80/PVC (Empty 0.00 0.00 0.00 Ft 92.00$            -$                    -$                 

0060 8207050 _ Infrared Bollar, Fdn 0.00 0.00 0.00 Ea 2,265.00$       -$                    -$                 

0061 8207050 _ Infrared Bollard, Reinstall 4.00 0.00 0.00 Ea 1,910.00$       -$                    -$                 

0062 8207050 _ Infrared Bollard, Fdn, Rem 4.00 0.00 0.00 Ea 1,310.00$       -$                    -$                 

0063 8207050 _ Infrared Bollard, Rem and Salv 4.00 0.00 0.00 Ea 566.10$          -$                    -$                 

0064 8207050 _ Lending Library, Relocate 0.00 0.00 0.00 Ea 266.10$          -$                    -$                 

0069 4030006 Dr Structure Cover, Adj, Case 2 1.00 0.00 0.00 Ea 400.00$          -$                    -$                 

0074 8182363 Wood Pole, Rem 6.00 0.00 0.00 Ea 200.00$          -$                    -$                 

0079 2050010 Embankment, CIP 180.00 0.00 0.00 Cyd 25.00$            -$                    -$                 

Total: 722.70$              -$                 

Net Change: 722.70$              

Current Contract Amount: 659,764.54$       

Revised Contract Amount: 660,487.24$       

Page 2 of 2, 5/28/2024
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve acknowledgment of a third party agreement with Consumers Energy  

 
Recommendation: 
 
 Approve acknowledgment of a third party agreement with Consumers Energy to allow 

Jackson County’s Mike Levine Lakelands Trail Extension easement to cross the City’s 
sanitary sewer easement and authorize the City Manager and City Clerk to execute the 
appropriate document.  

Attached is a report and documentation from Jon Dowling, City Engineer, regarding the 
acknowledgement of third party agreement with Consumers Energy for an easement to Jackson 
County for the construction of the Mike Levine Lakelands Trail Extension that will cross the City 
easement for sanitary sewer. 
  
I recommend that the easements be granted. Your consideration and concurrence is 
appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Jon Dowling, Engineer 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve acknowledgment of a third party agreement with Consumers 
Energy to allow Jackson County’s Mike Levine Lakelands Trail Extension easement to cross the 
City’s sanitary sewer easement and authorize the City Manager and City Clerk to execute the 
appropriate document. 

 
ISSUE STATEMENT  

Construction of the Lake to Lake non-motorized trail from Lake Michigan (at South Haven) to 
Lake Huron (at Port Huron) commenced in 1991 and has continued in segments across 
southern Michigan since that time. In the Jackson area, the Falling Waters Trail in Summit 
Township, the Martin Luther King Equality Trail in the City of Jackson and the Mike Levine 
Lakelands Trail in Blackman Township are segments of the Lake to Lake Trail. This is also part 
of the Iron Belle Trail which the state of Michigan established in 2012. 
  
Jackson County has received a grant to build this trail segment between the northernmost end 
of the City’s Martin Luther King Equality Trail (at the intersection of Monroe Street and the 
Grand River) and the southernmost end of the Mike Levine Lakelands Trail (at the intersection 
of Parnall Road and Cooper Street). The segment that Jackson County will construct is named 
the Mike Levine Lakelands Trail Extension. 
  
The route for the County’s proposed trail extension will cross the City’s sanitary sewer to the 
wastewater treatment plant.  The City’s sewer is on property owned by Consumers Energy and 
within an easement obtained from Consumers Energy dated September 6, 1934.   The City 
must acknowledge that the new County trail extension easement will cross the City’s existing 
sewer easement before Consumers Energy will grant the trail extension easement to the 
County. 
  
The acknowledgment of the County’s easement and resulting trail extension construction will 
not impact the operation and maintenance of the City’s sanitary sewers or the wastewater 
treatment plant.   
  

DESCRIBE THE CONSEQUENCES 
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• If the City of Jackson acknowledges and allows the requested easement, construction of 
the trail will proceed. 

• If the City of Jackson does not approve the grant the requested easements, this segment 
of the Lake to Lake trail will not be constructed with the current grant.   

OWNERSHIP  

• Although most of subject trail segment is beyond the City Limits, it will provide a benefit 
to the City of Jackson as it will provide connectivity to the larger state-wide trail system 
and help make Jackson a recreation destination.  This project is part of the previously 
approved Jackson City + County Non-motorized Plan. 

• There is no cost to the City for the construction of this trail segment or the easement 
acknowledgment. 

 

SOLUTION  

The acknowledgement of the easement grant requests will allow the construction of Jackson 
County’s project to proceed. 

                                                      FACILITATE IMPLEMENTATION 

Approve acknowledgment of a third party agreement with Consumers Energy to allow Jackson 
County’s Mike Levine Lakelands Trail Extension easement to cross the City’s sanitary sewer 
easement and authorize the City Manager and City Clerk to execute the appropriate document. 

 

ATTACHMENTS 

1. 3rd party acknowledgement form. 
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3RD PARTY ACKNOWLEDGEMENT FORM  

 

 ___________________________    has requested use of Consumers Energy property for an 
improvement project within your agreement area.   

 

By your signature below you acknowledge and accept that you have reviewed and understand the 
implications of the improvement as it relates to your agreement area.  

  

_____________________________________________   

Signature                                                               Date  

_____________________________________________   

Signature                                                               Date  

 

Name(s):______________________________________  

Address: ______________________________________  

Phone: ________________________________________  

Email: ________________________________________  

 

If you need information regarding your agreement with Consumers Energy, please contact your Land 
Manager listed below.  

  

Lisa Groom 
Cell: 517.745.5973   
Email: lisa.groom@cmsenergy.com 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: 2024-25 Insurance Renewal 

 
Recommendation: 
 
  Approve the Renewal of the City of Jackson’s Liability and Property Insurance Through 

the Michigan Municipal League’s Liability & Property Pool in the Amount of 
$699,294.00, and Authorize the City Attorney and Finance Director to Take Any Actions 
Necessary to Effectuate the Policy.  
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Matt Hagerty, City Attorney  

DATE: June 11, 2024 

 
RECOMMENDATION:  Approve the Renewal of the City of Jackson’s Liability and Property 
Insurance Through the Michigan Municipal League’s Liability & Property Pool in the Amount of 
$699,294.00, and Authorize the City Attorney and Finance Director to Take Any Actions 
Necessary to Effectuate the Policy. 

 
ISSUE STATEMENT  

Attached is a proposal and cost summary from the MML Liability & Property Pool for insurance 
coverage for the City of Jackson for Fiscal Year 2024-25. The amount of the annual premium is 
$699,294.00. This amount represents an increase of $13% over last year’s premium of 
$620,298.00. There are various factors contributing to the increase, but the primary one was the 
increase in total property coverage due to a comprehensive appraisal completed last year 
covering all City facilities, personal property, buildings, and related infrastructure. The total 
property coverages increased by 88% from $189.9M to $358M in insurable assets based on the 
appraisal. Other factors contributing to the increase were an increase in payroll by 8.3% and 4 
additional autos included on the Policy.  As in years past, the City will be receiving a dividend 
again this year in the amount of $53,675, which will reduce the “net premium” payable by the 
City to $645,917. As Council is aware, we have been with the MML Pool for a number of years. 
The City Attorney’s Office and other staff have been very pleased with both the service and 
coverage provided by the Pool. The MML Pool provides the City with counsel who are very 
experienced and experts in their fields, and a staff that promptly assists with the processing of 
any claims. It is my recommendation that we renew our insurance coverage with the MML 
Pool.   

DESCRIBE THE CONSEQUENCES 

The City is required to maintain liability and property insurance coverage by law, and this 
renewal approval will timely effectuate the 2024-25 policy prior to the expiration of the current 
policy in July. 

OWNERSHIP  

Page 123 of 339



Upon renewal, the City Attorney's Office, in coordination with any affected City Department, will 
process and handle all coverage matters and claims made under the policy, facilitate coverage 
determinations; coordinate with counsel; and finalize any settlements for covered claims.  

SOLUTION  

Approve the 2024-25 Insurance Policy Renewal with the MML Liability & Property Pool 

                                                      FACILITATE IMPLEMENTATION 

 Approve the Renewal of the City of Jackson’s Liability and Property Insurance Through the 
Michigan Municipal League’s Liability & Property Pool in the Amount of $699,294.00, and 
Authorize the City Attorney and Finance Director to Take Any Actions Necessary to Effectuate 
the Policy. 

 

ATTACHMENTS 

1. Insurance Renewal - Jackson Proposal 2024 

 

Page 124 of 339



 

1 
 

 

 
 

Proposal 

for the 

City of Jackson 
 

 
.Presented By: 

 
 

James Newman, LUTCF 
MML Liability & Property Pool 

(517) 243-5865 
 
 

May 31, 2024
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This proposal is intended to be only a summary of coverages and services.  
For specific details on coverage terms and conditions, please refer to the 
Michigan Municipal League Liability and Property Pool coverage document. 
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Executive Overview 
 
The Michigan Municipal League Liability and Property Pool has been a stable source of 
comprehensive municipal insurance and risk management services since 1982.  It is 
financially secure and positioned for long-term stability. 
 
The Pool staff is made up of municipal insurance experts. Municipal risk management is our 
only business, and we’re proud of it! 
 
The Pool provides insurance coverage designed specifically for Michigan municipal 
exposures, combined with a package of loss control programs, claims administration, legal 
defense and membership services that you won’t find anywhere else in Michigan. 
 
This quotation is based on the limits of coverage requested by the City of Jackson.  Higher 
limits may be available, subject to underwriting review by Pool Management.  Please submit 
requests for higher limits in writing to your Account Executive.  Your request will be 
considered by Pool Management. 
 
The insurance and related services described more fully in this proposal are being offered to 
the City of Jackson for an annual premium of $699,592.  (In addition, the MML Liability & 
Property Pool Board of Trustees voted to return another post-renewal dividend for Members 
renewing in 2024.  The city’s portion of the dividend return is estimated to be $53,675.The 
city will receive this dividend in the month following payment of your 2024 renewal premium.) 
 
We encourage you to compare the Pool with our competition.  Compare us based on price, 
coverage, service, financial security, experience and commitment to municipal risk 
management.  When you do, the advantages of Pool membership become clear. 
 
Thank you for being a Pool member.  We look forward to servicing your risk management 
program for many years to come. 
 
 

Our Mission 

To be a long-term, stable, cost-effective risk management alternative for 
members of the Michigan Municipal League Liability and Property Pool. 

 

 

Introduction 

What You Can Expect Of Us 
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 A commitment to learn, understand and respond to your insurance needs; 

 Continuous planning and innovation in product development and service delivery; 

 Products that meet your needs in terms of price, coverage and service; 

 Prompt, accurate, and courteous response to your questions, problems and claims; and 

 Knowledgeable and professional staff serving your needs consistently and with integrity. 

 

Your Pool Insures More Than . . . 

 433 Public Entity Members 

 139 Fire Departments 

 170 Law Enforcement Agencies 

 2,195 Police Officers 

 5,772 Miles of Streets/Roads 

 6,950 Vehicles 

 16 Electric Utilities 

 195 Water Utilities 

 218 Sewer Utilities 

 24 Municipal Marinas 

 $5 Billion of Property Values 

 206 Water Service Operations 

 17 Dams 
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Page 131 of 339



 

8 
 

 
 
The retention increased from $2,500 to $5,000.    
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Your Team of Experts 

                   
 

                   James Newman, LUTCF                                        Michael J. Forster 
        Municipal Account Executive                                     Pool Administrator 
                            (517) 243-5865                                                       (734) 669-6340 

 
                 Ellen Skender is retiring and 1-1-22, the new CSR is Katelyn Petracca 
 
                    
 
 
 
 
 
 
 
                Katelyn Petracca                                                   Joan Opett 
                  248-204-6160                                                    248-204-8579 
  Alpha Split:          (Le – Z)                                                             (A – La) 
 

Customer Service Representatives 
 

     
 
 
 

             
                            Tracy Mattiello                 Rod Pearson 
                               Claims Manager                                         Loss Control Manager  
                            (248) 204-8094                                               (248) 204-8036 
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Benefits of Pooling with the MML 

 

 Proven long-term availability and stability 

 Broad coverage document written specifically for Michigan municipalities 

 Services tailored to unique needs of Michigan municipalities 

 Member assets controlled by an elected Board of municipal officials 

 Equitable rating based on Pool experience in Michigan 

 Aggressive defense strategy – positive impact on case law 

 Professional, dedicated, and experienced local management, oversight and service 

 Decisions made and problems resolved by a group of your peers 

 Investment income and underwriting surplus used to benefit members 

 Lower expenses through tax-exempt and non-profit status 

 Special loss avoidance training sessions including: 

 Safety aspects of emergency vehicle operations 

 Accident investigation for supervisors 

 Confined spaces training 

 
 

 
 

The advantages of pooling can be summarized by: 
 

Service + Control + Value 
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City of Jackson Has . . . 

 

 $17,593,136. Annual Payroll 

 $358,228,034 of total values for real and personal property 

 189 Vehicles 

 45 Law Enforcement Officers  

 
 
 

Increased Liability Limits 

 
We cannot guarantee the adequacy of any limit of liability.  Due to the following factors, it may be 
prudent to consider higher limits: 

 

 Increased jury awards in your jurisdiction 

 Increased litigation trends 

 Protection of tax base against judgments in excess of your policy limits 

 

If you are interested in increasing your liability limits, please contact your Account Executive.
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Highlights of Coverages Provided 

Who Is Insured? 

The Pool member entity, elected and appointed officials, employees and authorized volunteers, and 
any person officially appointed to a Board or Commission 

General Liability 

In addition to standard liability coverages (bodily injury, property damage, products and completed 
operations) the Pool provides coverages that municipalities need on an occurrence basis with no 
aggregate liability limits: 
 

 Liability resulting from mutual aid agreements 

 Premises medical payments 

 Host liquor liability 

 Fire legal liability for real property 

 Ambulance and EMT malpractice 

 Watercraft liability, owned less than 26’ and non-owned less than 50’ 

 Special events  excluding - 

•Fireworks (unless endorsed) •Liquor Liability  • Mechanical Amusement Rides 
 

Fireworks Coverage Options:  (Fireworks application must be completed before coverage is endorsed) 

1. The MML Liability & Property Pool is primary (the Member is not added as an additional insured on a pyrotechnician’s 

coverage): 

Annual Aggregate Sublimit Additional Premium 

    $500,000 Yes 

 $1,000,000 Yes 

2. The MML Liability & Property Pool is excess (the Member is added as an additional insured on a pyrotechnician’s coverage): 

NO ADDITIONAL PREMIUM

 Athletic participation liability 

 Employee benefit liability   

 Cemetery operations coverage 

 Marina Operators coverage available 

 Up to $10 million in liability limits available 

 Pollution coverage for Hazardous Response 
Teams 

 Cyber Liability and Data Breach Response 
Coverage – as described on MMLCYD (09/17) 

General Liability Exclusions . . . 

The following is a partial list of general liability coverage exclusions.  Consult the coverage document 
for the complete listing: 

 Pollution (except for Hazmat operations). Contractual Liability 

 Nuclear energy / nuclear material hazards Failure to supply utilities 

 Expected or intended injury  Electromagnetic radiation 

 Breach of contract Medical malpractice for doctors and physicians 

 Failure of dams (unless endorsed) Criminal activity--Intentional acts w/knowledge of wrongdoing 

 Backup of Sewers and Drains (exception -- $100,000 Annual Aggregate Sublimit for Sewer and Drain Liability) 

 Aircraft Liability – (Unless Endorsed -- Limited  Coverage for Unmanned Aircraft—MML236)  
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Cyber Liability and Data Breach Response Coverage 

 Information Security and Privacy Liability 

 Privacy Breach Response Services 

 Regulatory Defense and Penalties 

 Website Media Content Liability 

 PCI Fines, Expenses and Costs 

 Cyber Extortion 

 First Party Data Protection 

 First Party Business Interruption 

Public Officials Liability Coverage 

“Wrongful Acts”, including intentional acts, defined as any actual or alleged error, misstatement, act of 
omission, neglect or breach of duty including: 

 Neglect of duty  Discrimination 

 Zoning defense and land use litigation  Employment practices 

 Malfeasance  Misfeasance 

 Violation of civil rights  Cable TV broadcasting 

Public Officials Liability Exclusions 

The following is a partial list of public officials’ liability coverage exclusions.  Consult the coverage 
document for the complete listing: 

 Pollution and Nuclear Energy  Eminent domain / takings 

 Fraud, dishonesty, intentional and criminal acts  Illegal profit 

 Failure to purchase coverage or adequate coverage             Labor union actions 

 Return of governmental grants or subsidies  ERISA violations 

 Intentional acts with knowledge of wrongdoing  Backup of Sewers and Drains  

Personal Injury & Advertising / Broadcasters Liability Coverage 

 Mental anguish and stress 

 Libel, slander or defamation of character; violation of an individual’s right of privacy 

 Proactive services for non-monetary damage claims 

Police Professional Liability Coverage 

Police Professional Liability coverage is contained within the General Liability and Public Official 
Liability Coverage Parts 
 

 Discrimination       Assault or battery 

 Violation of civil rights     Improper service of suit 

 Jail operations     Coverage assumes officers act with intent 

 False arrest, detention or imprisonment, or malicious prosecution 

 Wrongful entry or eviction or other invasion of the right of private occupancy 
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Property Coverage 

In addition to covering buildings, contents and personal property, the Pool provides: 
 

 Blanket coverage -- All member-owned property insured (unless specifically excluded) 

 Coverage based on ownership rather than on a “schedule on file” avoids coverage gaps 
due to errors or oversight 

 Property of others in custody of the Member for which the Member has an obligation to 
provide coverage 

 Boiler & Machinery coverage, including Boiler certification inspections 

 Replacement Cost or Actual Cash Value available 

 Fungal Pathogens (Mold) Limited Coverage 

 Demolition/increased cost of construction 

 No coinsurance  Property in the open 

 Valuable papers  Extra expense 

 Loss of Rents   Expediting expense 

 

 

Property Exclusions 

The following is a partial list of property coverage exclusions.  Consult the coverage document for 
the complete listing: 
 

 Nuclear reaction/ contamination 
  

 War
  

 Cyber 
Risk
  

 Fungal Pathogens (Mold) excess of 
sub-
limit
  

 Failure to supply utilities 

 Transmission Lines and Poles 

 Dishonest acts 

 Acts of Terrorism excess of Pool’s 
Aggregate Sublimit -- MMLC TR 
(9/1/10) 

 Wear and tear 

 Computer failures/ viruses

 
Only one deductible applies to claims involving two or more property coverages. 
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Comprehensive Crime Coverage 
 

 Employee Dishonesty/ Faithful Performance of Duty coverage provided on a blanket basis 

 Loss Inside the Premises 

 Loss Outside the Premises 

 Money Orders/ Counterfeit Currency 

 Depositors Forgery 

 Position Fidelity Bonds 

 Computer Fraud 

 Funds Transfer Fraud 

 

 

Automobile Coverage Highlights 

What Is Covered? 

Coverage is afforded while operating land motor vehicles, trailers or semi-trailers designed for 
travel on public roads. 

Auto Coverages Provided 

 

 Michigan No-Fault Coverage, includes mini-tort coverage for no extra charge 

 Excess protection for use of personal automobile for municipal business 

 Uninsured motorist for municipally owned vehicles 

 Underinsured motorists 

 Non-owned and hired auto 

 Comprehensive - actual cash value basis 

 Collision - actual cash value basis 

 Volunteer firefighter auto accident liability coverage 

 Agreed value coverage for emergency vehicles is available 

 Fire or Rescue Vehicle Rental Reimbursement Coverage 
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Pool Risk Management Services 
 

 Review and service of all municipal 
insurance matters 

 Public entity experts address various 
liability issues 

 Aggressive, member-oriented defense 
strategy 

 Former police officials address law 
enforcement risks 

 Physical inspection by municipal loss 
control consultants 

 Law enforcement risk control 
programs (LEAF and LERC) 

 Property appraisal services available 

 

Online Services 

www.mml.org  (click on the Insurance button) – offers Pool members an outstanding 

resource for municipal risk management information and self-help tools in one attractive, 
simple-to-navigate location. File a claim on line. Download your renewal application. 
Request a loss control service visit. E-mail us a question. Other services available online: 

 Online Forms (including Sewer Backup Sample Documents) 

 Risk Resources: 

 Risk Control Solutions 

 Safety & Health Manual 

 Risk Management is Good Management Program 

 Law Enforcement Newsletters  

 Access to Safetysurance website -- http://www.safetysurance.com/ 

 MML Pool Audited Financial Statements 

 Intergovernmental Contract 

 Board of Directors, Pool Administrator and Staff Profiles and Contact Information 
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Membership Responsibilities 
 
Membership in the Michigan Municipal League Liability and Property Pool provides numerous 
benefits.  Likewise, individual members have certain responsibilities to the other members, which 
are detailed in the Intergovernmental Contract.  The following is a summary of the membership 
responsibilities.  Please refer to the Intergovernmental Contract, Articles 5 and 6, for more 
information. 

 If a Member intends to leave the Pool, the Member must send a written notice to the Pool at 
least 60 days prior to its next renewal date. 

 A Member must pay its premium when due.  The Pool must give each member 20 days written 
notice of intent to terminate membership for nonpayment of premium.  Payment of premium 
before the 20 days notice is effective will entitle the Member to reinstatement. 

 Members must maintain membership or associate membership status in the Michigan 
Municipal League. 

 A Member will allow attorneys employed by the Pool to represent the Member in defense of 
any claim made against the Member within the scope of coverage provided by the Pool.  A 
Member will cooperate with the assigned attorneys, claims adjusters, service company or other 
agents of the Pool relating to the defense of claims for which the Pool is providing coverage. 

 A Member will follow loss reduction and prevention measures established by the Pool. 

 A Member will report to the Pool as promptly as possible all incidents that the Member 
reasonably believes may result in a claim against the Member. 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approve Updated Program Guidelines for the 100 Homes Program 

 
Recommendation: 
 
 Approve updated program guidelines for the City of Jackson 100 Homes Program  

Attached is a memorandum from Shane LaPorte, Director of the Community Development 
Department, requesting City Council approve the updated program guidelines for the City of 
Jackson 100 Homes Program.I recommend approval of the request. Your consideration and 
concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Shane LaPorte, Director of Community Development 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve updated program guidelines for the City of Jackson 100 Homes 
Program.  

 
ISSUE STATEMENT  

At their meeting on June 13, 2023, the Jackson City Council approved the program guidelines 
for the 100 Homes Program. The 100 Homes Program officially launched in late Fall 2023. 
Since that time over 750 families have applied for assistance under the program. To date, 29 
families have been approved for assistance, and 20 homes are currently under construction. 
Periodic updates of the program guidelines are needed, and City Council is hereby presented 
with a draft for consideration. 

DESCRIBE THE CONSEQUENCES 

Program guidelines for various HUD-based programs (currently administered by the City) 
should be reviewed on a regular basis for necessary updates. The ARPA-funded 100 Homes 
Program is no different, and failure to make the suggested updates could result in uncertainty 
for applicants and program staff. In addition, the suggested updates follow ARPA-
recommended practice and have been drafted under consultation with the City’s ARPA 
consultants at Guidehouse. Finally, Community Development want to make program application 
and administration streamlined and stress-free to participants. These recommended program 
guidelines provide updated program rules and regulations that will benefit applicants.  

OWNERSHIP  

The City of Jackson Community Development Department manages the 100 Homes Program. 
Staff identified various necessary updates within the existing program guidelines, and the 
responsibility for suggesting changes rests with program staff. 

SOLUTION  

Interest in the 100 Homes Program continues to be strong. Community Development 
Department works to ensure a streamlined application/approval process and a stress-free 
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construction process. Approving the recommended program guidelines updates will allow this 
already successful program to adapt and better serve our current and future residents. 

                                                      FACILITATE IMPLEMENTATION 

Requested action is for City Council to approve the updated program guidelines for the City of 
Jackson 100 Homes Program. 

 

ATTACHMENTS 

1. 100 Homes Program Guidelines (REVISED), June 2024 
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City of Jackson 100 Homes Program Guidelines, proposed revision, 6/11/24 Page 1 of 9 

 

Program Guidelines, 100 Homes Program 
 

I. Executive Summary 
 
A. Overview 
These Program Guidelines provide guidance to the City of Jackson’s Community Development 
Department to administer financing for the 100 Homes Program. Funding is provided by the U.S. 
Department of the Treasury’s American Rescue Plan Act (ARPA) funds, and is allocated to specific 
activities by the Jackson City Council. All new home construction assistance under this program must 
meet guidelines and regulations established by the funding source as well as requirements contained 
within this manual. 
 
Staff from the Community Development Department must certify that program recipients meet the 
standards set forth by the U.S. Department of the Treasury and the City of Jackson eligibility 
requirements. The following Program Guidelines have been prepared to provide direction in the 
allocation, management, and monitoring of program funds. The Jackson City Council may waive any 
local policy in this manual not statutorily required by the funding source whenever it is determined 
undue hardship adversely affects the achievement of the program’s purpose. 
 
B. Background 
On November 9, 2021, the Jackson City Council officially formed the Affordable Housing Development 
Board (AHDB). Comprised of seven members, the intent of the board is to promote the health, safety, 
and general welfare of the people of the City of Jackson through the development of housing goals 
and objectives catered to low and moderate income residents. Chapter 14, Article IX, Section 14-702, 
of the City of Jackson Code of Ordinances dictates the AHDB shall oversee and administer the City's 
affordable housing fund, provide for the preservation and development of affordable housing, and 
to make recommendations to the City Manager and City Council on programs, policies, 
expenditures and projects to create decent, safe, and affordable housing options in the City of 
Jackson. 
 
The City of Jackson contracted with Guidehouse for assistance with the expenditure of its ARPA 
funds. Guidehouse was tasked with conducting a City-wide housing assessment, and a draft of their 
“Housing Strategy and Policy Framework” was presented to the AHDB for review in November 2022. 
This comprehensive, data-driven analysis of Jackson’s current and future housing needs outlined 
numerous housing objectives, with an implementation target of ten years, including:  

• The construction of 1,500 new units;  
• The preservation of 3,000 existing units;  
• A first-time homebuyer program; and,  
• A public land strategy. 
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Between 2012 and 2017, the City of Jackson utilized federal Troubled Assets Relief Program (TARP) 
funds, combined with other program dollars, for a large-scale demolition program in an effort to 
remove blight residential neighborhoods. The City currently owns roughly 600 clean, buildable vacant 
residential lots for the reconstruction of its neighborhoods. 
 
At their meeting on March 21, 2023, the Jackson City Council approved a recommendation from the 
Jackson Affordable Housing Development Board to allocated $2.5 million in buyer supports for a 
discount homebuilding program, referred to here as the “100 Homes Program.” These funds are part 
of the ARPA dollars apportioned to the City of Jackson in response to the recent Coronavirus 
pandemic. 
 
C. Goals and Objectives 
The 100 Homes Program aims to construct 100 new houses in the City of Jackson over the next 3 
years, from 2024-2026, utilizing vacant City residential lots. All homes will be sold to qualified buyers 
earning between up to 120% of the Area Median Income (AMI) as defined by the U.S. Department of 
Housing and Urban Development (HUD) and must be owner-occupied. Acknowledging the need to 
keep these homes affordable, the City of Jackson will provide $25,000 down-payment assistance per 
home (up to 100 Homes). All funds for this program must be expended by December 31, 2026. 
 
The City recognizes that homeownership stabilizes families, builds neighborhoods, strengthens 
communities, and provides the opportunity for generational wealth. The City of Jackson also 
recognizes that down-payment assistance alone may not be enough to make a home truly affordable 
for Jackson families. Working as a facilitator, the City of Jackson will oversee this program with the 
support of many uniquely positioned groups, including builders, financial institutions, and others as 
needed. 
 
D. Authorization to Proceed 
Approval of this Policy and Procedure Manual by the Jackson City Council authorizes staff of the 
Community Development Department to administer the 100 Homes Program. Deviations from any 
policy or procedure must be approved by the Jackson City Council at its next regularly scheduled 
meeting. The Jackson City Council may waive any local policy set forth in this Rehabilitation Policy and 
Procedure Manual for extenuating circumstances, but does not have authority to waive any statutory 
or regulatory federal requirement.  
 

II. Partners 
 
The 100 Homes Program will create a path to affordable home ownership through partnerships and 
collaboration. All entities will work together to offer financial supports and other homebuyer 
assistance through a multi-layered approach. This program will be successful if each partner 
recognizes their unique role in the process and works together with all participants to achieve the 
common goal of affordable home ownership. Partnerships will be codified through written 
agreements, such as a Memorandum of Understanding or Memorandum of Agreement. Detailed 
responsibilities are set forth in subsequent sections of this Program Guide. 
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A. City of Jackson 
The City of Jackson will serve as the program facilitator to ensure partners work in unison to achieve 
the stated goals of the 100 Homes Program. Residentially-zoned vacant lots owned by the City will be 
selected at the City’s sole discretion to offer for program use. 
 
City staff will negotiate set construction prices with Developers for the 100 Homes Program. In 
addition to a discounted lot price, numerous incentives will be offered to the Developer, such as a 
curb cut for the driveway, sidewalk repairs, one (1) street tree, and water/sewer connections at no 
cost. Developers will also receive priority site and building plan reviews. 
 
The City will establish and maintain a list of pre-qualified homebuyers and facilitate access to 
homebuyer education classes, counseling, and other assistance deemed necessary to prepare 
purchasers for homeownership. The City will also seek out additional financial supports, and will work 
to bring developers and homebuyers to successful home closings.  
 
The City of Jackson does not discriminate against any individual or group because of their actual or 
perceived race, color, religion, national origin, sex, age, height, weight, marital status, physical or 
mental disability, family status, sexual orientation, or gender identity. 
 
B. Developers 
Developers in the 100 Homes Program will be expected to construct quality homes at a pre-
determined price negotiated with the City. Homes must meet all federal, state, and local codes 
imposed by the City. Developers will fully finance all projects with no subsidy from the City, recouping 
its construction costs upon sale of the property to the homebuyer.  
 
C. Financial Institutions 
Financial institutions participating in the 100 Homes Program will work directly with the City, offering 
mortgage products affordable to the qualified purchaser.  
 
D. Homebuyers 
Homebuyers participating in the 100 Homes Program must adhere to the income qualification 
requirements, which may not exceed 120% AMI. The purchaser must also successfully complete 
homebuyer education and other classes deemed necessary. Purchasers must use the property as 
their primary residence during the five (5) year period of affordability.  
 

III. The Home 
 
A. Site Selection and Plans 
All lots will be preselected by the City of Jackson Community Development Department. Properties 
must remain owner-occupied for the duration of the affordability period. All home designs shall be 
pre-approved by the City of Jackson Community Development Department, and shall meet all 
building design standards as set forth in Chapter 28, City of Jackson building code. 
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B. Home Design 
A mixture of one and two-story homes will be constructed, matching the overall neighborhood fabric 
of their locations. Two-story homes will have a minimum of three (3) bedrooms and one-and-one-half 
(1.5) bathrooms. One-story homes will have a minimum of two (2) bedrooms and one-and-one-half 
(1.5) bathrooms. All homes must also have a detached shed for storage. Additional minimum 
requirements shall include: 

1. Concrete or asphalt driveway 
2. Full basement 
3. Covered front porch 
4. Front and rear entrance with necessary landing 

Certain home upgrades may be made available by the developer, and program participants shall have 
the right to include any optional builder-approved upgrades at an additional cost to be incurred by 
the buyer. The City of Jackson will work with selected builder(s) to ensure homes are of quality 
construction and meet all necessary federal, state, and local building codes.  
 
C. Developer Incentives 
The City of Jackson shall provide certain site improvements, including: 

1. Concrete drive cut 
2. Sewer tap and lead stub to property line (back of City sidewalk) 
3. Water tap and connection to City stop box at sidewalk 
4. Replacement of any damaged City sidewalks in front of new home build sites 
5. Street trees where required 

 
IV. Developer Guidelines 

 
One or more pre-qualified Developers will be selected by the City of Jackson to participate in the 100 
Homes Program through an RFP process.  
 
A. Basic Requirements 
To be eligible for participation in the 100 Homes Program, all Developers and their subcontractors 
must: 

1. Be actively licensed by the State of Michigan and registered with the City of Jackson. 
Subcontractors employed by the contractor shall hold the appropriate certifications and 
licensing required to perform the work as required by the State of Michigan or City of Jackson. 
Contractors and subcontractors must be actively registered with the City of Jackson. 

2. Possess “tools of the trade” which include basic contracting tools and vehicle for transporting 
materials, tools, and accessing the property. 

3. Be familiar and at ease with the use of communication tools, i.e., computer and have access to 
electronic mail (email) and telephone. 

4. Have a thorough knowledge of, and adequately apply construction industry methodologies 
and standards. 

5. Have an acceptable past performance record. 
6. The Developer is responsible for obtaining all permits and/or submitting design review 

documents as required.  
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7. The Developer shall monitor day-to-day progress of their work to ensure high quality 
workmanship and timely completion. The City’s Chief Building Official and/or Trades Inspector 
will require notification for certain critical inspections, completion of progress work and 
completion of final work. Failure to contact the Chief Building Official or Trades Inspector for 
such an inspection may result in critical delays. 

8. The finished product must secure a Certificate of Occupancy before being offered for sale. 
Upon the sole discretion of the Chief Building Official, a Temporary Certificate of Occupancy 
may be used to begin the sale process; however, a full Certificate of Occupancy must be 
issued by the closing date.  

 
B. Equal Opportunity 
The Developer and its subcontractors shall take the necessary steps to ensure that employees and 
applicants for employment are treated without regard to their race, color, religion, sex, national 
origin, age or disability. Such action shall include but not be limited to the following: employment, 
upgrading, demotion or transfer; recruitment or recruitment advertising; layoff or termination; rates 
of pay or other forms of compensation; and selection for training, including apprenticeship. The 
Developer and its subcontractors also agrees to post in conspicuous places, available to employees 
and applicants for employment, notices setting forth provisions of this non-discrimination clause. All 
solicitations or advertisements for employees placed by or on behalf of the Developer and its 
subcontractors, must state all qualified applicants will receive consideration for employment without 
regard to race, color, religion, sex, national origin, age, or disability. The Developer and its 
subcontractors shall comply with the provisions of Federal Executive Order 11246 of 1965 as 
amended by Federal Executive Order 11375 of 1967 and the Equal Employment Act of 1972.  
 
C. Conflict of Interest 
In order to avoid personal conflict of interest in awarding contracts or making purchases of property 
or service under this program: 

1. No contract or procurement will be made with any organization in which any person in an 
administrative capacity may benefit unless specifically authorized by the City Council, in 
conformity with applicable federal, state and local laws. 

2. No contract or procurement will be made to any organization in which an immediate family 
member of a person in an administrative capacity with the Community Development 
Department may benefit unless authorized in writing to do so by the City Council. 

3. No employee shall solicit or accept gratuities, favors or anything of monetary value from 
contractors, providers or potential subcontractors. 

4. No employee shall be related by blood to any builder or builder’s family. 
 

D. Insurance 
The Developer will be required to show evidence of automobile and commercial general liability 
insurance, worker’s compensation insurance and professional liability insurance (where applicable), 
which is acceptable to the City. The commercial general liability insurance policies shall name the 
City, its agents, representatives, officers and employees as additional insureds to protect their 
interests. Both bodily injury and property damage insurance must be on an occurrence basis; and said 
policies shall provide that the coverage afforded thereby shall be primary coverage to the full limits of 
liability stated in the declarations, and if said City, agents, representatives, officers or employees have 
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other insurance against the loss covered by said policies, the other insurance shall be excess 
insurance only. The Developer shall secure and maintain during the progress of the work such 
insurance from financially responsible insurance companies, licensed in the State of Michigan, and 
approved by the City, that it will protect the Developer, its subcontractors, and the City from claims 
for bodily injury, death, or property damage which may arise from the performance of the contract. 
The Developer shall at the time of execution of the contract file with the City certificate(s) of 
insurance, which shall cover all of the insurance as required herein. The certificates shall reference 
the project or contract to which they apply. Upon request by the City, the Developer shall submit all 
insurance policies for review. The amounts and types of such insurance required shall be in 
accordance with all the City of Jackson’s Purchasing Manual. 

 

V. Program Administration 
 
A. Basic Requirements 
City staff will: 

1. Establish coordinated prequalification requirements, in accordance with State and Local Fiscal 
Recovery Fund guidelines, for all potential homebuyers and maintain a pool of qualified 
buyers. 

2. Facilitate access to homebuyer education classes and other assistance as needed to prepare 
buyers for homeownership. 

3. Participate in all necessary closings with title company 
4. Market program through print and digital communication 
5. Follow all federal guidelines related to this program, including all reporting requirements 

established by the U.S. Department of the Treasury 
 
B. Layered Supports 
The City recognizes that homeownership stabilizes families, builds neighborhoods, strengthens 
communities, and provides the opportunity for generational wealth. The City of Jackson also 
recognizes that down-payment assistance alone may not be enough to make a home truly affordable 
for Jackson families. The City will seek out additional financial supports for homebuyers, in an effort 
to lower both the overall cost of the new home purchase, and the monthly expenses required to 
maintain the home long-term. This complete outline of available financial supports shall be provided 
to prospective homebuyers. Please note, homebuyers are not required to accept any/all layered 
supports offered should they wish to purchase a new home built for this program. However, anyone 
accepting any/all supports offered must meet all additional income qualification requirements, as 
stated in sections II and VI. 
 
C. Participant Qualification Requirements  
The following basic requirements must be met by all prospective homebuyers: 

1. Combined household income may not exceed 120% AMI, adjusted for household size. 
2. Once sold, the property must be the primary residence of the homeowner. 
3. Pursuant to the Welfare Reform Act of 1966 and Section 401 of Title IV of the Personal 

Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA), non-citizens who 
are not qualified aliens as defined in Section 431, is not eligible for any Federal public benefit.  
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D. Intake 
All intake procedures shall be determined and administered by City staff, and shall meet all 
requirements set forth by the U.S. Department of the Treasury. Household income level must be 
documented using HUD’s Income Eligibility Calculator found at 
https://www.hudexchange.info/incomecalculator/. Results must be kept on file electronically with a 
printed copy placed in the applicant’s file. 

 
E. Income Guidelines 
Verification 
Verification and certification of income and assets is required to determine program eligibility. 
Income includes all wages and salaries, interest and dividends, alimony, and child support for all 
adults living in the house. It excludes food stamps, medical reimbursement, and foster childcare 
assistance. The calculation used to determine annual household income shall be consistent with HUD 
regulations at 24 CFR Part 5 (Part 5 income, formerly referred to as Section 8 income) and HUD’s 
definition of income including the sources of income that are to be included or excluded from the 
calculation. Income of all household residents 18 years of age and older, unless they are a full-time 
student, will be included in the total annual household income determination. 
 
Asset Test 
If an applicant’s current assets total is in excess of $25,000, that applicant is determined to have 
substantial resources and does not qualify for the 100 Homes Program. 

1. Assets include funds in checking and savings accounts, interest or dividends earned from 
Certificates of Deposit, stocks, bonds or mutual funds. Assets also include the value of real 
estate (other than primary residence). 

2. Assets do not include pre-tax payroll deductions, deferred compensation accounts, 401Ks, 
health or dependent care allowances, two vehicles, the subject property and furnishings and 
fixtures. 

3. If assets are $5,000 or above, income on all assets (actual or imputed per worksheet) must be 
included to determine income eligibility. However, earnings from retirement accounts do not 
need be included unless the funds are being removed from the account. 

 
F. Conflict of Interest 
In order to avoid personal conflict of interest in awarding contracts or making purchases of property 
or service under this program: 

1. No contract or procurement will be made with any organization in which any person in an 
administrative capacity may benefit unless specifically authorized by the City Council, in 
conformity with applicable federal, state and local laws. 

2. No contract or procurement will be made to any organization in which an immediate family 
member of a person in an administrative capacity with the Community Development 
Department may benefit unless authorized in writing to do so by the City Council. 

3. No employee shall solicit or accept gratuities, favors or anything of monetary value from 
contractors, providers or potential subcontractors. 
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VI. Homebuyer 

 
A. Basic Requirements 
All income-eligible buyers may participate in the 100 Homes Program. The following basic 
requirements must be met by any/all homebuyers: 

1. Combined household income may not exceed 120% AMI, adjusted for household size. 
2. The property must be the primary residence of the property owner. 
3. Verification and certification of income and assets is required to determine program eligibility. 
4. If an applicant’s current assets total in excess of $25,000, that applicant is determined to have 

substantial resources and does not qualify for homeowner assistance. 
5. Applicants must complete three steps for program acceptance, including eligibility approval 

(City), homebuyer education (buyer), and mortgage approval (lender). 
6. See section V (above) for additional income verification and initial application requirements.  

 
B. Construction Timeline 
All approved participants must select a current City-owned lot and sign a purchase agreement with a 
program builder within 60 days of official program acceptance. Should an approved participant fail to 
select and lot and sign a purchase agreement within that time, they will be withdrawn from the 100 
Homes Program and are welcome to reapply in the future, should down payment funds still be 
available. Any applicant approvals occurring after January 1, 2026 may be subject to different 
program rules and timelines, as determined by City of Jackson staff. 
 
C. Down Payment Assistance 
The City of Jackson will provide $25,000 down-payment assistance per home (up to 100 Homes). 
Funds can only be applied to the purchase price of a new-construction home built by a City-approved 
builder as part of the 100 Homes Program. The City’s down payment assistance can only be used to 
pay for the actual cost of the home, certain builder upgrades, and reasonable closing costs. A portion 
of the $25,000 City of Jackson down-payment assistance must be applied to the actual non-upgraded 
cost of the home. 
 
B. D. Repayment of funds 
The grant amount provided as down-payment assistance must be repaid to the City of Jackson 
(specific repayment schedule below) if any of the following occur:  

1. The property is sold within five (5) years from the date of closing 
2. The property is transferred or otherwise conveyed voluntarily or involuntarily either while the 

Borrower is living or by reason of death of the Borrower (except a conveyance to the 
Borrower’s spouse upon his/her death and as noted below) 

3. The property ceases for any other reason to be the Borrower’s principal place of residence. 
The required grant repayment amount will decrease by 1/60th each month, beginning one (1) month 
after the date of closing. 0% repayment will be required at the conclusion of five (5) years. Any grant 
funds repaid as part of the 100 Homes Program shall be considered program income, and specific 
uses for said funds  shall be restricted to ARPA-funded housing-related programming. 
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If the homeowner dies, the City of Jackson may approve assumption of these responsibilities for the 
duration of the affordability period, under the following circumstances: 

1. An heir to the property lives in the house, is income eligible, and will use the home as their 
primary residence 

2. An immediate family member to an heir of the property desires to use the property as their 
primary residence, is income qualified, and all other heirs to the property are in agreement. 

The homeowner shall reserve the right to refinance the original mortgage during the five-year 
residency period, provided there is not a change of ownership and/or no home equity funds are 
received by the homeowner as part of the refinancing. 
 
C. E. Support Opt-Out 
Homebuyers are not required to accept any/all layered supports offered should they wish to 
purchase a new home built for this program. In the case of complete homeowner support opt-out, all 
income, asset, debt-to-income ratio, and down payment assistance repayment requirements will not 
apply. However, anyone accepting supports offered by the City of Jackson as part of the 100 Homes 
Program must meet all additional income qualification requirements (as stated in section V above) 
and complete all homebuyer education courses (as needed). 
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Approved Proposals for HOME-ARP Affordable Rental Construction 

 
Recommendation: 
 
 Approve proposals from the Welcome Home Organization and Kings Community 

Homes for the construction of affordable rental housing as part of the HOME-ARP grant 
program, with each organization to be awarded funds to construct two (2) homes with 
finalized development and grant agreements to be presented at a future date.  

Approve proposals from the Welcome Home Organization and Kings Community Homes for the 
construction of affordable rental housing as part of the HOME-ARP grant program, with each 
organization to be awarded funds to construct two (2) homes with finalized development and 
grant agreements to be presented at a future date. Attached is a memorandum from Shane 
LaPorte, Director of the Community Development Department, requesting City Council approve 
the proposals for HOME-ARP affordable rental construction.I recommend approval of the 
request. Your consideration and concurrence is appreciated. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Shane LaPorte, Director of Community Development 

DATE: June 11, 2024 

 
RECOMMENDATION: Approve proposals from the Welcome Home Organization and Kings 
Community Homes for the construction of affordable rental housing as part of the HOME-ARP 
grant program, with each organization to be awarded funds to construct two (2) homes with 
finalized development and grant agreements to be presented at a future date. 

 
ISSUE STATEMENT  

The Jackson City Council approved the HOME-ARP allocation plan at their meeting on March 
21, 2023. Included in that plan is the construction of affordable rental housing for qualifying 
populations. At their meeting on March 5, 2024, the City of Jackson Affordable Housing 
Development Board (AHDB) approved the release of the Request for Proposals for the creation 
of affordable rental housing under the HOME-ARP grant program. Proposals were due in early 
May, and two (2) proposals were received. Community Development staff reviewed each 
proposal, and provided a recommendation to the AHDB to award construction to both proposing 
organizations. The AHDB reviewed the recommendation from staff, and does hereby 
recommend the approval of two proposals for the construction of four (4) total homes (two per 
organization) as part of the HOME-ARP grant program. 

DESCRIBE THE CONSEQUENCES 

Funds under the HOME-ARP grant program must be expended by September of 2030. Many 
new homes are currently being constructed throughout the City of Jackson, and our needs for 
safe, secure, and affordable housing are vast. Now is the time to capitalize on this new-
construction momentum and continue working to provide top-quality housing for our current and 
future residents. Failure to accept these proposals could cause the City to miss the perfect 
opportunity to insert housing into these neighborhoods in the immediate future, and to continue 
the momentum of new construction already underway. 

OWNERSHIP  

The City of Jackson Community Development Department manage funds for the HOME-ARP 
grant program. Staff created the request for proposals (in collaboration with the Affordable 
Housing Development Board) and managed the application process. Community Development 
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staff will manage all projects funded with HOME-ARP dollars, including short and long-term 
reporting and rules adherence. 

SOLUTION  

The construction of safe, secure, affordable, and top-quality housing is necessary in the City of 
Jackson. Our current housing study supports this work, as does the statewide housing study 
published by the Michigan State Housing Development Authority. City Council previously 
approved the HOME-ARP allocation plan, which includes the construction of affordable rental 
housing for qualifying populations. Approval of proposals for affordable rental housing 
construction is the next step in this process, and supports the work of the AHDB and City staff. 
It also helps the two proposing organizations to build capacity and provide valuable housing and 
services to current and future Jackson residents. 

                                                      FACILITATE IMPLEMENTATION 

Requested action is for City Council to Approve proposals from the Welcome Home 
Organization and Kings Community Homes for the construction of affordable rental housing as 
part of the HOME-ARP grant program, with each organization to be awarded funds to construct 
two (2) homes with finalized development and grant agreements to be presented at a future 
date 

 

ATTACHMENTS 

1. RFP, HOME ARP Affordable Rental Housing 
2. Kings Community Homes HOME-ARP Proposal (final) 
3. WHO HOME-ARP Proposal (final) 
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REQUEST FOR PROPOSALS 
Construction of Affordable Rental Housing 

 

Program Summary 
On September 21, 2021, the City of Jackson was notified of its eligibility to receive HOME Investment 
Partnerships Program – American Rescue Plan (HOME-ARP) funds from the U.S. Department of Housing and 
Urban Development (HUD). The purpose of this supplemental funding is to provide homelessness assistance and 
supportive services through several eligible activities, including the construction of affordable rental housing. 
The final allocation plan was approved by both City Council and HUD in the Spring of 2023, and the City is 
welcoming proposals only for the construction of affordable rental housing at this time. Proposals will be 
reviewed by City of Jackson staff, in consultation with the Affordable Housing Development Board, with possible 
recommendations for selected applicant(s) sent to City Council for final approval. Total investment of 
City/federal funds for all selected projects will not exceed $850,000. Specific locations for the construction of 
affordable homes as part of the HOME-ARP program were selected based on data from the City of Jackson 
Community Master Plan. The City reserves the right to adjust its total project expenditure up or down depending 
on the proposals received. All proposals must be received by May 1, 2024 (12 pm). 
 

Scope of Work 
The City of Jackson is seeking proposals for the development of affordable rental housing. Successful proposals 
will include all components as outlined in this RFP. Construction shall commence on or before October 1, 2024.  
All HOME-ARP projects must support one (or more) of the following qualified-populations: 

1. Homeless (as defined in 24 CFR 91.5 Homeless (1), (2), or (3)) 
2. At risk of homelessness (as defined in 24 CFR 91.5 At risk of homelessness) 
3. Fleeing, or attempting to flee, domestic violence, dating violence, sexual assault, stalking, or human 

trafficking (as defined by HUD) 
4. Other Populations where providing supportive services or assistance under section 212(a) of NAHA (42 

U.S.C. 12742(a)) would prevent the family’s homelessness or would serve those with the greatest risk 
of housing instability. HUD defines these populations as individuals and households who do not qualify 
under any of the populations above but meet one of the following criteria:  

a. Other Families Requiring Services or Housing Assistance to Prevent Homelessness  
b. At Greatest Risk of Housing Instability 

 
All proposed projects must adhere to the following guidelines (applicants shall provide a plan for adherence in 
submitted proposals): 

1. Demonstrate site-control either through ownership, signed agreement, or plan for use of current City-
owned property 

2. Construction must occur in either the Flatiron District or King neighborhoods, as outlined below: 
a. Greenwood Avenue (western border), Cooper Street (eastern border) 
b. Morrell Street (northern border), High Street (southern border) 

3. The construction of 12 or more units will require compliance with wage standards as outlined in the 
Davis Bacon Act. 
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4. At least 70% of HOME-ARP funded units must be reserved for qualifying populations (as defined above); 
no more than 30% of HOME-ARP funded units may be reserved for low-income populations (as defined 
by HUD) 

5. All HOME-ARP funded units must maintain compliance of all rules/regulations/rental limits/etc. for at 
least fifteen (15) years. 

6. Applicants must provide a minimum of 30% of the total project cost in matching funds. The City of 
Jackson will provide a maximum construction investment of $140,000 per unit. 

7. Upon completion, all units must be owned, operated, and maintained by the applicant. 
8. All units must be constructed in locations mutually agreed upon by the selected applicant(s) and the City 

of Jackson. 
The complete HOME-ARP guidelines, as published by HUD, can be viewed by visiting 
https://www.hud.gov/sites/dfiles/OCHCO/documents/2021-10cpdn.pdf  
 

Construction Specifications 
Home construction to consist of two story home construction from 1,200-1,400 sq. ft. in areas of the City with 
primarily 2 story home neighborhoods or minimum 1-story 960 sq. ft. home construction in areas of the city with 
primarily 1 story homes. 2 story homes to provide minimum 3 bedrooms and 1 ½ bathrooms.  1 story homes to 
provide minimum 2 bedrooms and 1 ½ bathrooms. Plan sets must be provided to the City of Jackson Building 
Department for final review for any accepted proposal(s). 
 Ancillary costs provided and funded by the City of Jackson shall include: 

1. Concrete drive cut 
2. Sewer tap and lead stub to property line (back of City sidewalk) 
3. Water tap and connection to City stop box at sidewalk 
4. Street trees where required 
5. Expedited plan review 

Additional home specifications shall include: 

 Site design- Provide home design in accordance with Chapter 28 of the Jackson City Code of Ordinances 
and provide plan design and overall appearance to compliment the surrounding neighborhoods.  

1. Setbacks per Chapter 28- Section 28-43 Lot, width, yard, building height requirements- 
Residential Districts 

2. Driveway- 4”concrete or 3 ½”asphalt driveway to extend 30’ beyond front of home 
3. Private Sidewalk- 4” concrete to extend from driveway to front porch 
4. Minimum 8” overhangs on eave and rakes of home 
5. Roof pitch and general layout of exterior facades and building materials to compliment the 

surrounding neighborhood and as permitted by 28-115 Table of Acceptable Wall Materials 

 Basement 
1. Provide 8’ poured wall basement 

 Min 8”x16” spread footing 

 Provide minimum 20’ rebar in footing for electrical service bonding with rebar 
extended through top of foundation wall near electrical service location 

 8” poured walls with #4 rebar 48” o.c. with minimum 3- #4 horizontal 
 Provide egress window and composite window well to meet requirements for Michigan 

Building Code 2015 for size/ladder.  Provide drain tile at base of well to connect to 
foundation perimeter drain system 

 Provide form a drain or 4” drain tile full interior/exterior perimeter drained to daylight 
or to sealed sump crock 

 Provide pea stone cover over all foundation drainage 
 Damp-proof coat all exterior foundation walls to grade 
 Provide 4” pea stone at basement grade with 6 ml plastic below 4” concrete floor 
 Provide radon provisions as required by the MRC 2015 
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 Front porch 
1. Provide minimum 5’x16’ covered front porch 

 Concrete foundation and cap 
 Provide maintenance free post wraps, guardrail, stairway and hand-railings 

 Rear landing or deck 
1. Provide code compliant stair landing/stairway/handrails/guardrails at rear exit doorway 

 Wall Construction 
1. Provide 2x4 or 2x6 wall framing with double top plate 16” o.c. with insulation systems to meet 

requirements of the Michigan Energy Code 2015 Chapter 11 requirements for foundation walls, 
house walls, ceilings, windows, doors, lighting, HVAC 

 Roof Construction 
1. Provide trussed roof system on primary home and truss or rafter framing on porch, overhangs 

and decorative elements in accordance the Michigan Residential Code Chapter 8 requirements 
2. Provide gutters and downspouts of colors to compliment home architectural design and color 

 HVAC system 
1. Provide high efficiency furnace and water heater with all ductwork and ventilation in accordance 

with Michigan Residential Code 2015 
2. Provide central air conditioning system 

 Electrical System 
1. Provide 200 amp service 

 Provide service mast and conduit entrance feeder to home.   
2. Interior wiring systems to be provided in accordance with the Michigan Residential Code 2015 
3. Provide hard wired with battery backup smoke detectors and carbon monoxide detectors to 

requirement of Michigan Residential Code Sections R314/R315 

 Plumbing 
1. Provide minimum 1 full bathroom on second floor of home (2 story homes) adjacent to 

bedroom areas and 1 half bath on main floor. 
 Single story homes to provide 1 ½ bathrooms 

2. Provide fiberglass tub/shower unit- Aker or equivalent 
3. Provide all plumbing supply/drains/venting and fixtures for bathrooms, kitchen sink, dishwasher, 

ice maker hookup, laundry and front and rear exterior hose connection.  

 Complete kitchen appliance package, including electric range/oven, refrigerator, microwave, and 
dishwasher 

 Kitchen and bath cabinetry- Provide solid wood cabinetry 

 Shed- Provide minimum 8’x8’ shed to meet City Zoning setback requirements and of complimentary 
design as primary home structure OR single-car attached or detached garage 

 Yard installation- Provide 3” top soil/seed/straw 
 

Proposal Requirements 

What follows are the submission requirements for this Request for Proposals (RFP). All specific response items in 

this section represent the minimum information to be submitted. Deletions or incomplete submittals in terms of 

content, or deviation in format, may lead to non-acceptance of a proposal. Respondents should submit and 

organize and proposals in the order listed below. Additional information above and beyond these requirements 

is always welcome. 

1. Letter of Interest 
a. Basic business information and main point of contact for program administration 
b. Summary of qualifications 
c. Organizational details and mission 
d. Any other relevant information  
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2. Experience Statement 
a. Explanation of organizational capacity 
b. Summary of relevant successful projects completed 
c. Any other relevant information 

3. Financial Information 
a. 2 years financial statements 
b. Summary for any financial support needed to assist with program administration costs 
c. Evidence of required matching funds 
d. Any other relevant information 

4. Specific Project Details 
a. Project budget 
b. Timeline (including all facets of the project) 
c. Home locations and evidence of site control (either through ownership, signed agreement, or 

plan for use of current City-owned property) 
d. Complete plan sets including architectural renderings, floor plans, and site plans 

5. Plan for Program Administration 
a. Explanation of tenant prequalification, application, and acceptance rules and procedures 
b. Outline of layered financial supports and additional partner contributions, if any 
c. Plan for recordkeeping and compliance monitoring 
d. Outline of support services to be provided (housing, employment, financial, etc.), if applicable 
e. Any other relevant information and/or procedures 

 

Evaluation Criteria 
Proposals will be evaluated based on the following criteria: 

1. Qualifications and experience of the applicant 
2. Ability to leverage matching funds at or above required level to maximize number of units constructed 
3. Financial feasibility of the project 
4. Overall project scope and potential neighborhood and/or community impact 

 

Additional Considerations 

The City of Jackson and selected Developer(s) will enter into a development agreement before construction 
commences. Developers must maintain an active risk insurance policy for the duration of the program. All 
documents/plans/details submitted as part of this proposal are subject to revision by City staff to meet all 
applicable HOME-ARP rules and regulations. All HOME-ARP projects will also be subject to the complete 
environmental review process, as prescribed by HUD and SHPO. The City of Jackson reserves the right to select 
any number of qualified developers to participate in the construction of HOME-ARP affordable rental housing. 
 

Submission and Receipt of Proposals 

All proposals should be submitted electronically to cmays@cityofjackson.org, no later than 12 pm (noon) on 

May 1, 2024. Late or incomplete proposals will not be accepted. With your submission, please include a cover 

letter introducing your agency and summarizing your housing development experience. This letter should also 

provide contact information for the applicant, including address, telephone number, email address, and website 

(if applicable). Proposals submitted by any means other than electronic (email) delivery will not be considered. 

All submissions should be labeled “HOME-ARP Affordable Rental Housing Proposal.” 

 

Inquiries 

Prospective applicants may make written inquiries by email to Cory Mays, Grant Coordinator: 

cmays@cityofjackson.org  
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MEMO TO: Mayor and City Councilmembers 

FROM: Jonathan Greene, City Manager 

DATE: June 11, 2024 

SUBJECT: Phase Three Marihuana Facilities License - Lettuce 01, LLC 

 
Recommendation: 
 
 Approve a marihuana facilities license for Lettuce 01, LLC to operate a retail 

establishment, contingent upon the receipt of the final license from the State of 
Michigan and installation and completion of final landscaping on the site plan as 
approved by the Chief Building Official, as recommended by the Marihuana Licensing 
Review Committee. 
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DEPARTMENTAL REPORT 
 
MEMO TO: Jonathan Greene, City Manager 

FROM: Andrea Muray, City Clerk 

DATE: June 11, 2024 

 
RECOMMENDATION:  

 
ISSUE STATEMENT  

Phase Three review is the completion of the application process for Marihuana Facilities 
Licenses.   

DESCRIBE THE CONSEQUENCES 

The proposed marihuana facility will not have the ability to operate if the application is denied 
impacting approximately 14 employees.  

OWNERSHIP  

Chapter 16, Article XVIII, Section 16-516 provides that the final application for a full marihuana 
license be submitted to the City Clerk.  Upon receipt, the application is provided to the City 
Attorney, Engineer, Manager, Treasurer, and the Directors of Community Development and 
Police and Fire Services.  Each are provided an opportunity to provide comments after which 
the application is submitted to the marihuana licensing review committee.     

SOLUTION  

Due to the fact that Lettuce 01, LLC has only been pre-qualified for a license through the State 
of Michigan, providing the applicant with conditional approval will prevent excessive delays after 
the State has made a determination on the application. 

                                                      FACILITATE IMPLEMENTATION 

Approve a marihuana facilities license for Lettuce 01, LLC to operate a retail establishment, 
contingent upon the receipt of the final license from the State of Michigan, as recommended by 
the Marihuana Licensing Review Committee. 
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ATTACHMENTS 

1. Lettuce 01 LLC Certifications 
2. Com_. Recommendation for Final License Lettuce 
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CITY ATTORNEY CERTIFICATION 
 

PHASE THREE MARIHUANA LICENSE APPLICATION FOR: 

LETTUCE O1 LLC 

 

MEMO TO:   Andrea Muray, City Clerk  

 

FROM:   Matthew M. Hagerty, City Attorney 

 

DATE:   May 31, 2024 

 

RE: Lettuce 01 LLC; Phase III City Attorney Certification Pursuant to City Code 

Section 16-516(c)(1) 

 

 

 

Madam Clerk: 

 

In accordance with Chapter 16, Article 18, Sec. 16-516(c)(1) of the City Code, and pursuant to the phase three 

City Council approval and marihuana license issuance process set forth therein, this correspondence will serve 

to confirm that I hereby certify that that there are no criminal or civil actions pending against the above-named 

applicant or any person or entity considered an applicant under the MMFLA or the MRTMA that were not 

disclosed by the applicant in the submitted application. 

  

 
___________________________________ 

Matthew M. Hagerty 

City Attorney 

 

 

Cc:  Marihuana Licensing Review Committee – via electronic mail 

 

DEPARTMENT CERTIFICATION 
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Andrea Muray 
City Clerk 
City of Jackson 
161 W. Michigan Avenue 
Jackson, MI 49201 
 
RE: 2201 E. Michigan Ave. Lettuce (Objective) Marihuana Retailer License 
 
Dear Madam Clerk, 
 
On May 31,  2024.the City of Jackson Marihuana Licensing Review Committee reviewed the Lettuce 
Phase 2 and 3 application. The Committee has voted to make recommendation to proceed with an 
affirmative final license recommendation to City Council to approve the requisite retailer license. 
 
Regards, 
 
 
 
Shane LaPorte 
Director of Community Development    
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DEPARTMENTAL REPORT 
 

 

MEMO TO:   Jonathan Greene 

 

FROM:   Doria LaPorte 

 

DATE:   June 11, 2024 

 

RECOMMENDATION:   Approve Personnel Policy Changes Effective July 1, 2024 

 

 

The City of Jackson provides essential services and infrastructure to promote the social and economic health 

of the community and improve the quality of life for our residents. We accomplish this mission through the 

provision of efficient services, local leadership, financial responsibility, and community equity.  

 

Currently, the City employs 226 full-time employees. City staff are comprised of one of three categories: 

contract, represented and non-represented. There are four represented labor groups within the City’s 

workforce (approximate membership figures): full-time classified and unclassified non-union positions (75) 

the civilian bargaining unit, Michigan Association of Public Employees, "MAPE" (76), the unionized 

firefighters, International Fire Fighters Association,  “IAFF” (31), the unionized police officers, Police 

Officer’s Labor Council, Jackson Non-Supervisory Unit, “POLC NS”  (35) and Police Officer’s Labor 

Council, Supervisory Unit Jackson Division,  “POLC S”  (9). 

 

The Personnel Department administers the City’s personnel functions and employment policies in 

accordance with applicable federal and state law. The City’s Personal Policy manual is designed to acquaint 

the employee with the City of Jackson and provide information about working conditions, employee 

benefits, and policies affecting employment. These policies apply to all employees of the City unless 

specified otherwise. It describes many of the employees responsibilities and outlines the programs 

developed by the City to benefit employees. As the City grows and transforms through the City’s 

commitment towards continual improvement for the Jackson community, so should the personnel policies 

and guidelines.  

 

Respectfully, the Personnel Department requests approval of modifications to the Personnel Policy in the 

areas of employee policy, job classifications, compensation & performance evaluations, vacation, rules of 

conduct, insurance & employee wellness, retiree health insurance eligibility, and employee pension 

provisions.   

 

 

 

 

 

The City’s Personnel Department is committed to maintaining current and comprehensive set of 

employment policies that outline the policies, procedures and rules that impact City staff to protect both the 

City and the employee. A thorough revision to address necessary changes to the Personnel Policy captures 

vital policy changes that positively affect workplace performance, best practices, legal updates and ensures 

that smooth operations continue. Additionally, the release of the newly revised manual provides employees 

ISSUE STATEMENT 

DESCRIBE THE CONSEQUENCES 
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with the opportunity to refamiliarize themselves with current policies in place; employees who ask policy 

questions during this time become well-versed in the interpretation of our policies, procedures, and rules, 

thus reducing miscommunication and misunderstandings among departments and staff.   

 

  

 

The Personnel Department administers the City’s personnel functions and employment policies in 

accordance with applicable federal and state law. The City’s Personal Policy manual is designed to acquaint 

the employee with the City of Jackson and provide information about working conditions, employee 

benefits, and policies affecting employment. These policies apply to all employees of the City unless 

specified otherwise. It describes many of the employees responsibilities and outlines the programs 

developed by the City to benefit employees. As the City grows and transforms through the City’s 

commitment towards continual improvement for the Jackson community, so should the personnel policies 

and guidelines.  

 

The Human Resources Division respectfully requests approval of changes to the Personnel Policy in the 

areas of employee policy, job classifications, compensation & performance evaluations, vacation, rules of 

conduct, insurance & employee wellness, retiree health insurance eligibility, and employee pension 

provisions.   

 

The following are the substantive changes to the current Personnel Policy in place (further detail as 

attached): 

o Introduction- EEO Statement (Pg iii):    

 In accordance with anti-discrimination law, it is the purpose of the City’s EEO statement to 

effectuate these principles and mandates. 

o References (Pg. v):  

 The addition of the Michigan Paid Leave Act (PMLA) is now referenced in this section.  

o Article 1- Promulgation of Personnel Policy & Adoption of Classified and Unclassified Service (Pg 

1):    

 Strike of language referencing “Classified” and “Unclassified positions”. These applied terms are 

obsolete and no longer apply to our workforce. The previously referenced “Classified” and 

“Unclassified” job titles are now listed under the revised title of “Job Classifications”. 

Corresponding class grades are no longer listed as they are no longer applicable under the newly 

adopted wage scale provided by GovHR.  

o Article XI-Compensation (Pg 12-16):  

 New language entered to reflect the new addition of the Merit Award Policy to include Appendix 

G ( Merit Award Policy Performance Appraisal Form). GovHR recommended that the City adopt 

an Open Range Merit Plan. An Open Range Merit Plan has salary ranges with minimums and 

maximums, but without defined percentage increments in between. Employees are advanced 

through the ranges based on an annual satisfactory performance evaluation, with the percentage 

of their increase determined by their supervisor and City Administration. The Open Range Merit 

Plan also allows maximum flexibility for the City relative to recruitment and funding as 

employees can be hired within the range and the increases provided annually for meritorious 

performance can fluctuate based on available funding. Given Jackson’s goal to recruit, reward 

OWNERSHIP 
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and retain motivated, high-performing employees, the Open Range Merit Plan was selected for 

recommendation. 

 Strike of all language within this article referencing the automatic advancement of a nonunion 

employee to a higher step on the month and date of their hire and/or promotion (anniversary step 

increase)as the Merit Award Policy replaces this past practice.  

 Strike of language removing the provision of a $660 a year residency allowance for full time 

nonunion employees who live within the downtown core. 

 $5000 increase towards the tuition reimbursement allowance for all nonunion employees “when 

such costs are not covered by other programs, the cost of job-related course work (up to $15,000 

$20,000) for any applicable, previously approved, and budgeted, classes and/or certification”. 

The structure of the Merit Award Policy encourages City staff to demonstrate mastery of the job 

duties through job training and/or certifications, as such, the tuition amount for employees has 

been adjusted.  

o Article XIII- Annual Evaluations/Feedback Assessments (Pg 18) 

 Strike of this Article as it has been replaced with new language referencing the Merit Award 

Policy.  

o Article XIV- Discipline/Rules of Conduct (Pg 19) 

 Modification of Item U to include “as granted permission by the City Manager”.  

o Article XV- Vacation and Other Leave Time (Pg 23) 

 The language regarding vacation and other leave time has been revised to remove the terms 

“Classified” and “Unclassified”( all references) and summarized into simpler terms applicable to 

all nonunion employees regardless of their date of hire. Modifying this language to clearly reflect 

our current vacation accrual  process in place will not have an impact to any nonunion 

employee’s current vacation accrual amount currently or in the future.  

 A GovHR review of the benefits offered in Jackson versus our eight (8) comparable communities 

shown that the City’s benefits are competitive with the other entities surveyed. 

o Article XVII- Insurance (Pg 32-41) 

 Removal of the provision requiring nonunion employees enrolled in City insurance and their 

dependents to comply with annual cotinine testing to receive a wellness incentive reducing the 

cost of their healthcare.  

 Reference chart(s) pertaining to the section Duty/Non-Duty Disability  & Service Retirees have 

been condensed  to one (1) chart to provide clarity to include the strike of aged language/dates 

that no longer apply. 

 Strike of language in the section Nonunion Retiree Prescription Drug Coverage to clarify the 

benefit provided to nonunion retirees. The remaining corresponding chart (B) to this section 

maintains the appropriate retiree benefit level. 

o Article XXI- Pension Improvements (Pg 46) 

 Modification of language in this section to modestly restructure and simplify the service 

retirement plan eligibility for nonunion employees.  This section now reference’s one chart to 

include the strike of aged language/dates that no longer apply.  

 

 

 

 

At this time, staff is asking the Council to consider the approval of the  Personnel Policy changes effective 

July 1, 2024. 

SOLUTION 
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Staff recommends approval of the Personnel Policy Changes Effective July 1, 2024. 

 

FACILITATE IMPLEMENTATION 
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Effective July 1, 2024 
Personnel Policy Amendments for Nonunion Employees 

Summary of Revisions 
 

1. Introduction- EEO Statement (Pg iii):  
o Revision of statement to explicitly define all existing protected classes:  “The City of Jackson 

will provide equal employment opportunities to qualified persons without regard  to  race,  
creed,  color,  sex,  age (40 an older),  religion,  national  origin,  citizenship, ancestry, 
pregnancy, sexual  orientation,  gender identity, gender expression, family medical history and 
genetic information, physical and mental disability, military & veteran status, arrest record, 
marital status, height, or weight as required by applicable law”.   In accordance with anti-
discrimination law, it is the purpose of this statement to effectuate these principles and 
mandates. 

o This change is to reflect changes in state and/or federal law 
 

2. References (Pg. v):  
o The addition of the Michigan Paid Leave Act (PMLA) is now referenced in this section.  
o This change is to reflect changes in state and/or federal law 

 
3. Article 1- Promulgation of Personnel Policy & Adoption of Classified and Unclassified Service (Pg 1):  

o Strike of language referencing “Classified” and “Unclassified positions”. These applied terms 
are obsolete and no longer apply to our workforce. The previously referenced “Classified” and 
“Unclassified” job titles are now listed under the revised title of “Job Classifications”. 
Corresponding class grades are no longer listed as they are no longer applicable under the 
newly adopted wage scale provided by GovHr.  

o This change is to reflect many changes in federal employment law over the years most 
recently having to do with overtime elgibility. 

4. Article XI-Compensation (Pg 12-16): 
o New language entered to reflect the new addition of the Merit Award Policy to include 

Appendix G ( Merit Award Policy Performance Appraisal Form).  
o Strike of all language within this article referencing the automatic advancement of a nonunion 

employee to a higher step on the month and date of their hire and/or promotion (anniversary 
step increase)as the Merit Award Policy replaces this past practice.  

o Strike of language removing the provision of a $650 a year residency allowance for full time 
nonunion employees who live within the downtown core. 

o $5000 increase towards the tuition reimbursement allowance for all nonunion employees 
“when such costs are not covered by other programs, the cost of job-related course work (up 
to $15,000 $20,000) for any applicable, previously approved, and budgeted, classes and/or 
certification”.  

o The Merit Pay idea derived from the GovHR Compensation study.  After researching the 
idea, examining policies, and thinking about the future of the City of Jackson workforce, I 
decided a merit based system would create a stronger work environment, reward stellar 
employees, accept that not all employees wish to evolve, and manage payroll costs. 

o The Anchor Inititive has sunsetted and it feels like this provision should also be removed. 
o Our amount for tuition reimbursement has not been changed in a number of years and has 

not kept up with the costs of higher education. 
5. Article XIII- Annual Evaluations/Feedback Assessments (Pg 18) 

o Strike of this Article as it has been replaced with new language referencing the Merit Award 
Policy.  

o The Merit Award Policy has changed this. 
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6. Article XIV- Discipline/Rules of Conduct (Pg 19) 
o Modification of Item U to include “as granted permission by the City Manager”.  
o Some CPL holders have expressed a desire to continue to carry while on duty for the City of 

Jackson.  I looked at the issue and worked with City Attorney Matt Hagerty to develop a 
policy that protects the city while allowing the carry of a firearm 

7. Article XV- Vacation and Other Leave Time (Pg 23) 
o The language regarding vacation and other leave time has been revised to remove the terms 

“Classified” and “Unclassified”( all references) and summarized into simpler terms applicable 
to all nonunion employees regardless of their date of hire. Modifying this language to clearly 
reflect our current vacation accrual  process in place will not have an impact to any nonunion 
employee’s current vacation accrual amount currently or in the future.  

o Over the years this portion of the policy has been amended in distorted and detrimental 
ways which have resulted in a disjointed policy lacking logic or benchmarking.  This new 
policy is in line with peer communities from the GovHR study. 

8. Article XVII- Insurance (Pg 32-41) 
o Removal of the provision requiring nonunion employees enrolled in City insurance and their 

dependents to comply with annual cotinine testing to receive a wellness incentive reducing 
the cost of their healthcare.  

o Reference chart(s) pertaining to the section Duty/Non-Duty Disability  & Service Retirees have 
been condensed  to one (1) chart to provide clarity to include the strike of aged 
language/dates that no longer apply. 

o Strike of language in the section Nonunion Retiree Prescription Drug Coverage to clarify the 
benefit provided to nonunion retirees. The remaining corresponding chart (B) to this section  
maintains the appropriate retiree benefit level. 

o This portion of the policy is being changed to reflect the reality of our employees and 
healthcare coverage.  Tobacco is the cancer and disease causing ingredients in products 
containing nicotine.  However, tobacco use cannot be tested for and has been a problem 
since this policy’s implementation.  Nicotine is not an inherently unhealthy substance.  It is 
merely found in unhealthy substances.  There has been a profilference in nicotine 
replacement products that do not carry cancer/disease causing concerns.  This has made the 
policy tough to administer.  Additionally, the Affordable Care Act dictates employee 
wellness programs be reward and not punitive based.   

o The reference charts for retiree healthcare was complicated and disjointed.  It carried 
different incongruent provisions that made adminsteriung the policy problematic. 
 

9. Article XXI- Pension Improvements (Pg 46) 
o Modification of language in this section to modestly restructure and simplify the service 

retirement plan eligibility for nonunion employees.  This section now reference’s one chart to 
include the strike of aged language/dates that no longer apply.  

 New chart/language entered below.  The previous chart’s required service years/ages 
are referenced in blue to outline the modification.   
 

10 years of service and 65 (62, 64, 68, 70) years of age  
27 years of service and 58 (59)years of age 
35 (32,39,40)years of service and any age 
*Because of the Reciprocal Retirement Act of 1961, years of service shall include employment 
by any city, village, township, or county.  

o These changes seek to bring several different retirement requirements that did not align 
with other retiree provisions (like healthcare for employees hired before 7/1/2012) into 
alignment so new employees and those thinking about retirement the ability to make 
decisions about their future without ambiguity. 
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GovHR USA, LLC City of Jackson, MI 73  

 
Comparable 

Community 

 
 

Vacation 

 
 

Longevity 

Allen Park 1-4 yrs=15 days; 5-19 yrs=20 days; 20-24 yrs=25 days; 25+ yrs=30 days No 

 

Bay City 
Upon Employment 40 hours. January 1 after completion of 1st year: 40 hrs plus 8 
hrs for each month worked during 1st yr (max 12 days). Calendar Yrs 2-4: 15 days. 

CYs 5-9: 20 days. CYs 10+: Add 1 day/yr until max of 30 days in CY 19 

 

 
East Lansing 

  
No 

Eastpointe   

 
Ferndale 

  
No 

 
Garden City 

  

 
 
Holland 

 
 
0-2 yrs=15 days; 2=6 yrs=20 days; 6-16 yrs=25 days; 16-23 yrs=30 days; 23+ yrs=35 

days 

 
 

No 

Lincoln Park  No 

Madison Heights 1-4 yrs=10 days; 5-9 yrs=15 days; 10-19 yrs=20 days; 20+ yrs=25 days No 

Monroe 
NU: 1-5 yrs=10 days; 10-14 yrs=15 days; 15-19 yrs=20 days; 20-24 yrs=22.5 days; 

25+yrs=25 days 
No 

Muskegon   
 

Oak Park 

 

1-5 yrs=10 days; 5-10 yrs=15 days; 10-20 yrs=20 days; 20+ yrs=25 days 

 

No 

 
Port Huron 

At 6 mos.: 6.5 days; at 1 yr=6.5 days; at 1/1 after 1st yr: pro-rated; at 1/1 after 2nd 
yr=13 days; every 1/1 thereafter: 18 days 

 
No 

 
Romulus 

NU-Ex: At 6 mos.=2 weeks; at 1 yr=add'l 3 weeks (Total per year=5 weeks) 
NU-NE: At 1 yr=5 days; at 2 yrs=10 days; at 5 yrs=15 days; at 10 yrs=15 + 1 

day/add'l yr of services up to 25 days 

 
No 

Saginaw   

Southgate   

Wyandotte 
0-5 yrs=12 days; 5-10 yrs=15 days; 10-15 yrs=18 days; 15-20 yrs=21 days; 20-25 

yrs=24 days 
 

 
Jackson 

Policy currently in place for hired, transferred or promoted on or after 1/1/2016: 
First year to year 2=80 hrs/yr; Yrs 2-4=96 hrs/yr; Yrs 5-7=120 hrs/yr; Yrs 7-10=144 

hrs/yr; Yrs 10-30=160 hrs/yr; 30+ yrs=160 hrs/yr 

 
No 
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INTRODUCTION 
 

The  Personnel  Policy  contained  in  the  pages  of  this  document  in  no  manner  should  be 
construed as a contract or promise to any employee or prospective employee that the 
procedures, classifications, class grades or benefits contained will remain in effect or continue in 
existence.  This document is merely an outline of the procedures, classifications, class grades 
and benefits which existed at the time of the enactment by the City Council.  The procedures, 
classifications, class grades and benefits contained herein may be altered, decreased, changed 
or eliminated at any time by action of the City Council and the interpretation of the procedures 
and this entire document shall be in the sole discretion of the City Council. 
 
It must be specifically understood by each and every employee or prospective employee that 
this document does not constitute a contract of employment between the City of Jackson and 
any employee or prospective employee or a continuing promise of the continuation of any 
provisions contained herein.   Specifically, no employee or prospective employee should rely 
upon this document or any of the provisions contained herein as a condition of continuing 
employment or as a condition of accepting employment. 
 
Equal Employment Opportunity 
Equal Employment Opportunity Statement -The City of Jackson will provide equal employment 
opportunities to qualified persons without regard  to  race,  creed,  color,  sex,  age (40 an older),  
religion,  national  origin,  citizenship, ancestry, pregnancy, sexual  orientation,  gender identity, 
gender expression, family medical history and genetic information, physical and mental disability, 
miltarymilitary & veteran status,arreststatus, arrest record, marital status, height, or weight as 
required by applicable law.The City of Jackson will provide equal employment opportunities to 
qualified persons without regard  to  race,  creed,  color,  sex,  age,  religion,  national  origin,  
sexual  orientation,  gender identity, family medical history and genetic information, disability, 
marital status, height, or weight as required by applicable law. 
 
 
At Will Employees - None of the language contained within this Personnel Policy shall be deemed 
to vest any employee with any "just cause" rights that prevent his or her dismissal without cause.  
It is the policy of the City that all employees of the City are "at will" employees, and, subject to 
the terms and conditions of applicable labor agreements, the City retains the right to discharge 
any employee without cause. 
 

Performance Evaluations - The City Manager may establish a system of performance evaluations.  
If established, the system shall be incorporated into this policy. 
 
Safety Committee - The City Manager may establish a Safety Committee.   If injured, an 
employee shall file a claim in accordance with the Michigan Workers' Disability Compensation 
Act. 
 

Residency Requirement – Non-union full-time City employees who maintained their residency 
status within the Jackson City Limits for the entire previous calendar year (12 month12-month 
period) are eligible to receive a $1,800.00 residency stipend in January of each year.  (Note: This 
stipend will be prorated for partial year residency on a monthly basis.)  
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In order to qualify for the residency stipend, the employee must meet the following residency 
requirements:  Establish and occupy a dwelling within the limits defined in the previous paragraph; 
and maintain this dwelling as their primary residence at which they eat their meals, receive their 
mail, sleep, maintain their voter registration, driver’s license address, tax address, and in all 
manners maintain as a normal residence.  
   
 
All  union  employees  are  governed  by  the  residency  language  in  their  respective  labor 
agreement or past practice. Such past practice shall continue until a change is negotiated with the 
respective labor organization. 
 

REF:   Civil Service Rules and Regulations, Section 17, Residency Requirements. 
Michigan Public Act 212 of 1999 
 
EFFECTIVE DATE: 
  

 Revision dated July 1, 2024 
 Revision dated May 1, 2022 
 Revision dated August 14, 2018 
 Revision dated November 15, 2017 
 Revision dated January 10,  2017 
 Revision dated May 10, 2016 
 Revision dated December 15, 2015 
 Revision dated November 17, 2015 
 Revision dated July 14, 2015 
 Revision dated April 27, 2015 
 Revision dated December 19, 2014 
 Revision dated October 1, 2014 
 Revision dated July 1, 2008 
 Revision dated July 1, 2006 
 Revision dated July 1, 2005 
 Revision dated July 1, 2004 
 Revision dated September 1, 2003 
 Revision dated April 1, 2003 
 Revision dated July 1, 2002 
 Revision dated March 1, 2002 
 Revision dated July 1, 2000 
 Revision dated September 21, 1998 
 Revision dated August 15, 1997 
 Revision dated January 21, 1997 
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SCOPE 
 
 
This Personnel Policy covers all employees of the City of Jackson and does not apply to affiliated 
organizations such as the Downtown Development Authority or Jackson Housing Commission.   
Those employees covered by labor agreements shall be governed by the provisions of said labor 
agreements.   In the absence of specific provisions or where the labor agreement is silent, this 
policy shall apply.  In the case of a conflict between this Policy and a labor agreement, the labor 
agreement language shall prevail over this Policy for employees covered by a labor agreement. 
 
 
 
 

REFERENCES 
 
Administrative Regulations 
Americans with Disabilities Act of 1990 (Federal Mandate)  
Civil Service Rules and Regulations 
Drug Policy (Administrative Regulation No. 29) Fair Labor Standards Act (Federal Mandate) 
Family Medical Leave Act (1993) (Federal Mandate) 
General Retirement Plan 
Genetic Information Nondiscrimination Act of 2008 
Jackson City Code 
Michigan Public Act 212 of 1999 (Residency) Michigan Public Act 152 of 2011 
Michigan Public Act 54 of 2011 
The Patient Protection and Affordable Care Act of 2010 (Federal Mandate) Rules of Conduct 
Workers' Disability Compensation Act 317 of 1969 (State of Michigan) 
Michigan Paid Leave Act (MPMLA) 
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ARTICLE I - PROMULGATION OF PERSONNEL POLICY AND  

ADOPTION OF CLASSIFIED AND UNCLASSIFIED SERVICE 

 

 
Section I-1.  Purpose of the Personnel Policy.     It is the purpose of the City of Jackson Personnel 
Policy to establish an equitable and consistent personnel administration system for the City and its 
employees in order to insure that the most effective and efficient services are provided to the City 
of Jackson community. It is also the purpose of this Personnel Policy to clearly explain the duties, 
rules, and expectations of the City and its employees and to accurately describe the rights and 
benefits offered to City employees in order to attract and retain a proficient and skilled workforce.  
Furthermore, this policy shall govern all City/employee relationships of a non-union nature and all 
City/employee relationships for union personnel where the labor agreement is silent.   The City 
reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
provisions in this policy at any time. 
 

Section I-2.  Adoption of Personnel Policy and Classified and Unclassified Positions.  The 
Classified and Unclassified positions as set forth in Articles V. and VI. of this policy and the 
specifications for the respective classes are hereby adopted and shall constitute the basis upon 
which all positions shall be classified. All positions shall be subject to the provisions of Civil Service 
in accordance with the City Ordinances and the rules and regulations of the Civil Service Board, 
except those in the Unclassified Service, as specified in Article VI. 

 

Section I-3.  Preparation and Content of Class Specifications.  Descriptions of the above-
referenced positions shall be prepared by the appropriate Department Head and reviewed for final 
content by the Director of Human Resources, and approved by the City Manager, giving the duties 
of all positions and the qualifications for successful performance of such duties. In addition to the 
qualifications as set forth in the class specifications, it shall be understood that all positions 
require: Ability to read, write, speak and understand the English language and to follow written and 
oral instructions; Ability to get along with others, sobriety, integrity, loyalty and a record of orderly 
law-abiding citizenship. 

 

 

ARTICLE II - APPLICATION AND INTERPRETATION 

 

 

Section II-1. Allocation of Existing Positions.   The positions in the Class SpecificationsClassified 
Service are hereby allocated to appropriate classes in accordance with the schedules attached 
hereto. 

 

Section II-2. Interpretation of Class Specifications. 

 

A. Purpose and Effect of Class Specifications: Each class specification outlines the main 
characteristics and qualification requirements of position in the class and gives examples of 
special duties which employees holding such positions may properly be required to 
perform.    The class specification is descriptive and explanatory, but not restrictive.  The 
listing of particular examples of duties does not preclude the assignment of other tasks of 
related kind or character or of lesser skills.  Likewise, the assignment of an employee to a 
class does not preclude the assignment of duties from another class to the employee or the 
assignment of the employee to another class. 
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B. Application of Specifications to Positions:  In determining the class to which a position 
should be allocated, the specification of each class shall be considered in relation to the 
specifications of other classes in the Personnel Policy. 

 

C. Statement  of  Qualifications:    The  statement  of  qualifications  in  a  class  specification  
is intended to be used as a guide in determining the eligibility of candidates for competitive 
examinations; as an aid in the preparation of such examinations; and, for use in 
determining the relative value of positions in a class in relation to positions in other classes. 

 

Section II-3.    Employer's Rights.  The City, as an employer and on behalf of the electors of the 
City of Jackson, hereby retains and reserves unto itself all powers, authority, duties and 
responsibilities conferred upon and vested in it by law and by the Constitution of the State of 
Michigan and of the United States, the Jackson City Charter and City Code, and any modifications 
made thereto. 

 

Further, all rights which ordinarily vest in and are exercised by employers are reserved to and 
remain vested in the City, including, but without limiting the generality of the foregoing the right to: 

 

A. Manage the affairs of the City efficiently and economically, including the determination of 
quantity and quality of services to be rendered; 

 

B. Introduce  new  equipment,  methods,  machinery  or  change  and/or  eliminate  existing 
equipment and institute technological changes, decide on materials, supplies, services, 
equipment and tools to be purchased; 

 

C. Determine the size of the work force and increase or decrease its size;  

 

D. Hire, assign and permanently or temporarily lay off employees; 

 

E. Direct the work force, assign work and determine classifications and prescribe and assign 
job duties, content and classification; 

 

F. Establish, change, combine or discontinue job classifications and prescribe and assign job 
duties, content and classification; 

 

G. Discipline and discharge employees;  

 

H. Adopt reasonable work rules; and 

 

I. Select employees for promotion or transfer and determine the qualifications and 
competency of employees to perform available work. 
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ARTICLE III - ADMINISTRATION AND MAINTENANCE 

 

 

Section III-1.   Responsibilities of the Director of Human Resources.  All references to the City-
County Director of Human Resources are synonymous with the City’s title of Director of Human 
Resources.  The Director of Human Resources shall direct necessary reviews and preparation of 
reports recommending appropriate action to ensure that the Personnel Policy is kept current and to 
assure that any important changes in duties and responsibilities in any existing positions and of 
new positions are reflected in the Policy.  The Director of Human Resources shall provide, subject 
to the approval of the City Manager, for the reallocation of any position from one class to another 
class, whenever a change in duties and responsibilities of such position make the class to which 
the position was previously allocated no longer applicable.  Any actual reallocation to be made 
shall be made with the knowledge of the employee concerned and his/her Department Head. 

 

The Director of Human Resources shall be responsible for the work of administering and 
maintaining the Personnel Policy.  This shall include but not be limited to, the processing of salary 
advancements, the determination of proper salary rates within existing Policy provisions and the 
preparation of recommendations for revisions to the Policy on the basis of changes in prevailing 
rates of pay for comparable positions outside the City Service. 

 

Section III-2.   Changes Requiring Approval of the City Council.  The approval of the City Council 
shall  be  required  for  all  policy  changes  to  this  document,  but  not  for  amendments  of  an 
administrative nature. Such changes shall take the form of amendments to this Personnel Policy. 

 

Section III-3.  Changes Requiring Approval of the City Manager.  The approval of the City Manager 
shall be required for all administrative changes to this document.   The City Council will receive 
written notice of all administrative amendments to the Personnel Policy at least fifteen (15) days 
before they take effect. 

 

Section III-4.   Repeal of Conflicting Resolutions.  All resolutions or parts thereof in conflict with the 
provisions of this Policy are hereby repealed. 

 

Section III-5.   Savings Clause.  If any section, sentence, clause or phrase of this Policy shall be 
held for any reason to be inoperative or unconstitutional, void or invalid, the validity of the 
remaining portions of this Policy shall not be affected thereby, it being the intent of the City Council 
in adopting this Policy that no portion thereof or provision herein shall become inoperative or fail by 
reason of the unconstitutionality or invalidity of any other portion or provision and the City Council 
of the City of Jackson, Michigan, does hereby declare that it would have severally passed and 
adopted the provisions contained herein, separately and apart one from the other. 
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ARTICLE IV - PERSONNEL FILES 
 

 
Section IV-1.  Personnel Files.  A personnel file is maintained by the Human Resources 
Department on every employee of the City (except Parks and Recreation seasonal employees, 
City Clerk election workers, Police Reserve Officers and School Crossing Guards).   However, the 
aforementioned seasonal employees and election workers’ personnel files must be retained in 
accordance  with  Federal,  State,  and  City  laws,  ordinances,  and  regulations  by  the  
hiring departments.  All material in these files is strictly confidential and secured under the 
custodianship of the Human Resources Department.  All personnel files are subject to the 
provisions of the Bullard-Plawecki Right-To-Know Act and the Freedom of Information Act.  
Medical records are secured  in  a  file  that  is  separate  from  the  personnel  records.    
Information in an employee's personnel file may include the following: 
 

A. Original application and accompanying documents (i.e., resume, transcripts, 
references, investigation reports, military papers). 

 

B. Personnel Action Requests or notices of pay changes and accompanying documents.  

 

C. Performance evaluation forms and related materials. 

 

D. Letters of commendation or complaint connected with employment.  

 

E. Promotional opportunity application and related materials. 

 

F. Forms pertaining to fringe benefit programs and related programs.  

 

G. Documents submitted by the employee. 

 

H. Certificates or notices of accomplishment of the employee in the area of training or 
employee development. 

 

I. Documentation of disciplinary action. 

 

J. Materials submitted as part of the record for an appeal or a decision or other action 
and copies of related proceedings. 

 
Section IV-2.  Official Access. The  following  personnel  shall  have  the  right  of  access  to  
an inspection of an employee's personnel file. 
 

A. The employee who is the subject of the file. 

 

B. An  attorney  or  designee  of  the  employee  when  the  employee  has  provided  
written authorization to his or her file. 

 

C. Supervisory  employees  who  are  considering  the  employee  for  promotion,  
transfer, reassignment, demotion, dismissal or other personnel action. 
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D. The City Attorney or other appropriate agent when needed in connection with any 
legal action involving the employee and the City. 

 

E. Authorized representatives of the Human Resources Department. 

 

F. A person or persons making a proper legal request under the Freedom of Information 
Act (FOIA). 

 
Section IV-3.  Limited Access.    Information in an employee's personnel file shall not be 
made accessible to anyone except the Human Resources Department, the employee and 
those listed in Article IV, Section IV-2 above.  The only information provided over the telephone 
is verification of any employee's job title, dates of employment and salary.  No other information 
will be given by phone unless the employee provides a written release absolving the City, its 
employees, agents and officials from any responsibilities of the consequences of disclosure. 
 
Section IV-4.  Written Reprimands.   Unless otherwise provided by law, whenever a reprimand 
is placed into an employee's file for the purpose of reflecting a negative facet of that employee's 
performance, the employee shall be provided a copy of the entry. 
 
Section IV-5.  Employee Access.  An employee, upon written request to the Human Resources 
Department, may periodically review at reasonable intervals, generally not more than two (2) 
times per year, his or her personnel record.  The review shall take place in the Human 
Resources Department during normal office hours, unless inconvenient to the employee due to an 
unusual shift or job site, at which time a mutually convenient time and place shall be arranged. 
 
An employee may obtain a copy of information contained in his or her personnel file.   If there 
is disagreement with information contained in the personnel file, an employee may submit a 
written statement explaining his or her position which shall then be made part of the personnel file, 
with a copy provided to the supervisor. 

 

 

ARTICLE V -– JOB CLASSIFICATIONSCLASSIFIED SERVICE 
 

 
Section V-1.   Job ClassificationsClassified Service.   Job classifications The Classified Service 
shall consist of the following classes of non-union positions, with such changes as may be made 
from time to time by the City Council by amendment to this Personnel Policy.  AllThe class grade 
refers to the classification and corresponding salary range by which all positions of the class shall 
be paid as set forth from time to time by action of the City Manager or City Council action. The 
hours of work in the normal average work week for each Occupational Group are indicated and 
shall apply to all classes of the group, except those where the normal work week upon 
which compensation is based is otherwise indicated.   For purposes of this Personnel Policy, 
all employees and officials of the Jackson Housing Commission are not employees of the City 
of Jackson.  For purposes of the Civil Service ordinance, all union personnel are deemed to 
be unclassified employees whose personnel rights and responsibilities shall be resolved under 
the provisions of their applicable labor agreement. 
 

Section V-2. Occupational List of Class Titles 
 

 A. CLERICAL, ADMINISTRATIVE AND FISCAL GROUP 

 (Non-union positions – occupied or vacant) 

Page 217 of 339



 

 6 

 
 Class 
 Grade     Class Title     Class Title   
 

   7 Account Clerk Supervisor 
   4 Administrative Secretary I 
   6 Administrative Secretary II 
   8 Appraiser 
   6 Evidence Management Coordinator 
 10 Financial Analyst 
 11 GIS Coordinator 
   9 Labor Relations Technician 
   7 Legal Secretary 
 10 Neighborhood and Economic Operations Planner 
   6 Property Management Coordinator 

   6 Purchasing Technician 
   7 Recreation Services Coordinator 
 10 Senior Appraiser 
   9 Senior Citizen & Recreation Activities Coordinator 
 11 Tax Supervisor 
 

B. ENGINEERING, INSPECTION AND TECHNICAL GROUP 
 (Non-union positions – occupied or vacant) 

 
 Class 
                        Grade      Class Title    
 
 11 Civil Engineer II 
 12 Civil Engineer III 
 10 Engineering Assistant 
 10 Parking Manager/Engineering Assistant 
 10 Wastewater Treatment Plant Industrial Pretreatment Supervisor 
 

 

 C. LABOR AND TRADES SUPERVISION GROUP 
 (Non-union positions – occupied or vacant) 

 
Class 

Grade     Class Title    
 Class Title   

 

 10  Assistant Water Treatment Plant Supervisor 
    8 Building Maintenance Supervisor 
 10  Chief Wastewater Treatment Plant Operator 
 10  Meter Services Supervisor 
   9  Public Works Assistant 
 11  Public Works General Foreman 
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ARTICLE VI - UNCLASSIFIED SERVICE 
 

 

Section VI-1.  Unclassified Service.  The Unclassified Service shall consist of the following classes 
of non-union positions, with such changes as may be made from time to time by the City Council by 
amendment to this Personnel Policy.  The class grade refers to the classification and corresponding 
salary range by which all positions of the class shall be paid as set forth from time to time by City 
Council action and/or action of the City Manager.   For purposes of this Personnel Policy, all 
employees and officials of the Jackson Housing Commission are not employees of the City of Jackson.  
For purposes of the Civil Service ordinance, all union personnel are deemed to be unclassified 
employees whose personnel rights and responsibilities shall be resolved under the provisions of their 
applicable labor agreement. 
 

Section VI-2.  Occupational List of Class Titles. 
 

D. A. APPOINTIVE OFFICIALS (Non-union positions – occupied or vacant).  Unless 
otherwise noted, all contractual employees are at will and on scale. 

 
Class 

Grade     Class Title    

  Class Title   
 

7 Administrative Assistant 
6 Administrative Assistant to the Director of Police and Fire Services  

10 Administrative Assistant to the City Manager 
12 Assistant to the City Manager 
12 Assistant City Assessor 
15 Assistant City Engineer 
17 Assistant City Manager/Operations 
18 Assistant City Manager/Community Development Economic Development Director 
(Contractual Employee) 
15 Assistant Finance Director 
15 Assistant Director of Human Resources 
15 Assistant Director of Community Development Neighborhood and Economic 
Operations (NEO) 

14 Assistant Director of Parks, Recreation, and Grounds  
14 Assistant Director of Public Works – Public Utilities Administration 
13 Assistant Superintendent of Wastewater Treatment Plant 
10 Building Inspector 
14 Chief Building Official  
17 City Assessor (Contractual Employee) 
20 City Attorney (Contractual Employee) 
3 City Clerk (part time on scale) 
19 City Engineer 
22 City Manager (Contractual Employee) 
7 Code Enforcement Officer I (Contractual Employee) 
8 Code Enforcement Officer II (Contractual Employee) 
9 Code Enforcement Officer III (Contractual Employee) 
13 Code Enforcement Director 
 Department of Public Works/Utilities Fiscal Supervisor 

16 Deputy City Attorney 
11 Deputy City Clerk 
10 Deputy City Treasurer 
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17 Deputy Director of Police and Fire Services, Fire Division (Contractual Employee) 
17 Deputy Director of Police and Fire Services, Police Division (Contractual Employee) 
20 Director of Finance/Purchasing Agent (Contractual Employee @ 80% of the scale) 
17 Assistant Director of Human Resources (Contractual Employee) 
19 Director of Community DevelopmentNeighborhood and Economic Operations (NEO) 
18 Director of Parks, Recreation and Grounds 
20 Director of Police and Fire Services (Contractual Employee) 
20 Director of Public Works (Contractual Employee) 
20 Economic Development Director 
  9 Economic Development Specialist (Contractual Employee) 
  9 Elections and Records Coordinator (Contractual Employee) 
13 Electrical Inspector (Contractual Employee) 
11 Grant Coordinator 
13 Grant & Front Office Supervisor 
10 Housing Rehab Specialist (Contractual Employee) 
11 Community DevelopmentNeighborhood and Economic Grant Coordinator 
11 Neighborhood Outreach Coordinator/Recreation Services Supervisor 
 (Contractual Employee) 
  9 Paralegal (Contractual Employee) 
14 Planning Director 
12 Plumbing and Mechanical Inspector (Contractual Employee) 
  8 Public Information Officer (Contractual Employee) 
10 Purchasing Coordinator 
10 Recreation Services Supervisor 
10 Records Management Supervisor (CDNEO/Police) 
12 Rehabilitation Coordinator (Contractual Employee) 
16 Senior Assistant City Attorney 
11 Senior Planner (NEO) 

12 Staff Accountant 
  9 Staff Attorney (Contractual Employee) 
14 Superintendent of Parks and Golf Operations 
10 Supervisor of Management of Information Services 
14 Wastewater Treatment Plant Superintendent 
 Water Billing Supervisor 
14 Water Treatment Plant Supervisor 
11 Water and Sewer Maintenance Foreman 
 

EB. ELECTIVE OFFICIALS: 
 
 - Mayor and City Councilmembers 
 - City Treasurer (also serves as Income Tax Administrator) 
 
FC. POLICE DEPARTMENT GROUP 
 (Non-union positions – occupied or vacant)  
 
 Class 

     Class Title  
 Grade   Class Title   

 
 -  2 

Police Cadet 
 
  2 

Compensation to be determined by ordinance of City Council. 
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GD. PUBLIC SAFETY GROUP 

 (Non-union positions – occupied or vacant) 

 
Class 
Grade                    Class Title                       
 

- 
3 

Community Service Officer 
 

- 
4 

School Crossing Guard: 

 
•  One appearance at a corner 
•  Two appearances at a corner 
•  Three appearances at a corner 

 
3 

Compensation to be adjusted annually with other job classification Unclassified 
Service positions. 
 
4 

Compensation to be determined by ordinance of City Council. Persons classified as 
"School Crossing Guards," as above provided for, shall not be vested with any police 
powers, and their classification, in a class of the Public Safety Group, for the purpose of 
this Policy, shall not be deemed to be eligible to participate in any City pension plan. 

 
HE. PART-TIME APPOINTIVE OFFICIALS 
 (Non-union positions – occupied or vacant) 

 

Class 

Grade   Class Title                         

 

- Administrative Hearing Officers 
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ARTICLE VII - PUBLICIZING OF VACANCIES 
 

 

Section VII-1. Equal Employment Opportunity/Affirmative Action.   It is the policy of the City of 
Jackson to implement equal opportunity on an affirmative basis to all qualified employees and 
applicants for employment in accordance with State and Federal Law.  Positive action shall be taken to 
ensure the fulfillment of this policy. 
 

Section VII-2.    Full-Time Positions in the City Service.   The City reserves the right to fill certain 
highly technical, specialized, and/or managerial non-union positions from within as part of 
reorganization or internal department promotions. Otherwise, whenever a vacancy occurs in a position 
in the City Service , whether classified or unclassified, such vacancy shall be advertised on the City’s 
website, other public media, and association newsletters, professional journals, trade papers or other 
suitable publications or electronic media as deemed appropriate.  The advertising of vacancies in 
positions in the City Service is done not only to secure competent applicants, but also to fulfill the 
obligations of the City to apprise interested qualified applicants of the vacancies and position. 
Notwithstanding the above, vacancies in the common labor group and in seasonal, temporary 
provisional and emergency positions need not be advertised if the City Manager or his/her designee 
determines there will be a satisfactory pool of applicants without such advertising. 
 

Section VII-3.      Anti-Nepotism.  Effective November 18, 2015 the City will not hire the relative of any 
current employees, elected and/or appointed officials; however, the City Manager has the authority to 
waive this requirement when special circumstances can be demonstrated.  For purposes of this section, 
“relative” shall mean any of the following family members whether by blood or marriage:  spouse, child, 
step-child, foster child, parent, step-parent, foster parent, brother, step brother, sister, step- sister, 
grandparent, grandchild, parent-in-law, son-in-law, daughter-in-law, niece, nephew and cousin or any 
other individual that is a member of the employee or elected official’s household for which the employee 

or elected official is financially responsible.  This policy ensures that all applicants are considered on the 

basis of their qualifications and are not given preferential consideration based on their relationship to 
current employees or elected officials. 
 

However, employees who marry while employed, shall have 90 days to transfer out of a superior-
subordinate relationship resulting from the marriage. In the event the transfer cannot be made within the 
noted timeframe, the employee with the least seniority shall be terminated.  This policy applies to all 
categories of employment, including full- and part-time and temporary or seasonal classifications. 

 

 

REF: City of Jackson, Ethical Standards of Conduct Ordinance No. 2015-18 

 

 

ARTICLE VIII - LENGTH AND CONTINUITY OF SERVICE 
 

 

Section VIII-1. Requirements as to Length and Continuity of Service. 
 

A. Service requirements for advancement within Salary Schedules and for other purposes as 
specified in this Policy shall require employment in the City Service without break or interruption. 

 

B. The following absences shall not affect continuity of service and time on such absences shall 
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count toward length of service: 
 

1. Authorized leave of absence with pay; 
 

2. Authorized leave of absence without pay of thirty (30) calendar days or less; or 
 
C. Absences for purposes of serving with the Armed Forces of the United States shall not break 

continuous service only if the laws of the State of Michigan and/or the United States require 
reinstatement without a break in service at the time the person completes military service and 
reapplies for employment. 

 
D. Leaves of absences without pay of over thirty (30) calendar days shall be deducted from 

length of service, but shall not have the effect of interrupting continuity of service.  Deduction 
from length of service may be accomplished by moving the employee's anniversary date 
forward by the appropriate number of calendar days. 

 
E. All absences without authorized leave of more than two (2) days shall be deducted from and 

shall interrupt continuous service. 
 
F. The Family Medical Leave Act and the Americans with Disability Act will be administered in 

accordance with those Acts (Ref: Article XIV, Section XIV-3). 
 

 

ARTICLE IX - LAYOFFS/SEVERANCE 
 

 

Section IX-1. 
 
A. Layoffs. Whenever the City in its discretion determines that a layoff is necessary due to a lack 

of funds, lack of work, or due to a reorganization, such layoff shall be made in such 
classifications as the City may designate.  Layoffs shall be made in accordance with procedures 
to be developed by the Director of Human Resources. 

 
B. Recall from Layoffs.  The order of recall of laid-off employees shall be in the inverse order in 

which the employees were laid-off and shall be subject to the same conditions as prescribed in a 
lay-off.  However, it shall only apply to classified employees and shall not exceed a two (2) year 
call back period. 

 
C. Severance.  Severance from the City service shall be in accordance with procedures to be 

developed  by  the  Director  of  Human Resources  and  approved  by  the  City Manager, and 
shall only be available for all those employees with an at will employment agreement.  
Severance codified in an employment contract is governed by the employment contract in 
increments of days or months. 

 

 

D. Constructive Dismissal.  All contractual employees titled as a department head or appointed 
official shall have a signed at will employment agreement which includes a constructive dismissal 
clause.  The section shall state that all claims alleged to be a constructive dismissal (an 
employee terminates their employment in response to the employer’s treatment of them) shall be 
submitted in writing to the Director of Human Resources no later than 30 days after the 
occurrence. The documentation must show that they have resigned in response to a 
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fundamental breach of contract by the employer (Employment Rights Act 1996).  If the 
constructive dismissal claim is deemed to have merit, all such employees shall be granted their 
severance pay in accordance with their employment agreement.  

 
 
 
 

REF: City of Jackson, Civil Service Rules and Regulations, Section 6.4 and Section 8.1a. 
 
 

ARTICLE X - REQUESTS FOR CLASSIFICATION/COMPENSATION ADJUSTMENTS 
 

 
Section X-1.   Employee Requests for Classification Adjustments.  Any employee shall have the right 
to consideration of any request he/she may have with respect to a change in the classification of 
his/her position. The employee shall make his/her request initially to the head of his/her department. If 
the head of the department feels that the request is reasonable, he/she shall notify the Director of 
Human Resources of the request and give his/her opinion or recommendation.   If the head of the 
department feels the request is not a reasonable one, he/she shall reject the request, but notify the 
employee of his/her right to appeal to the Director of Human Resources. The Director  of  Human 
Resources  shall  give  due  consideration  to  the  requests  he/she receives from Department Heads 
and employees, and in those cases where he/she feels a change in classification is required, he/she 
shall recommend to the City Manager such action on the matter as he/she may deem appropriate. The 
decision of the City Manager shall be final. 
 

Section X-2.    Employee Requests for Compensation Adjustments.   Any employee shall have the 
right to the consideration of any request he/she may have with respect to changes in the application of 
the Personnel Policy to his/her position.  The employee shall initially make his/her request to the 
Department Head, who shall promptly seek to arrive at a solution which is consistent with the 
Personnel Policy and acceptable to the employee.  When the Department Head is unable to resolve 
such a request in a manner which is satisfactory to the employee, the matter shall be submitted to the 
Director of Human Resources for review.  In the event the employee remains unsatisfied after review  
by  the  Director  of  Human Resources,  he/she  may  appeal  to  the  City Manager.  The City Manager 
shall review such appeal and issue a decision on it within 45 days. The decision of the City Manager 
shall be final. 
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ARTICLE XI - COMPENSATION 
 

 

Section XI-1.     Salary Schedules.  The pay of City employees shall be on the basis of appropriate 
bi-weekly and/or hourly salary schedules as set from time to time by City Ordinance for each of the 
respective  classes  of  positions  in  the  City  service  as  established  by  this  policy  or  by  labor 
agreement. Said schedules as contained in Appendix A and as revised from time to time by City 
Council action, shall be deemed as part of this Personnel Policy.  (Salary Schedules for those 
employees belonging to a union are contained in the respective labor agreement.)  All non-union 
persons who are "red circled" (or wage-frozen), excluding those with an at will employment 
agreement, shall not receive annual increases (including step increases, except in such cases where 
the step increase of the lower wage scale is higher than the employee’s current hourly rate of pay) 
granted by City Council ordinances for compensation to employees.  These ordinances shall in all 
instances reflect compensation for hours actually worked or provided for under other sections of this 
Policy and shall not be construed as a guaranteed weekly or bi-weekly salary for those not considered 
exempt employees under the Fair Labor Standards Act. Each  salary  schedule  shall  consist  of  a  
minimum  entrance  rate,  intermediate  salary  rates,  and a maximum rate. 

 
A. Merit Award PolicyPOLICY  

 
A. A Merit Award may be granted to an employee to recognize accomplishments which directly impact 
the efficiency, economyeconomy, and effectiveness of city operations and/or positively impacts the 
City’s service to the public.  

 

B. Recognition of a meritmerit pay will be based on the high level of performance of the employees to 
the City of Jackson. Merit pay will not be withheld, denied, or awarded for an illegal reason including: 
discrimination based on sex, race, age, religion, national origin, marital status, covered veteran status, 
disability, or membership in the Uniformed Services. 

 

C. The City Manager has authority to approve merit awards, based upon the Human Resources 
Manager recommendations.  

 

1. The Merit Award may be made for a period of exceptional productivity.  A complete and approved 
performance appraisal as determined by the city manager, must be completed by the employee’s 
supervisor detailing the employee’s achievements.  Depending on the employee’s performance 
appraisal the following actions may be taken: 

 

1. No increase  

2. An amount equal to ½ step in the employees current salary/wage grade  

3. 1 full step increase in the employee’s current salary/wage grade 
 

Section XI-2. Compensation for Hourly Paid Employees. 
 

A. Employees to be paid in accordance with the applicable labor agreement and ordinance. 

 

B. Part-time, seasonal and temporary positions shall be paid in accordance with Section XI-7.  
 
Section XI-3. Full-Time Basis of Salary Schedules.  The salaries prescribed by action of the City 
Council are fixed on the basis of full-time service for normal work weeks as indicated for the several 
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groups in Article V. and VI. of this Personnel Policy. 
 

Section XI-4. Entrance Salary Rates. 
 

A. Starting Rate on Initial Employment.  Original appointment to any position shall be made at 
the entrance rate and advancement from the entrance rate to the maximum rate within a pay 
range shall be as approved by the City Manager.  The City Manager may approve an initial 
compensation rate higher than the minimum rate for the class when, in his or her opinion, the 
needs of the City Service make such action necessary.  However, in all cases, a PAR request 
shall be submitted to, and reviewed by, the Director of Human Resources, and subsequently 
approved by the City Manager, in advance of hiring all new employees (full time, part time, 
temporary and/or seasonal).  

 

B. Starting Rate on Return to Duty.  When an employee returns to duty in the same classification 
after a separation from the City service of not more than one (1) year, which separation was not 
due to discreditable circumstances, such employee shall receive the paystep rate received at 
the time of separation, and shall subsequently serve at his or her reentry rate for at least such 
period as is normally required for advancement to the next higher rate per the terms of the Merit 
Award Policy. 

 

C. Starting Rate on Return from Military Service.  Any employee who leaves or has left the City 
service to enter the active service of the Armed Forces of the United States shall, upon 
severance of service, be entitled to reinstatement in accordance with the applicable laws 
prevailing at the time the employee makes application for reinstatement. 

  
. 

 
D. Rate of Pay Upon Demotion.   In case an employee is demoted, credit shall be given for 

continuous service in the higher paid position in determining the proper rate in the Salary 
Schedule for the lower paid position, provided that the salary rate after demotion shall not be 
higher than that prior to demotion. 

 
E. Starting Rate in New Positions (Non-union).  Whenever an employee not represented by a 

union is placed in another position not previously held by him/her, or a union employee accepts  
a  non-union  position  he/she  has  not  previously  held,  the  employee  shall  be 
compensated at a rate deemed appropriate by the City Manager in the salary schedule 
established for this position.  However, a PAR must be submitted and approved in advance of 
the employee moving into the new position. 

 
F. Rate of Pay Upon Promotion (Non-union).  Whenever an employee not represented by a 

union, or a union employee accepting a non-union position is promoted to a position in a 
higher  class grade than the position he/she currently holds, the employee shall be 
compensated at a rate deemed appropriate by the City Manager in the salary schedule 
established for the position.  Future step increases, if applicable , will be based on the the terms 
of the Merit Award Policy. revised anniversary date for the most recent promotion.  However, a 
PAR must be submitted and approved in advance of the employee’s promotion. 

 
G. Rate of Pay Upon Position Reclassification (Non-union).  An  employee  not represented by a 

union and whose position is reclassified to a higher class grade, shall be compensated at a 
step rate deemed appropriate by the City Manager in the class grade schedule established for 
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the position. Future step increases, if applicable, willapplicable will be based on the t h e  
t e r m s  o f  t h e  Merit Award Policy. employee's original date of hire or on the date of the 
most recent promotion.   Step increase dates are not revised due to position reclassifications. 
However, a PAR must be submitted and approved in advance of the employee’s 
reclassification. 

 
Section XI-5. 
 

A. Probationary Period.   After initial appointment or promotion to a position in the City Service, 
the first one thousand and forty (1,040) hours actually worked in the position shall be 
considered the period of probation.  The probationary period for any employee represented 
by a union shall be in accordance with provisions of their respective labor agreement for his/her 
employee classification. 

 
Upon satisfactory conclusion of the first one thousand and forty (1,040) hours actually 
worked after initial appointments or after promotion, the salary of the employee, including 
those in the Fire Department Group and Police Department Group, shall be advanced one-half 
(½) of the increment to the next higher step in the Salary Schedule for the class to which 
the position is allocated, provided the employee's starting rate is the first step rate.  In the event 
that the employee does not satisfactorily complete the probationary period, he/she shall be 
separated from the service and shall not have recourse to appeal his/her separation before 
the Civil Service Commission, except that in the case of promotion from a position in which 
an employee had Civil Service status, he/she will revert to such position as he/she may be 
entitled to under Civil Service rules, provided the employee's failure to satisfactorily complete 
probation was not for a reason which necessitated the employee's termination. 

 
 

B. Annual Step Increase.   At the completion of the first year of service the employee shall be 
advanced to the next higher rate in the appropriate salary schedule, provided his/her supervisor 
and Department Head determine the service rendered to be satisfactory. Subsequently, the 
employee shall be advanced to the next higher rate at the conclusion of each succeeding year 
of satisfactory service in his/her position until he/she has reached the maximum base rate of 
the salary schedule appropriate to the Class to which his/her position is allocated. 

 

Section XI-6.   Recommendations for Salary Advancements within Grade.  The Department Heads 
shall recommend in writing to the Director of Human Resources the advancement in salary of their 
employees who have met the requirements for salary advancement as enumerated above per the Merit 
Award Policy.  In the case of salary advancement upon completion of the initial one thousand and 
forty (1,040) hours actually worked in a position, the recommendation shall include the certification 
that the period has been successfully completed. All such requests shall be reviewed by the Director in 
advance of the City Manager’s approval. 

 
Section XI-7.     Computation of Salaries of Part-Time, Seasonal and Temporary Employees.  Part- 
time, seasonal and temporary employees may be employed on an as-needed basis and if employed 
shall be paid only for hours actually worked and at an hourly rate established by the City.  Part-time, 
seasonal and temporary employees shall not be eligible for any fringe benefits during their employ. 
 
Section XI-8.     Special Salary Provisions. 
 
A. Plus Rates for Special Skills:  In any case when an unclassified employee is qualified for and is 

temporarily required, in writing by his/her supervisor, to regularly serve in and accept 
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responsibility for work in a higher class or position, such employee shall receive the entrance 
salary rate of that class grade or his/her present rate plus one class grade, whichever is 
higher, while so assigned, subject to the approval of the City Manager.  A non-union, non- 
exempt employee, who is required to work in a higher class or position continuously for a 
period  of five  (5) or more  consecutive  days,  shall  be  deemed  "temporarily required  to 
regularly serve and accept responsibility for work in a higher class position," as is a non-union 
exempt employee who is required to work in such higher class or position continuously for a 
period of thirty (30) or more consecutive days, unless either employee is so assigned for 
training purposes.  In case of vacancies in the City Service where a non-union employee is 
required in writing by the City Manager to fill a vacancy in a higher class or position and 
assume full responsibility for that position until it is permanently filled, such employee shall 
be compensated for the duration of such assignment as though permanently promoted to the 
position in accordance with Article XI, Section XI-4, H. of the Personnel Policy.   

 
B. In any case when a non-union classified employee is regularly assigned in charge of one or 

more persons in positions of the same class grade, such employee shall be paid at the 
corresponding step rate in the next higher class grade upon recommendation of the 
Department Head and approval of the City Manager. 

 
C. As a means of supporting the Anchor Initiative, the City offers a $600 a year residency 

allowance for non-union full time City employees who live within the downtown core which is 
generally delineated by Van Buren to the north, Franklin Street to the south, Cooper Street to 
the east, and Second Street to the west (aka Target Market Analysis area).  The allowance is 
paid for each consecutive 12 month period of downtown residency and full time City 
employment beginning November 18, 2015 and is paid the following month after the full year of 
residency and employment are established.  The allowance is only payable to one (1) City 
employee per household per year. 

 
Section XI-9.     Temporary Acting Positions.   When a classified employee is required by his or her 
supervisor  to  temporarily  transfer  from  one  job  classification  to  another,  the employee shall 
continue to be paid at the rate applicable to his or her permanent job classification; provided, however, 
if  the employee is transferred for a period in excess of forty (40) working hours during a pay 
period to a job classification for which the maximum rate of pay is higher, the employee shall 
automatically receive the higher salary rate for the time actually worked out of grade. 
 
Section XI-10.   Step Increases for Temporary Acting Positions.   In any case where an classified or 
unclassified  employee  is  placed  in  a  temporary  acting  position,  he/she  shall continue to accrue 
service credit for all salary and benefit purposes.  When an employee is due to receive a step increase 
and he/she is currently working in a temporary acting position, such step increase shall be processed 
via the following steps: (1) process PAR returning employee from temporary acting position to 
his/her  regular  position;  (2)  process  PAR  for  step  increase  at  his/her  regular position; (3) 
process PAR to take employee back up to temporary acting position. The effective date may be the 
same on all three PAR's. When such employee returns to his/her former position, they will do so at 
a rate of pay that allows them to receive the step increase they would have received had they been 
working in their regular position at the time of the step increase date. 
 
Section XI-11. Tuition Reimbursement.  Effective November 18, 2015, the City agrees to furnish all 
non-union employees, when such costs that are not covered by other programs, the cost of job related 
course work (up to $1520,000) for any applicable, previously approved and budgeted, classes and/or 
certification.  The employee is further restricted from reimbursement if the City has previously 
reimbursed the employee for any other degree and/or if the employee is requesting reimbursement 
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associated with a second similar degree (i.e., second bachelor’s degree or second master’s degree).  
Any such programs or courses must have written approval of, and shall be at the sole discretion of the 
City Manager, as recommended by the department head, prior to taking such courses to be eligible for 
reimbursement and the employee must agree to and sign a form indicating an understanding of all 
program stipulations.  In order to be eligible for reimbursement, the employee must demonstrate 
matriculation. Additionally, the employee must continue to work for the City for four (4) years following 
final reimbursement.  The employee that voluntarily leaves his employment with the City shall be 
responsible to refund any reimbursements received within the prior four (4) years.  

 

ARTICLE XII - OVERTIME WORK 
 

 

Section XII-1.    Overtime Administration.  In emergencies, a Department Head may prescribe, with 
the approval of the City Manager, reasonable periods of overtime work to meet operational needs. 
Such overtime shall be reported and justified as required by the City Manager. 
 

Section XII-2. Compensation for Overtime.  Employees of the City of Jackson shall be compensated 
for authorized overtime work in accordance with applicable laws or labor agreements. 
 

Section XII-3.  Leave Time in Lieu of Overtime Compensation for Certain Employees and Appointed 
Officials. 
 
A. Employees who are legally exempted from coverage by the Federal Fair Labor Standards 

Act, who are not covered by a labor agreement, shall be considered salaried employees who 
shall be paid an annual salary, prorated on a biweekly basis, regardless of the number of hours 
worked in a given two-week period, subject to the standards established below. 

 

It is generally understood that the salaried employees described in this section, by the 
nature of their work, titles and duties are expected to work in excess of the normal work 
day and/or workweek when it is necessary to accomplish their assignments, and that the 
salaries established for their positions provide appropriate compensation for the anticipated 
responsibilities, and not for a specific number of hours of work per day, week or year. 
 
Effective July 1, 2000, in recognition of the flexibility these employees exercise in performing 
work assignments outside the regular work day, these employees may adjust their work 
schedules within a work day to take care of personal business, as the work load will allow 
and in accordance with any procedures established by the City Manager, without deducting 
said hours from any leave bank (such as sick or vacation leave time). 

 
B. Employees who are legally covered by the terms of the Fair Labor Standards Act (i.e., not 

exempt), who are not covered by a labor agreement, shall be considered hourly employees. All 
such hourly employees shall be eligible for compensation for all hours worked in excess of 
forty (40) per week at a rate of one and one-half times their normal hourly rates.  Effective July 
1, 2000, this group of hourly employees may be offered the opportunity to choose to earn 
compensatory leave time in lieu of overtime compensation for all hours worked in excess 
of forty (40) per week at a rate of one and one-half times the additional hours worked, subject to 
a maximum compensatory leave bank of forty (40) hours. If the employee is to be offered the 
opportunity to choose between overtime payment or accruing compensatory time off, the 
employee and the supervisor must reach that understanding prior to the performance of the 
additional work.  Compensatory time off will be scheduled between the employee and his/her 
supervisor, taking into account workload, scheduling concerns and the employee’s 
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preferences.  Compensatory leave banks for hourly employees shall be payable in cash at 
the time of an employee’s termination of employment through resignation, retirement, dismissal 
or death, subject to the maximum accrual limit of forty (40) hours. 
 

 
 

REF:  Exempt Employees (Administrative Regulation No. 27) 
 Overtime Compensation (Administrative Regulation No. 28) 
 

 

ARTICLE XIII – ANNUAL EVALUATIONS/FEEDBACK ASSESSMENTS 
 

 
Section XIII-1 – Beginning on June 1, 2016, all supervisors shall be required to complete an annual 
evaluation/feedback assessment of each of their employees.   
 
Section XIII-2 – The intent of this assessment is strictly to provide and receive feedback on the 
employee’s performance during the prior twelve (12) months and under no circumstances is to be 
utilized for disciplinary matters, promotions, raises, etc.   
 
Section XIII-3 – The forms and procedures for this assessment will be established by the Director of 
Human Resources. 
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ARTICLE XIV – DISCIPLINE/RULES OF CONDUCT 
 

 
Section XIV-1 - At will/unclassified employees by definition serve at the pleasure of the City Manager 
and may be dismissed at any time for any reason without recourse to any procedure. 
 
Section XIV-2 - Temporary, part-time or probationary employees may be disciplined or terminated 
without recourse to the disciplinary procedure provided in the City of Jackson Rules of Conduct. 
 

Section XIV-3 - All notices of discipline will be forwarded to the Human Resources Department by 
the Department Head for placement in the employee's personnel file. 
 

 

Section XIV-4 - All City of Jackson employees are expected to perform their assignments with a level of 
care and commitment that indicates they are putting forth a reasonable effort to effectively and safely 
perform their public service responsibilities.  Full-time employees who choose to work more than one 
job are expected to follow Civil Service guidelines regarding the additional employment, which includes 
notifying their supervisor about the additional job, and ensuring that their job with the City is treated as 
their primary employment.   If an employee suspects a potential conflict of interest between his/her job 
with the City and his/her second job or outside interest, the employee is responsible to raise the 
question with his/her department head. 
 

Section XIV-5 - All City of Jackson employees are expected to treat all persons with whom they have 
contact in the course of their assignments with dignity and respect.  Employees are expected to comply 
with all legal standards related to illegal discrimination and harassment while in the course of their 
employment. 
 
Section XIV-6 - Grounds and procedures for discipline and/or termination of regular/classified (not 
including at will/unclassified) employees are as outlined in the following City of Jackson Rules of 
Conduct: 
 

RULES OF CONDUCT 
 

Applicable to all Michigan Association of Public Employees and non-union employees except at 
will /unclassified employees. 
 
Section 1. For violations of any of the following rules an employee shall be subject to severe 
discipline up to and including discharge: 
 

A. Refusal to comply with supervisor's instructions or other insubordinate conduct. 

 

B. Gross neglect of duty. 

 

C. Immoral or indecent conduct. 

 

D. Intentional falsification of employer's records. 

 

E. Knowingly making the time card of another, having one's time card marked by 
another or unauthorized altering of a time card. 
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F. Theft or intentional destruction of employer's or another employee's property or 
removal of City property from employer's premises without authorization of the 
employer. 

 

G. Unauthorized use of the employer's property (including computers and other various 
forms of media). 

 

H. Sleeping on the job. 

 

I. Drinking or possessing any alcoholic beverage on employer's time, premises or 
equipment or reporting to work while under the influence of alcoholic beverages.  
Possession or use of a controlled substance on employer's time, premises or equipment 
or reporting for work or working under the influence of a controlled substance. 

 

J. Conviction of a felony while an employee of the City of Jackson. 

 

K. Deliberate or careless conduct endangering the safety of himself or others. 

 

L. Damage  or  destruction  of  the  employer's  or  public's  property  in  excess of $500. 

 

M. Abusive, threatening or coercive treatment of members of the public, fellow 
employees or supervisor. 

 

N. Conviction of any moving traffic violation for which an employee receives 6 or more 
points during a 12-month period while driving the employer's vehicles. 

 

O. Absence from work for three consecutive, regularly scheduled working days without 
an excuse acceptable to the employer. 

 

P. Suspension or loss of driver's license (employees who are required to drive in the 
service of the employer). 

 

Q. Sabotage. 

 

R. Permitting any person who is not an employee to enter or ride in a City vehicle 
without authorization of the employer. 

 

S. Failure to be available for emergency call to duty or failure to respond to said call. 

 

T. Serious violation of a safety rule or safety practice. 

 

U. Possessing, carrying or otherwise using a firearm or other lethal weapon while on 
duty, except as may be required of a sworn police officer or granted permission by the 
City Manager. 
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V. Intentionally  discriminating  against  another  employee  or  member  of  the public  
while  in  the  performance  of  one's  duties,  based  upon  a  legally protected 
classification.   (Examples: race, gender, color, ethnic heritage, disability, religion, age, 
height, weight.) 

 

W. Accepting or asking for special benefits or payments from a member of the public, 
business, etc., to either perform required duties or to influence the manner in which 
duties are performed. 

 

X. Any other offense of equal magnitude to the above. 
 
Section 2.      For the commission of the following offenses an employee shall receive a counseling 
memo for the first offense.  For a second violation of the same rule, a written reprimand is appropriate.  
If an employee receives: (1) two written reprimands (for the same or different offenses) within a 
period of twelve (12) consecutive months; or (2) discipline under Section 1 of these rules and one 
written reprimand under this section (within a period of twelve [12] consecutive months); or (3) two 
written reprimands or disciplinary suspensions (for the same or different offenses) within a period of 
eighteen [18] consecutive months, such employee shall thereupon be subject to discharge upon 
commission of the third offense. 
 

A. Late to work without an excuse acceptable to supervisor. 

 

B. Carelessness which necessitates the scrapping or repairing of employer's equipment or 
property or unintentional damage or destruction of the employer's or public's property of 
less than $500. 

 

C. Inattentiveness to work, failing to start work at the designated time, quitting work 
before proper time or leaving the job during the working hours without permission of the 
supervisor.   Inattentiveness to work includes lack of productivity, use of work time to 
perform personal business, unreasonable use  of  phones  (work  or  personal)  during  
work  hours  for  personal  calls, playing computer games outside break or lunch periods, 
etc. 

 

D. Smoking in unauthorized areas. 

 

E. Minor violations of safety rules or safety practices. 

 

F. Failure to report to work without giving the employer advance notice unless it was 
impossible to give such advance notice. 

 

G. Creating or contributing to poor housekeeping in the building or equipment of the 
employer. 

 

H. Vending, soliciting or collecting contributions on the employer's time or premises without 
written authorization from the employer. 

 

I. Posting, removing or defacing any matter on the employer's bulletin board or property 
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without authorization from the employer. 

 

J. Failure to perform work as instructed in an efficient and timely manner.  Poor 
workmanship. 

 

K. Accepting gratuities inconsistent with the City's ethics ordinance, but not arising to 
the level of the violation referred to in Section 1. W., above. 

 

L. Any offense of equal magnitude to the above. 
 
 

 

REF: (1) Article XI, Section XI-4, F. Rate of Pay Upon Demotion. 

 
 

(2) 
 

Any absence without leave shall be handled in accordance with Article XV-8, Absence 
Without Leave. 

 
 

(3) 
 

Administrative Regulation No. 29, Drug Policy. 
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ARTICLE XV - VACATION AND OTHER LEAVE TIME 
 

 

Section XV-1. Vacation Leave. 
 

A. Crediting Employees with Vacation. 
 

 1.    Effective December 31, 2015, Classified officers or employees Employees in the City 
 service, not covered by a labor or at will employment agreement, except temporary,  part-time 
and  seasonal employees, and except as described in Section A.2. or A.3  below,  shall be allowed 
vacation leave with pay as follows: 
 

            Years of Service                          Vacation Accrued Each Year   
 

First year through four plus years Two (2) calendar weeks per year 
 
Five (5) years (starting with the Two (2) calendar weeks and two (2) 
calendar year in which they attain days per year   
such service) 
 
Seven (7) years (starting with the Three (3) calendar weeks per year 
calendar year in which they attain 
such service) 
 
Ten (10) years (starting with the Four (4) calendar weeks  
calendar year in which they attain 
such service) 

 
Fifteen (15) years (starting with the Four (4) calendar weeks per year 
calendar year in which they attain 
such service) 
 
Twenty (20) years (starting with the Four (4) calendar weeks and three 
calendar year in which they attain (3) days per year 
such service) 

 
 2. All Unclassified employees within one of the positions listed in Section VI-2.A. as of  

December 31, 2015, and certain other salaried, professional positions as may be designated 
by the City Manager at the time of hire or promotion, shall be allowed vacation leave with pay 
as follows, unless specified by an At-Will Contract:   
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  Years of Service Vacation Accrued Each Year 
 

  First partial year of service, through Prorated portion of four (4) calendar 
  December 31 of the same year weeks 
 
  First full calendar year through four Four (4) calendar weeks on January 1  
  plus years 

 
  Five years (starting with the calendar Five (5) calendar weeks on January 1 
  year in which they attain such service) 
 
 

  3.   EFor Classified and Unclassified officers or employees in the City 

service  hired,   transferred or promoted on or after January 1, 2016 with a Class title 
listed in     Section V-2 A, B, C and Section VI-2 A and C of the 
Personnel Policy not covered by a   labor or at will/fringe employment agreement, 
except temporary, part-time and    seasonal employees shall be allowed 
vacation leave with pay as follows: 

 

Years of Service Vacation Accrued Each Year 

First year Hire date to year two (2) 
Eighty (80) hours per year (prorated 
1st year) 

Years two (2) through four (4) Ninety-six (96) hours per year 

Years five (5) to year seven (7) 
One hundred twenty (120) hours per 
year 

Years seven (7) to year ten (10) 
One hundred forty-four (144) hours 
per year 

Years ten (10) to year thirty (30)  
One hundred sixty (160) hours per 
year 

Years 30 and beyond 
One hundred sixty (160) hours per 
year 

 
Vacation credit shall accrue annually in January of each year ( prorated 1st year until the 
following January).   4.  Vacation credit for Classified employees described in 
Section A.1 shall accrue   at the rate of one-half (1/2) of the employee’s current 
annual vacation leave for each    six (6) months of continuous service.  In 
January of the employee’s fifth year of    service, vacation begins to be 
credited on an annual basis.  Employees are then    treated as five-year 
employees regardless of whether they have actually reached their   five-year 
anniversary. The 500 hour rule (see C.2.) applies. 
 
  5.  Vacation credit for Classified and Unclassified employees described 
in A.3    shall accrue as a prorated portion of the employee’s current annual 
vacation leave on   January 1 of each calendar year. The 500 hour rule (see C.2.) 
applies. 

 
 

C .  B. Vacation Carryover.  
  
An employee covered by Section A.1 with less than seven (7) years of  service shall be 
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entitled to accumulate not more than one (1) calendar week in addition to  his/her current 
annual vacation allowance unless said employee is covered under separate  contract  An 
employee covered by Section A.2 and A.3 without regard to years of service, and 
 employees covered by Section A.1 with seven (7) or more years of service, shall be 
entitled to  accumulate not more than two (2) calendar weeks per year cumulative in 
addition to his/her  current annual vacation allowance. Carry-over of vacation accrual 
in excess of these  amounts will only be upon written authorization of the City Manager. 
Appointed City officials  (City Assessor, City Clerk, City Attorney, and City Manager) 
shall be allowed to maintain up to twelve (12)  calendar weeks in their vacation bank and may 
annually carryover four (4) weeks until that  amount is reached.  Any carryover in excess of 
twelve (12) weeks by the City Assessor, City Clerk and  and  City Attorney must be approved 
by the City Manager. All other employees are limited to a  maximum carryover of eighty 
(80) hours from one year to the next. 

 
 An employee may automatically carryover 80 h40 hours of unused vacation time to the 
next calendar year. 

 

 In the event that an employee has been unable to use his/her accrued vacation during 
the  calendar year and has more than the allowable yearly carryover, the employee may 
submit a  written request to the City Manager to be compensated for the unused vacation 
bank hours,  subject to the following conditions:  (1) the request for compensation in lieu 
of vacation will  indicate the employee was not able to schedule the vacation 
consistent with work demands  or scheduling problems; (2) the department head will 
approve the payment. ;  (3) no vacation  leave hours will be compensated within the 
yearly allowable carryover amount for non-  appointed  officials;  (4)  the  maximum  
vacation  hours  that  will  be  converted  to  a  wage  payment will be eighty (80) per year for 
full-time non-appointed employees and one hundred  and sixty (160) per year for appointed 
officials; and any hours in excess of the allowable  carryover and allowable compensation 
for hours in excess of carryover will be forfeited by  the employee. 

 

C. Vacation Use and Scheduling.  Vacation leave may normally be granted in periods of not 
 less than one (1) week and not more than the maximum accumulation allowed.  
Vacation  use of less than a full week will be considered by department heads on a case 
by case basis,  and will not be unreasonably denied.   Vacation leave will not be granted 
in excess of  vacation credit earned by service prior to the starting date of leave. 

 

 Department heads shall schedule vacation leave with particular regard to seniority of 
 employees and in accordance with operating requirements and, insofar as possible, 
with the  written request of the employees.   Department heads shall prepare such 
reports of leave  taken as may be required by the City Manager. 

 
Any legal or declared holiday falling within a vacation period shall not be counted as a day of 
vacation leave.  Absence on account of sickness, injury or disability in excess of that 
hereinafter authorized for such purposes may, at the request of the employee and within the 
discretion of the department head, be charged against vacation leave allowance. 

 
 Vacation Pay Out Upon Termination of Employment. 
 

1. If an emp loyee  employee covered by Sections A.1., A.2, and A.3., with less than 
five (5) years of service, who is otherwise eligible for vacation with pay, quits or is 
discharged and is not reinstated prior to the end of the calendar year in which the 
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employee quits or is dischargedon or after the anniversary date upon which the 
employee qualified for such  vacation  with  pay  without  having  received  the  same,  
such  employee  will receive, along with his/her final paycheck, the pro-rated vacation 
pay for which the employee qualified as of such anniversary date.  If such employee 
quits or is discharged prior to the anniversary date upon which he would have qualified 
for vacation with pay, the employee will not be entitled to any portion of the vacation 
pay for which he would have qualified on such anniversary date. 

1.   

 

2. Employees covered by Sections A.1., A.2. and A.3 with five (5) or more years of 
service are eligible to use vacation and/or receive a lump sum pay out for vacation 
in the employee’s final year of service (whether terminating or retiring), subject to the 
employee being physically present and working at least five hundred (500) hours 
during said year.  If said employee takes vacation during the final year and leaves 
employment of the City without working the required five hundred (500) hours, any 
vacation paid to the employee shall be deducted from the employee’s final wages or 
other payoffs.  

 
Section XV-2. Sick Leave.  Effective with the initial date of employment, every officer and employee, 

not covered by a labor agreement, in the City Service, except temporary, part-time and seasonal 

employees who do not qualify for sick leave per the Paid Medical Leave Act, 2018 Public Act MPMLA, 

shall be granted one (1) work day sick leave allowance for each completed calendar month of service, 

during which the employee has actually worked or been on approved leave with pay.  However, those on 

sick leave exceeding one hundred twenty (120) hours per month, shall not accumulate sick leave during 

the applicable months.  It is the policy of the City of Jackson to comply with the Paid Medical Leave Act, 

2018 Public Act 338 (MPMLA). Part-time employee’s shall be paid sick leave in accordance with this act 

(MPMLA). 

Such sick leave allowance may only be used by an employee when incapacitated to perform his/her 

duties due to sickness or injury, when quarantined, or in the event of serious illness or death in the 

employee's immediate family. All foreseeable leave for such purposes shall require specific prior 

approval of the Department Head.  In the event of sick leave for any purpose, the Department Head 

may require a certificate of a medical doctor  or  other  competent  professional  individual  giving  

information  as  to  the  circumstances involved.   

The immediate family for these purposes shall be regarded to include the parents, spouse, children, 

brothers, sisters, grandparents, grandchildren and immediate in-laws, domestic partners, and foster or 

step relatives thereof.  

A non-union employee shall receive the amount of pay he/she would have received on a regular eight 

(8) hour straight time basis for time necessarily lost during his/her normal scheduled work week, not to 

exceed three (3) days, to make arrangements for and to attend the funeral of a member of his/her 

immediate family.  Additional days may be allowed upon approval of the Director of Human Resources 

and said additional days shall be deducted from sick leave.  
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The City’s sick leave policy is compliant with the State of Michigan Earned Sick Time Act, MCL 

408.964, Sec. 4, as amended, which provides that sick time allowance may be used for the following 

reasons: 

 The employee’s mental or physical illness, injury, or health condition; medical diagnosis, care, 

treatment of the employee’s mental or physical illness, injury, or health condition; or  

preventative medical care for the employee.  

 The employee’s family member’s mental or physical illness, injury, or health condition; medical 

diagnosis, care, or treatment of the employee’s family member’s mental or physical illness, 

injury, or health condition; or preventative medical care for a family member of the employee. 

 If the employee or the employee’s family member is a victim of domestic violence or sexual 

assault, the medical care or psychological or other counseling for physical or psychological 

injury or disability; to obtain services from a victim service organization; to relocate due to 

domestic violence or sexual assault; to obtain legal services; or to participate in any civil or 

criminal proceedings related to or resulting from the domestic violence or sexual assault. 

 For closure of the employee’s primary workplace by order of a public official due to a public 
health emergency; for an employee’s need to care for a child whose school or place of care 
has been closed by order of a public official due to a public health emergency; or if it has been 
determined by the health authorities having jurisdiction or by a health care provider that the 
employee’s or employee’s family member’s presence in the community would jeopardize the 
health of others because of the employee’s or family member’s exposure to a communicable 
disease, whether or not the employee or family member has actually contracted the 
communicable disease.  
 

Upon retirement or voluntary resignation and after no less than three (3) years of continuous service, 
non-union employees may be paid for unused sick leave as follows: 
 

Date of Hire Maximum Number of Days 
(up to) 

On or Before June 30, 1990 
 
AND 
 
Regardless of hire date, all those with an at will employment 
agreement and titled as a Department Head of above 

90 days 

July 1, 1990 through June 30, 1995 70 days 

July 1, 1995 through June 30, 2000 50 days 

July 1, 2000 through June 30, 2005 30 days 

July 1, 2005 through June 30, 2010 20 days 

July 1, 2010 through June 30, 2015 10 days 

On or After July 1, 2015 5 days 

 
Unless otherwise provided by contract (employment or union), this provision shall only apply to 
persons who retire, are eligible for immediate pension benefits, voluntary retire or resign as noted 
above.   
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Employees not covered by a labor agreement shall be paid, in cases of duty-related death, an 
amount equal to fifty percent (50%) of salary for unused sick leave with a maximum of up to one 
hundred eighty (180) days' accumulation.  Such benefits shall be payable to the employee's 
designated beneficiary or, where such beneficiary has not been designated, to the personal 
representative of the employee's estate. 
 

Effective July 31, 2000, employees not covered by a labor agreement, who are eligible to accrue 
sick leave and who have a sick leave balance, may use up to s ixteen (16) hours of accrued sick 
leave per fiscal year to attend to personal business and/or civic functions.  (Such time shall not be 
used for vacation, recreation or similar purposes.)  Requests to schedule sick leave for personal 
business will generally be made in advance and are subject to department head approval.  There shall 
be no carryover of unused personal business use of sick leave from one fiscal year to another fiscal 
year. 

 

Additionally, effective August 1, 2015, all future sick leave banks shall be capped at 1,440 hours (180 
days) for those with less than the capped amount in their bank.  Anyone who subsequently reaches 
the cap shall be exempt from receiving additional sick time until their bank falls below this threshold. 
 
Section XV-3. Family Leave Policy. 
 
A. Purpose.   To define the policy and procedure of the City with regard to family leave required 

by the Family and Medical Leave Act of 1993. 
 
B. Definitions. 
 
"Serious  health  condition"  means  an  illness,  injury,  impairment,  or  physical  or  mental condition 
that involves continuing inpatient or outpatient care at a hospital, hospice, or residential care medical 
facility under the supervision of a licensed physician. 
 
"Son or daughter" means a biological, adopted, or foster child or stepchild, or legal ward. 
 
"Spouse" means a husband or wife; it does not mean an unmarried domestic partner. 
 
C. Policy.   Employees who have worked for the City for at least twelve (12) months and at least 

1,250 hours during the prior twelve (12) months may take up to twelve (12) weeks of unpaid 
leave for the following reasons: 

 

1. Birth of a child of the employee; 

 

2. Placement of a son or daughter into the employee's family by adoption, foster care, or 
other legal arrangement; 

 

3. To care for the employee's spouse, son or daughter, or biological parent who has a 
serious health condition; and 

 

4. The presence of a serious health condition which renders the employee unable to 
perform the functions of the employee's position. 

 
  In the case of unpaid leave for the birth or placement of a child, 
intermittent leave or    working a reduced number of hours is not 
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permitted unless the employee and  the   City agree in advance to such 
an arrangement.  If both spouses are employed by the    City, the 
combined leave for the family unit shall not exceed twelve (12) weeks. 

 
 In the case of unpaid leave for serious health conditions, the leave may be 
taken   intermittently or on a reduced hour basis only if such leave is medically 
necessary. If  intermittent or reduced hour type of leave is required, the City may in 
its sole discretion  temporarily transfer the employee to another job with 
equivalent pay and benefits that  better accommodates that type of leave. 

 

Employees on an approved FMLA for themselves or other eligible person shall not 
abuse or misuse the FMLA leave or commit FMLA fraud. Any employee found to 
committing FMLA fraud, abuse or misuse, may be subject to disciplinary action up to 
and including immediate termination of their employment. For example, an employee 
on an approved FMLA to care for the serious health condition of their spouse, child 
or parent and who is discovered to be spending substantial time away from providing    
such care, may be considered to be misusing or abusing FMLA leave and/or 
committing FMLA fraud and may be subject to disciplinary action up to and including 
immediate termination of their employment. 

 
During a family leave, the City will continue to pay its portion of the health insurance 
premiums covering the employee and his/her family. The employee must continue to 
pay his/her share of this premium, if applicable. Failure of the employee to pay 
his/her share of the health insurance premium may result in loss of coverage. If the 
employee does not return to work after the expiration of the leave, the employee will 
be required to reimburse the City for payment of health insurance premiums during 
the family leave, unless the employee does not return because of the presence of a 
serious health condition which prevents the employee from performing his/her job or 
the failure to return is due to circumstances beyond the control of the employee. 
While on family leave under this policy, the employee shall not accrue vacation pay, 
sick pay, pension, service credit, or seniority. Employment benefits accrued by the 
employee up to the day on which the family leave begins will not be lost. 

 
 Use of leave banks: 
 
 (1) Health Related Leaves:  Unless the employee is eligible for benefits pursuant 

  to the Worker’s Compensation Statute, in all cases involving 
the employee’s    absence from work due to the 
employee’s own, or a family member’s, serious   health condition, 
as defined by the Act and its regulations, the employee shall   be 
required to use his/her unused sick leave credits.  If the employee uses all  
 his/her accrued sick leave while absent or does not have any unused 
sick leave   credits, the employee must then use his/her accrued 
unused vacation time off   until all but forty (40) hours are 
expended (or until the vacation bank is    exhausted, at 
the employee's option) or the employee returns to work. Use of such  paid 
leave time shall be concurrent with the twelve week FMLA benefit period.  

 
 
 (2) Parental Leaves:  In all cases involving the employee’s absence from work 

to   care for an infant or newly adopted child (i.e., not medically 
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necessary), the    employee will first use up to five (5) 
days of unused sick leave credits.  If the   absence continues 
beyond five (5) days, the employee shall use his/her   
 accumulated vacation days until all but forty (40) hours are expended 
(or until    the vacation bank is exhausted, at the employee's 
option) or the employee    returns to work. Use of such 
paid leave time shall be concurrent with the twelve week  FMLA  benefit 
period.  

 

            (3)     Medical verification: For all qualifying absences involving the serious 
health    condition of the eligible employee or his/her family 
member, the terms of the Family   and Medical Leave Act will be 
assumed to be effective for absences of more than   three (3) 
consecutive days. Additionally, upon return from the FMLA leave granted  
 for the employee’s own serious health condition, the employee will 
provide a    medical statement indicating the employee is 
fit to perform the essential functions   of his job.    

 
 
NOTE:   The Family Leave Policy does not override any less restrictive labor agreement provisions 
regarding the use of vacation/sick time. 
 
 

Employees who return to work from family leave within or on the business day 
following the expiration of the twelve (12) weeks are entitled to return to their job or 
an equivalent position without loss of benefits or pay. 

 

 Applications for family leave must be submitted in writing. Applications shall be 
 submitted at least thirty (30) days before the leave is to commence, or as soon as 
 possible if thirty (30) day notice is not possible. Appropriate forms supported by 
 adequate medical or other necessary documentation must be submitted to the 
 Personnel Department to initiate a family leave or to return the employee to active 
 status. 
 
Section XV-4. Disability Leave.  Any appointed official, officer or employee of the City who suffers an 
injury or illness as a result of a service-connected accident or condition may be granted, upon proper 
authorization by the City Manager, leave with full pay for a period not to exceed three (3) calendar 
months for each incident; provided, however, that such period of time may be extended up to an 
additional nine (9) calendar months at the discretion of the City Manager.  The City Manager's 
discretion will be predicated upon satisfactory medical evidence secured by the City. 
 
Provided, further, that a deduction in the pay granted under this section may be made to the extent 
of any sums the appointed official, officer or employee may receive from any workers' compensation 
fund to which the State, County or City contribute.  In the event of service-connected illness or injury 
resulting in extended absence, the employee may elect to supplement any Workers' Compensation 
benefits to which he is entitled by use of ordinary sick leave credit and vacation leave credit to the 
maximum extent of such credit. 
 
Section XV-5. Military Leave.  Any employee who presents official orders requiring his/her attendance 
for a period of training, examinations, or other active duty as a member of the United States 
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Armed Forces, including the Michigan National Guard, shall be entitled to military leave without any 
form of discrimination, and upon return shall be eligible for reinstatement as per the Uniformed 
Services Employment and Reemployment Rights Act (USERRA) and state law. 
 
Section XV-6. Special Leave. 
 
A. In addition to leaves authorized above, a Department Head may authorize an employee, not 

covered by a labor agreement, to be absent without pay for personal reasons for a period or 
periods not to exceed thirty (30) working days in any calendar year.  The City Manager may 
authorize special leaves of absence with or without pay for any period or periods not to exceed 
three (3) calendar months in any one (1) calendar year for purposes that are deemed beneficial 
to the City Service. 

 

The City Council, upon the recommendation of the City Manager, may grant leaves of absence 
with or without pay in excess of the limitations above for the purpose of attending extended 
courses of training at a recognized university or college and for other purposes that are 
deemed beneficial to the City Service. 

 
B. Jury Duty. An employee, upon completing his probationary period, who is summoned and 

reports for jury duty as prescribed by applicable law, for each day on which he reports for or 
performs jury duty and on which he otherwise would have been scheduled to work for the 
Employer, shall be paid the difference between what he receives from the Court as daily jury 
duty fees and what he would have earned from the Employer on that day on the basis of 
eight (8) hours of work at this regular hourly rate of pay, provided that if such employee is 
excused from jury duty during regular working hours he promptly returns to work.  The 
Employer's obligation to pay an employee for jury duty as above provided is limited to a 
maximum of ninety (90) days in any calendar year. 

 
 In order to receive the payment above referred to, an employee must give the 
Employer prior  notice that he has been summoned for jury duty and must furnish satisfactory 
evidence that he  reported for or performed jury duty on the days and to the extent for 
which he claims such  payments, and produce satisfactory evidence as to the amount he was 
paid by the Court for  such jury duty.  The provisions of this section are not applicable to an 
employee who, without   being summoned, volunteers for jury duty. 

 
C. Court Witness. 
 

1. When a non-union non-exempt employee, as a result of performing his/her duties as a 
City of Jackson employee, is subpoenaed to make a court appearance or appearance 
before an administrative agency during off-duty hours, the employee shall be paid for 
the actual time necessarily spent at the court or before the administrative agency at 
time and one-half (½) his/her hourly rate of pay.   As a condition of receiving such 
payment, the employee shall assign the court or administrative agency appearance 
fee to the City of Jackson. 

 

2. When a non-union exempt employee, as a result of performing his/her duties as a 
City of Jackson employee, is subpoenaed to make a court appearance or appearance 
before an administrative agency, the employee shall be paid actual straight time. The 
exempt employee may retain the court or administrative agency appearance fee. 
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3. When a union employee, as a result of performing his/her duties as a City of 
Jackson employee, is subpoenaed to make a court appearance or appearance before 
an administrative agency during off-duty hours, the employee shall be paid according 
to the appropriate union labor agreement. 

 
Section XV-7. Absence without Leave.  An officer or employee, who is absent from duty, shall report 
the reason therefore to his/her supervisor prior to the date of absence when possible and in no case 
later than noon of the first day of absence.  All unauthorized and unreported absences shall be 
considered absence without leave and deduction of pay shall be made for the period of absence. 
 

Such absence may be made the grounds for disciplinary action up to and including discharge.  If an 
employee is absent without leave for three (3) or more regularly scheduled working days, said 
employee shall be terminated from employment unless said employee presents a justifiable reason 
acceptable to the City Manager.  Any exceptions may be made in the discretion of the City Manager if 
extenuating circumstances or an emergency made said notification impossible. 

 

REF: (1) Article VIII, Length and Continuity of Service. 

 (2) Sick Leave Policy, Administrative and Supervisory Personnel (Admin. Rule No. 30) 

 

 

ARTICLE XVI - HOLIDAYS 
 

 

Section XVI-1. 
 
A. All regular, full-time employees not covered by a labor agreement shall receive their regular 
 compensation for the following legal holidays or parts thereof: 
 
   Day     Month     Holiday 
 

 1st January New Year's Day 
 3rd Monday January Martin Luther King Day 
 3rd Monday February President's Day 

Friday (immediately preceding Easter)  Good Friday 
Last Monday May Memorial Day 

 19th                                                             June                 Juneteenth 
 4th July Independence Day 
 1st Monday September Labor Day 
 11th November Veteran's Day 
 4th Thursday November Thanksgiving Day 
 Friday (immediately after Thanksgiving) November 
 24th December Christmas Eve Day 
 25th December Christmas Day 
 
 If a holiday falls on an employee's regularly scheduled day off, the employee shall celebrate 
 such holiday on his/her closest regularly scheduled working day.   If a salaried employee 
 other than a Department Head or Assistant Department Head is required to work on such 
 holiday, such work shall be treated as overtime work, to be compensated for at two (2) times 
 regular rate of pay in addition to holiday pay. 
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 In addition to the above, any day may be designated as a holiday by proclamation of the 
 Mayor, upon the approval of the City Council. 
 
B. An employee shall forfeit his/her right to payment for any such holiday if he/she has an 

unexcused absence on his/her last regularly scheduled work day preceding such holiday or 
on his/her first regularly scheduled work day following such holiday. 

 
C. Part-Time Employees and Paid Holidays – Part-time employees are defined as those 

working in regularly budgeted positions which work year-round and work  on average of 29 
hours per week are not eligible for paid City holidays. Department heads may adjust the 
part-time employee’s work hours/days during holiday weeks, at their discretion based upon 
operational needs, but such adjustment is not mandatory and such adjustment may not 
exceed the budgeted hours for the position. Seasonal and temporary workers are not 
eligible for paid City holidays. 

 
 

ARTICLE XVII - INSURANCE 
 

 

Section XVII-1.   Health Insurance Benefits.   The City may in its sole discretion choose to offer a 
single health insurance plan or a variety of health insurance plans to eligible full-time employees. 
The plan year runs from July 1 to June 30.   The City reserves and retains the unilateral right to 
amend, modify, change, add to or terminate any benefit level, employer contribution, employee 
contribution or co-pay, premium, benefit plan, or cash-in-lieu of health benefits for any non-union 
employee or non-union retiree.    The City retains the right to change active employee/retiree 
insurance providers and active employee/retiree health insurance plan design for all non-union 
active employees and non-union retirees, regardless of dates of retirement or employment. 
Substantive changes in the City’s health insurance plans (i.e., dependent coverage, 
elimination/addition of a benefit, etc.) shall be submitted by City administration to City Council for 
review and adoption.   This applies to all non-union active employees and non-union employees 
retiring from any City sponsored pension systems. 

 
Section XVII-2.   Health Insurance Credits.   Effective July 1, 2016, non-union full-time officers or 
employees in the City Service, not covered by a labor agreement, except temporary, seasonal and 
part-time employees, shall be provided an amount not to exceed seven hundred ($750) dollars in any 
given fiscal year, for the employee, his/her spouse and dependent children for den ta l  and/or vision 
insurance expenses.  In addition, the above-mentioned employees will receive the following insurance 
credits not to exceed their eligible coverage levels:  Single - $1,500; Two Person - $1,850 and Family - 
$2,200 in any given fiscal year, for the employee, his/her spouse and dependent children under age 26 
for health insurance expenses.  In the event the employee selects to opt-out of any combination of 
health, dental and/or vision coverage, the employee will receive the opt-out balance, prorated and paid 
on a bi-weekly basis. There shall be no carryover of unused benefits from any fiscal year to 
another.  The City reserves and retains the unilateral right to amend, modify, change, add to or 
terminate any benefit level, employer contribution, employee contribution or co-pay, premium, 
benefit plan, or cash-in-lieu of health benefits for any non-union employee or non-union retiree (if 
eligible). 

 
 

Section XVII-3.  Life Insurance.  Administrative and Supervisory Employees in the City Service, not 
covered by a labor agreement, except temporary, part-time and seasonal employees and the Director 

Page 245 of 339



 

 34 

of Police and Fire Services, Deputy Police Chief, and Deputy Fire Chief (Ref: Article XVI, Section XVI-
6), shall be provided a term life insurance equal to one times their annual earnings, but in no case 
shall it be less than $30,000.00 or more than $125,000, and rounded to the next highest multiple of 
$1,000 and at no cost to the employee.  There is an additional provision for payment of double face 
value for accidental death benefits and benefits for dismemberment.  Furthermore, all employees with 
at will employment agreement which guarantee a higher dollar value paid for by the City shall be 
allowed to maintain such coverage at their own cost. 
 

Section XVII-4.   Medical, Surgical, Hospitalization and Prescription Drug Insurance.   Medical, 
surgical and hospitalization and prescription drug insurance shall be provided to all non-union 
employees, including the Director of Police and Fire Services, Deputy Police Chief and Deputy Fire 
Chief in accordance with this Personnel Policy and shall not be tied to any collective bargaining 
agreement. 
 

A. Current Officers and Employees.  It is the current intent of the City to provide for current full-
time regular employees or full-time officers in the City service, who are not covered by a labor 
agreement, a medical, surgical, prescription drug and hospitalization insurance plan of the 
City’s choosing. Such health insurance plans may be modified, changed or discontinued 
altogether at the City’s discretion. The City reserves and retains the unilateral right to amend, 
modify, change, add to or terminate any benefit level, employer contribution, employee 
contribution or co-pay, premium, benefit plan, or cash-in-lieu of health benefits for any non-
union  employee  or  non-union  retiree  (if  eligible).    Such benefits are not provided to 
temporary, part-time and seasonal employees. Non-union employees eligible for such health 
insurance plans are required to pay no less than twenty (20%) percent of premium share for 
such coverage.  However, the following exceptions apply: 

 

1.  Wellness Incentive Program.  . All employees shall be enrolled in an outcome 
basedoutcome-based  wellness program designed to improve the overall health of our 
employees while also  reducing health insurance costs. The goal is to achieve a 
tobacco free workforce.  Unless an employee chooses to opt out of the program 
all employees shall receive a  City paid test to determine the presence of nicotine (in 
all forms including E-cigarettes  and chewing tobacco). Tests shall be 
administered between May and July of EACH  calendar year for the purposes of 
determining the employee Illustrative cost. The  employer shall also have the 
ability to administer a random test at any time. A positive  test is a result of 20ng/ml 
or greater. A positive urine test result, along with all those  choosing to opt out, will 
result in having to pay an additional amount of 30% towards  that year’s health 
insurance illustrative cost: Commencing May 2022, all employees  choosing to 
participate in family or two person health insurance coverage are required  to have 
any spouse covered by City health insurance comply with the above referenced 
 testing. If the spouse covered by City sponsored healthcare, tests positive 
under the  same guidelines and criteria as stated in Article XVII, the listed health 

insurance  illustrative cost shall be in effect. Nicotine test for spouse will be paid for 
by the  employer, at a test site determined by the employer. An Employer sponsored 
smoking  tobacco cessation program will be provided to those choosing to do so 
but only within  their first year after entering the program. Each employee and spouse 
covered by City  health insurance, will be reevaluated on an annual basis at 
which time their status may  be adjusted; however, an opt-out employee may only be 
reconsidered every three (3)  years, unless recommended by the Department Head 
and approved by the City  Manager. 
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Upon receiving a negative test result (i.e. no cotinine), employees will be entered into the 
reimbursement program for a one (1) year individual membership at the gym of their 
choosing in an amount up to their actual costs but not to exceed $60/month.   

 
An Employer sponsored smoking cessation program will be provided to those choosing to do 

so but only within their first year after entering the program. Each employee will be 
reevaluated on an annual basis at which time their status may be adjusted; however, 
an opt-out employee may only be reconsidered every three (3) years, unless 
recommended by the Department Head and approved by the City Manager.  
Additionally, Eemployees seeking eligibility for the gym membership will only be 
reimbursed up to $60/month after demonstrating via a facility usage report no less than 
fifty-two (52) visits every six (6) months during the fiscal year or prorated for the 
duration of their 6 month period. 

  

Commencing January 1, 2018 all employees choosing to participate in family health 
insurance coverage are required to have individual family members covered by City 
health insurance comply with the above reference testing provided said individuals/s 
are at least 18 years of age. Additionally, all rules regarding wellness program still 
apply. All persons who retired on or after January 1, 2017 and family members eligible 
for City paid healthcare insurance shall also comply with testing and co-pay 
requirements of the wellness program. 

 

 2. In the event of non-duty disability leave of absence of an employee with resulting  
  incapacity to work, the Employer will continue to pay its portion of 
premiums (with the   employee paying at least twenty (20%) percent) of 
said insurance and on the    insurance provided for in Article XVII, 
Section XVII-3, above, hereof only for the    period of time equal to 
such employee's accrued sick leave or for a period of six (6)    months 
during disability, whichever is the greater. 

 

 Spouse Healthcare Eligibility – For all benefit eligible employees, if a member’s spouse 
 who is a full-time employee with another employer and who is eligible for medical 
 coverage under his/her own employer’s plan but elects not to enroll in that plan even if 
 they have to pay for coverage, is NOT eligible for coverage under the City of Jackson’s 
 plan, except as provided as follows. A member’s spouse may be put on the City of 
 Jackson’s plan as secondary, oncesecondary once a copy of the primary insurance 
cards are received by  the City of Jackson. If the premium share of the spouse’s costs for their own 
employer’s  health insurance plan is more than $1800 annually for single coverage or more than 
 $2400 annually for two person or family coverage, effective July 1, 2022, the spouse is 
not  required to enroll in their employer’s plan and shall be covered under the City of 
Jackson’s  plan. The spouse may be covered by the City of Jackson’s plan upon becoming 
ineligible  to be covered by the other source. 

 

 
 

B. Duty Disability Retirees. Duty disability retirees are defined as those who are totally                
physically disabled to work, or who subsequently become totally physically disabled to work as 
a result of an illness or injury sustained in the course of their duties while employed by the City 
of Jackson and are eligible for immediate pension benefits pursuant to a City of Jackson 
Retirement Plan. The City reserves and retains the unilateral right to amend, modify, 
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change, add to or terminate any benefit level, employer contribution, employee contribution or 
co-pay, premium, benefit plan, or cash-in- lieu of health benefits for any non-union employee 
or non-union retiree (if eligible).  Non- Union Employees hired on or after December 11, 
2012 shall participate in the Retiree Health Savings Account and shall not be eligible for 
traditional retiree health insurance plans.  Non- Union employees hired before December 11, 
2012 in a City sponsored the pension plan who retire on or after February 1, 2013 as a duty-
disability retiree, may be eligible for retiree health insurance. Such insurance may also cover 
the spouse to whom the retiree is married to at the time of retirement if such spouse meets 
the City’s spouse health insurance eligibility requirements and the insurance will cover the 
dependent children under twenty (26) years of age. The duty-disability retiree who retires on 
or after February 1, 2013, must pay a portion of the retiree health insurance premium as 
follows:  Duty-disability retirees must have at least fifteen (15) years of service to be eligible 
for retiree health insurance and the retiree must pay the percentage of the premium share 
for retiree health insurance as is codified in Tables A  B, or C in the Non-Duty Disability and 
Service Retiree sub-section in this Article.  An employee who retires on a duty disability 
pension on or after July 1, 1979 and subsequently ceases to be covered by the City's 
insurance because of his/her employment or his/her spouse's employment and resulting 
insurance may upon termination of such coverage elsewhere, reenter the insurance coverage 
as specified in this section.  If a retiree who is receiving retiree health insurance should expire, 
the retiree’s surviving eligible spouse and/or dependent children may continue coverage while 
they remain eligible and while they continue to receive pension benefits.  The cost of such 
continuation will be the responsibility of the survivor(s) and will be paid from the pension 
benefit on a payroll deduction basis and only applicable until the surviving spouse 
and/or/dependent children have other health care benefits for which they are eligible. The 
applicable retiree and City premium share contributions shall continue in such cases where 
said survivors are eligible per policy. 

 

C. Non-Duty Disability and Service Retirees. 
 
 1. General:    Non-Union  Employees hired  on  or  after December 11, 2012 shall 

participate in Healthcare Savings Plan (HCSP)  and shall not be eligible for traditional retiree 
health insurance plans.   The City will provide access to retiree health insurance for non-
union employees hired before December 11, 2012, defined in Article XVII, Section XVII-4.A., 
above, and who are members of a City sponsored pension plan, when they become non-duty 
disability and retirees according to the following tables  [including  their  spouses  at  the  time  
of  retirement (assuming their spouse meets the City’s eligibility requirements and  their  
dependent children under twenty-six (26) years of age], and as otherwise provided in 
this section. The City reserves and retains the unilateral right to amend, modify, change, add 
to or terminate any benefit level, employer contribution, employee contribution or co-pay, 
premium, benefit plan, or cash-in-lieu of health benefits for any non-union employee or non-
union retiree (if eligible). The non-duty, duty-disability retiree or service retiree eligibility and 
retiree health insurance premium share contributions are as follows: 

 

 a. Non-Union Employees in a City sponsored pension plan hired before December 
11, 2012 and who retire by or on March 31, 2017 shall be subject to the following 
terms of eligibility for retiree health insurance in accordance with Table A  below: 

 
TABLE A 
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Non-Union Full Time City Retiree Eligibility  
for Retiree Health Insurance 

 
Retiree Premium Share 

Must have 30 yrs. of full time City service and be at least age 58 
at the time of retirement to be eligible for retiree health 
insurance (service retirees), or 

20% 

Must have 27 yrs. of full time City service and be at least age 60 
at the time of retirement to be eligible for retiree health 
insurance (service retirees), or 

30% 

Must have between 20 - 26 yrs. of full time City service and  
be at least age 60 at the time of retirement to be eligible for 

retiree health insurance (service retirees) 

35% 

Must have at least 15 yrs. of full time City service as of 
December 11, 2012 and be at least age 62 at the time of 
retirement to be eligible for retiree health insurance 
(service retiree) 

40% 

Duty disability retiree, must have at least 20 yrs. of full time City 
service to be eligible for retiree health insurance 

25% 

Non-duty disability retiree, must have at least 20 yrs. of full time 
City service to be eligible for retiree health insurance 

45% 

Page 249 of 339



 

 38 

 

A.  b. Non-Union Employees in a City sponsored pension plan hired before 
   December 11, 2012 and who retire between December 1, 2017  
and December  31, 2025 shall be subject to the following terms of eligibility 
for retiree   health insurance in accordance with Table B below: 

 
 TABLE AB 

 
Non-Union Full Time City Retiree Eligibility  
for Retiree Health Insurance 

 
Retiree Premium Share 

Must have 30 yrs. of total full time local government service with 
at least 5 years as a full time employee of the City of Jackson and 
reach age 56 years of age to be eligible for retiree health 
insurance, unless as noted below, or  
35 years of service and any age 
 
 

 20% 

Must have 27 yrs. of full time City service and be at least age 60 
at the time of retirement to be eligible for retiree health insurance 
(service retirees), or 
27 years of service and 58 years of age 

30% 25% 

Must have between 20 - 26 yrs. of full time City service and  
be at least age 60 at the time of retirement to be eligible for retiree 
health insurance (service retirees) 
10 years of service and 65 years of age 

35 30% 

Duty disability retiree, must have at least 15 yrs. of full time City 
service to be eligible for retiree health insurance Must have at 
least 15 yrs. of full time City service as of December 11, 2012 and 
be at least age 65 at the time of retirement to be eligible for retiree 
health insurance (service retiree) 

 30%40% 

Non-duty disability retiree, must have at least 20 yrs. of full 
time City service and 60 years of age to be eligible for 
retiree health insurance. 
 
 Duty disability retiree, must have at least 15 yrs. of full time 
City service to be eligible for retiree health insurance 

 50%30% 

Non-duty disability retiree, must have at least 20 yrs. of full time 
City service and 60 years of age to be eligible for retiree health 
insurance 

50% 

 

  

 Footnote:  

 

 Any employee with no less than 30 years of full time City service (non-
 reciprocal) as of April 1, 2016 who as of that date does not receive City 
health  insurance may retire any point thereafter with the ability to receive 
City sponsored  retiree health care upon loosing coverage from a spouse.   
If said employee enters the  City’s health insurance plan between age 55 and 
58 the premium share contribution  would be 35%, if between age 59 and 61 
the premium share would be 30% and after  the age of 62 it would be 
20%. 
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 c. Non-Union Employees in a City sponsored pension plan hired before  
  December 11, 2012 and who retire on or after January 1, 2026 shall be 
  subject to the following terms of eligibility for retiree health insurance in 
  accordance with Table C below: 
 
TABLE C 

 
Non-Union Full Time City Retiree Eligibility  

 
for Retiree Health Insurance 

 
Retiree Premium Share 

Must have 36 yrs. of total full time local government service with 
at least 10 years as a full time employee of the City of Jackson 
and reach 60 years of age to be eligible for retiree health 
insurance, or 

20% 

Must have 36 yrs. of full time local government service with at 
least 12 years as a full time employee of the City of Jackson and 
reach age 58 to be eligible for retiree health insurance, or 

22% 

Must have 34 yrs. of total full time local government service with at 
5 years as a full time employee of the City of Jackson and reach 
age 60 to be eligible for retiree health insurance, or 

25% 

Must have 32 yrs. Of total full time local government service with at 
20 years as a full time employee of the City of Jackson and reach 
age 64 to be eligible for retiree health insurance (service retirees), 
or 

35% 

Must have 30 years of full time City service ad be at least age 62 
at the time of retirement to be eligible for retiree health insurance 
(service retirees), or 

25% 

Must have 27 yrs. Of full time City service and be at least age 62 
at the time of retirement to be eligible for retiree health insurance 
(service retirees), or 

30% 

Must have between 20 - 26 yrs. of full time City service and  
be at least age 60 at the time of retirement to be eligible for retiree 
health insurance (service retirees) 

35% 

Duty disability retiree, must have at least 20 yrs. of full time City 
service to be eligible for retiree health insurance 

40% 

Non-duty disability retiree, must have at least 20 yrs. of full time 
City service to be eligible for retiree health insurance 

50% 

 Full time Local Government Service shall mean full time work performed or 
pension service held for a city, village, township, county, or a subdivision 
thereof. (Jackson Housing Commission Employees are not eligible for City 
Healthcare Benefits) 
 
  
Full time Local Government Service shall mean full time work performed or 
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pension service held for a city, village, township, county, or a subdivision 
thereof. (Jackson Housing Commission Employees are not eligible for City 
Healthcare Benefits) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Bd. Non-Union Employees in a City sponsored pension plan hired before   
 December 11, 2012 shall be subject to the following terms of eligibility  
 for retiree health insurance in accordance with Table D below: 

 
TABLE BD 

 
 

Non-Union Full Time City Retiree Eligibility  
for Retiree Health Insurance 

 

Retiree Premium Share 

Page 252 of 339



 

 41 

Prescription drug coverage limited to only three (3) years 
from retirement or until Medicare eligible, (whichever is less). 
After three (3) years, the non-union retiree may  
have access to prescription drug coverage but must pay  
100% of the premium unless an employment agreement 
states otherwise.  The latter is at the discretion of the City 
Manager but is only applicable for Department heads and 
above. 

Retiree must pay the same premium 
share percentage for prescription 
drug coverage as they pay for 
retiree health insurance coverage.  
 
When such retired employee 
reaches an age or otherwise 
becomes eligible for Medicare 
coverage, the City shall pay a 
maximum of $325 per month for the 
retiree or  $450 for the retiree and 
spouse to purchase Medicare 
supplemental and prescription drug 
coverage.  Theand the retiree (and 
spouse at such time as they reach 
age 65) shall be removed from the 
City’s insurance plan upon reaching 
age 65. 
 
. 

New Non-Union Employees Hired On or After  
December 11, 2012 - Eligible for Healthcare Savings Plan 
(HCSP) Only. No retiree health insurance shall be offered. 
City contributes $1,750/yr., with $100 inflationary adjustment 
every five (5) years. Employee contributes $750/yr., with $50 
inflationary adjustment every five (5) years. 
 
Non Union Supervisory Contractual Employees hired on or 
after December 11, 2012 – Eligible for Healthcare Savings 
Plan Only.  No retiree health insurance shall be offered. City 
contributes $3,000/yr., with $100 inflationary adjustment 
every five (5) years. Employee contributes $350/yr., with $50 
inflationary adjustment every five (5) years. 
 
 

NA 

Medicare Eligibility – City to pay maximum of $325 per month 
for retiree or $450 for retiree and spouse to purchase 
Medicare supplemental and prescription drug coverage. 
Uupon reaching Medicare age shall be removed from City’s 
insurance plan at that time. 

Retiree responsible for securing 
their own Medicare 
supplemental and prescription 
drug coverage with the City 
providing partial stipend as 
noted. 
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Non-Union ACT 345 managers (including the classifications of Director of Police and Fire Services, 

Assistant Director of Police and Fire Services – Fire Division, and Assistant Director of Police and Fire 

Services – Police Division) shall remain in the ACT 345 pension system and may be eligible for retiree 

health insurance.    Active employees hired before July 1, 2012 and working in or promoted into a non-

union ACT 345 manager classification will be eligible for retiree healthcare and the retiree premium 

share shall be in accordance with the table below.  Such insurance may also cover the spouse to 

whom the retiree is married at the time of retirement if such spouse meets the City’s spouse health 

insurance eligibility requirements and the insurance will cover the dependent children under twenty (26) 

years of age. 

 

Years of Service Retiree Healthcare Premium Share 

25-29 30% 

30 20% 

 

 
 

Non-Union Retirements On or Before December 2012 – Non-union employees in a City sponsored 
pension plan who retire ON OR BEFORE December 11, 2012, or who retire between December 11, 
2012 and January 31, 2013, shall pay 10% of the retiree health insurance/prescription drug/Medicare 
supplement premium share effective July 1, 2013; shall pay  15%  of  the  retiree  health  
insurance/prescription  drug/Medicare  supplement premium share effective 7/1/2014; and shall pay 
20% of the retiree health insurance/prescription drug/Medicare supplement premium share effective 
July 1, 2015.  Such retirees who are paying 20% or more for retiree premium share will continue pay at 
that premium share level.  Such retirees will also have their Medicare stipend paid by the City 
amended to $325 per month for retiree or $450 for the retiree and spouse effective February 1, 2013. 
The City reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
benefit level, employer contribution, employee contribution or co-pay, premium, benefit plan, or cash-
in-lieu of health benefits for any non-union employee or non-union retiree (if eligible). 

 
Deferred Retirement –- Employees who terminate service before they are eligible to receive a 
City of Jackson service retirement pension, for a reason other than disability, (i.e., “deferred retirees”) 
are not      eligible to participate in any health insurance plan provided by the City to its retirees until 
the date in which they can draw retirement benefits.  To be eligible for health insurance benefits as a 
service retiree, non-duty disability retiree or duty- disability  retiree,  the  employee  must  acquire  the  
minimum  years  of  service  credit  as stipulated in the relevant sections of this policy, excluding 
service credit earned pursuant to the application of the Reciprocal Retirement Act (MCL 38.1101, 
et seq.) and excluding service time purchased pursuant to the Employee Retirement System 
ordinance (Jackson City Code, 2-501, et seq.). 
 
The applicable insurance coverage and the City’s liability to pay its portion of the premium shall cease 
if the retired employee accepts employment with another employer who provides health insurance 
coverage or if the retired employee’s spouse is/was employed and the spouse’s employer provides 
health insurance coverage.    An eligible retiree may reenter the City-provided insurance  program  if  
he/she  discontinues  City-provided  insurance  because  he/she  was eligible for insurance coverage 
through his/her employment or his/her spouse’s employment, and such other insurance coverage is 
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subsequently terminated. 

 

If a retiree who is receiving retiree health insurance should expire, the retiree’s surviving eligible 
spouse and/or dependent children may continue coverage while they remain eligible and while they 
continue to receive pension benefits.  The cost of such continuation will be the responsibility of the 
survivor(s) and will be paid from the pension benefit on a payroll deduction basis. The applicable 
retiree and City premium share contributions shall continue in such cases. 
 
NON-UNION RETIREE PRESCRIPTION DRUG COVERAGE - Effective August 13, 2013, all  non-
union  pre-age  65  non-Medicare  eligible  retirees  (all  retirement  categories,  i.e., service, duty-
disability, and non-duty disability retirees) who retired on or after August 13, 2010,  shall  at  the  
conclusion  of  the  three  years  of  City-provided  prescription  benefit coverage, have access to the 
City’s retiree prescription drug benefit plan with the non-union retiree paying 100% of the cost until 
such time as they are Medicare-eligible.  

  

Effective July 1, 2021 all Non-Union ACT 345 managers (including the classifications of Director of 
Police and Fire Services, Assistant Director of Police and Fire Services – Fire Division, and Assistant 
Director of Police and Fire Services – Police Division) who retired on or after August 13, 2010,  shall  
at  the  conclusion  of  the  five  years  of  City-provided  prescription  benefit coverage, have access to 
the City’s retiree prescription drug benefit plan with the non-union retiree paying 100% of the cost until 
such time as they are Medicare-eligible. 

 

The City reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
benefit level, employer contribution, employee contribution or co-pay, premium, benefit plan, or cash-
in-lieu of health benefits for any non-union employee or non-union retiree (if eligible). 
 
4. NON-UNION RETIREE OPT-OUTS (Cash-in-lieu) OF RETIREE HEALTH INSURANCE - 

Effective February 6, 2013, all non-union employees eligible for retiree health insurance, 
regardless of date of retirement, who are pre-age 65, who must opt-out if they have other 
comparable coverage available to them, will receive the following opt-out payment:  Single 
opt-out is $2,500 per year; Two-person opt-out is $2,850 per year, or Family Opt-out is $3,200 
per year.  The annual opt-outs are prorated and paid on a per month basis.  This applies to 
non-union employees retiring from the City under any City sponsored pension systems. The 
City reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
benefit level, employer contribution, employee contribution or co-pay, premium, benefit plan, or 
cash-in-lieu of health benefits for any non-union employee or non-union retiree (if eligible). 

 

Section XVII-5.  Long Term Disability.  The City agrees to furnish and pay for the cost of a Long Term 
Disability Policy for all employees effective July 1, 1997, or as soon thereafter as processing will 
allow.   The benefit level shall be sixty percent (60%) of each employee's salary, with a benefit 
duration to age 65, and shall include a ninety (90) day elimination period.  Such policy shall be 
"guaranteed issue," subject to the 3/12 preexisting condition clause, with the exact terms and 
conditions of the policy subject to availability within the market place. 
 

Section XVII-6. Director of Police and Fire Services, Assistant Director of Police and Fire Services – 
Fire Division, and Assistant Director of Police and Fire Services – Police Division. Wages, benefits, and 
terms and conditions of employment for the positions of Director of Police and Fire Services, 
Assistant Director of Police and Fire Services – Fire Division, and Assistant Director of Police and Fire 
Services – Police Division shall be in accordance with this Personnel Policy and shall not be tied to 
any collective bargaining agreement.  The City reserves and retains the unilateral right to amend, 
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modify, change, add to or terminate any benefit level, employer contribution, employee contribution or 
co-pay, premium, benefit plan, or cash-in-lieu of health benefits for any non-union employee or non-
union retiree (if eligible). 

 

ARTICLE XVIII – WORKERS' COMPENSATION ADMINISTRATIVE PROCEDURES 
 

 

All workers' compensation claims as submitted by City employees shall be processed under the 
guidelines of the Michigan Workers' Compensation Act. 
 
Section XVIII-1 - Reporting of Incidents.  When an employee is injured, the employee's supervisor or 
department  representative  shall  contact  the  Personnel  and  Labor  Relations  Department  via 
telephone.  The Human Resources Department will contact the medical clinic to give authorization 
for treatment and let them know that the injured employee will be coming in.  If an employee is injured 
after hours when the clinic is not open, the employee may be taken to the hospital for treatment.    
The department will then notify the Human Resources Department of the injury via telephone on the 
first working day following the incident. 
 

Section XVIII-2 - Life-Threatening Injuries.  When an employee is involved in a serious or life- 
threatening injury, he/she will be transported immediately to the hospital.  The employee's department 
will notify Human Resources as soon as possible following the incident. 
 

Section XVIII-3 - Written Employee Incident/Injury Report.  A written "Incident/Injury Report" shall be 
completed by the employee's department and forwarded to the Human Resources Department within 
five (5) working days of the incident.  This report is needed in order to assure a timely filing of the 
workers' compensation claim with the insurance company. 
 

Section XVIII-4 – Employee's Time off Due to Injury/Illness.  The employee and/or department shall 
keep the Human Resources Department up-to-date on the following:  Time off work due to workers' 
compensation injury/illness; return to work date; and days worked on light duty. 
 

Section XVIII-5 - Prescriptions for Work-Related Injuries.  Not all pharmacies will accept workers' 
compensation claims.  Employees should contact the Human Resources Department for a referral to 
an appropriate pharmacy. 
 

Section XVIII-6 -Medical Reports/Bills - The original of all medical reports and bills for services shall be 
forwarded to the Human Resources Department which will in turn forward same to the workers' 
compensation insurance carrier.  Employees are responsible for informing any medical provider that 
an incident is work related.  Work related incidents shall not be charged to an employee's health care 
insurance (i.e., BC/BS or HMO). 
 
 

REF: ARTICLE XV, Section XV-4 - Disability Leave. 
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ARTICLE XIX - PERSONALLY OWNED AUTOMOBILE  
 

 

Section XIX-1. Automobile Allowance.  An officer or employee of the City who is required and 
specifically authorized by the City Manager to use his/her personally-owned automobile in the 
conduct of City business shall be paid, therefore, in accordance with Administrative Regulations as 
established by the City Manager.  The City Manager may, at his/her discretion, increase the mileage 
allowance to equal, but not exceed, any mileage allowance determined by the Internal Revenue 
Service as an appropriate amount for tax purposes. 

 
 

ARTICLE XX – HARASSMENT 
 

 

Section XX–1.  Policy Against Harassment.  All City employees and potential employees are 
entitled  to  be  treated  with  dignity  and  respect  in  the  workplace.    More specifically, City 
employees and potential employees are entitled to work in an environment that is free of 
intimidation, humiliation, insult and offensive acts or speech based on race, color, national 
origin, religion, age, gender, disability, pregnancy, height, weight, sexual orientation, marital and 
other legally protected status. 
 

Every City employee is responsible to avoid personal conduct that violates this policy, to 
participate in periodic training regarding prohibited harassment and discrimination, and to act to 
eliminate all forms of prohibited harassment and discrimination in the course of employment.  In 
most circumstances, a City employee who believes he or she is being harassed in violation of this 
policy will be expected to advise the harasser that his or her conduct is offensive and/or ask that 
the conduct be stopped. 
 
Every supervisor is responsible to be vigilant in identifying conduct that may reasonably be 
identified as prohibited harassment or discrimination within his or her area of responsibility, to 
coach subordinates to avoid behaviors that may reasonably be perceived as harassment or 
discrimination, to investigate alleged harassment or discrimination within their area of 
responsibility, and to take appropriate corrective action when improper harassment or 
discrimination has taken place. 
 
The City administration will schedule periodic training for all employees regarding respectful 
workplace expectations and illegal discrimination and harassment. Allegations of illegal 
discrimination and harassment by and toward City employees will be investigated in a fair, 
impartial and expeditious manner.  Supervisors and department heads who are investigating 
allegations of prohibited harassment or discrimination will be provided support by the Director of 
Human Resources and/or the City Manager/designee. In those instances in which a violation is 
substantiated, immediate action will be taken to remedy the situation and prevent its recurrence. 
Additionally, the City administration will act to prevent retaliation toward any individual who files a 
complaint of, or participates in an investigation related to, discrimination or harassment as defined 
in this policy. 

Employees who violate this policy will be subject to discipline, up to and including discharge. 
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Section XX–2.  Definitions. 
 

Discriminate:   to base employment decisions related to opportunities, benefits, privileges, 
working conditions, or evaluation standards in whole or in part on the person’s race, color, 
national origin, religion, age, gender, disability, pregnancy, height, weight, sexual orientation, 
marital or other legally protected status.  Prohibited discrimination does not include some 
employment actions based on a protected status, such as:  efforts to recruit a diverse pool of 
qualified applicants, accommodations made for temporary or permanent disabilities, job 
assignment restrictions for minors, or preferences in some positions for multi-lingual candidates. 

 
 
Harass:  verbal or physical conduct designed to threaten, intimidate or coerce based on a 
protected status.  Harassment includes verbal taunting which impairs an employee’s ability to 
perform his or her job.  Examples of inappropriate verbal conduct include racial or ethnic slurs, 
verbal abuse or kidding of a sexual nature, including comments about an individual’s body or 
appearance where such comments go beyond mere courtesy, telling “dirty jokes,” or any other 
tasteless, sexual comment, innuendo or action.  Examples of inappropriate non-verbal and 
physical conduct include distribution (including by e-mail), display or discussion of any written or 
graphic  material  that  ridicules,  denigrates,  insults  or  otherwise  shows  hostility  or  aversion 
toward an individual or group because of a protected status.   Inappropriate physical conduct 
could include pushing, blocking or otherwise physically intimidating an employee based upon a 
legally protected status. 
 

Hostile Work Environment:  Conduct may produce a hostile work environment if the conduct has 
the purpose or effect of unreasonably interfering with an employee’s work performance (e.g., 
reduces personal productivity or time available to work at assigned tasks) or creating an 
intimidating or offensive work environment. 
 
Sexual Harassment:  includes unwelcome sexual advances, requests for sexual favors or other 
verbal or physical conduct of a sexual nature when:  (1) submission to such conduct is made 
either explicitly or implicitly a term or condition of employment; (2) submission to or rejection of 
such conduct by an employee is used as the basis for employment decisions affecting the 
employee; or (3) the conduct has the purpose or effect of unreasonably interfering with an 
employee’s work performance or creating an intimidating, hostile or offensive work environment 
(i.e., “hostile work environment”).  Examples of unwelcome sexual advances include patting, 
pinching, pushing against, hugging, cornering, kissing, fondling, or any other similar physical 
contact.    Examples  of  requests  for  sexual  favors  include  subtle  or  blatant  expectations, 
pressures or requests of a sexual nature. 
 

Section XX-3.  Complaint Process. 
 

A. Reporting an Incident – Victim 
 
When an employee believes she or he is the victim of prohibited harassment or 
discrimination, the employee is strongly encouraged to tell the offending party/parties that the 
conduct is offensive and unwelcome.  In some situations, the employee will achieve his or her 
desired result based on this action alone.  The affected employee is   also   strongly   
encouraged   to   document   all   incidents   of   harassment   or discrimination as soon as 

Page 258 of 339



 

 47 

practical after they occur, including identifying other possible witnesses, in order to facilitate 
investigation of the employee’s complaint.   It is  helpful  if  the  employee  drafts  a  written  
complaint  before  speaking  with  a supervisor or administrator; otherwise, the employee will 
be required to sign a written complaint shortly after orally reporting the allegations. 
 

The complaint may be filed with any of the following: 

 

1. Employee’s immediate supervisor 

2. Another supervisor in the employee’s “chain of command” 

3. Employee’s department head 

4. Director of Human Resources 

5. City Manager or Assistant City Manager/Operations 

6. Michigan Department of Civil Rights 

7. U.S. Equal Opportunity Commission 
 
B. Reporting an Incident – Observer 
 

When an employee observes prohibited harassment or discrimination toward another 
City employee, the witnessing employee is strongly encouraged to document all related 
information  as  soon  as  practical,  including  the identities  of  the  victim(s)  and  other 
possible witnesses, in order to facilitate investigation of the complaint.  The observer 
should then relay all relevant information to any of the following: 

 

1. Employee’s immediate supervisor 

2. Another supervisor in the employee’s “chain of command” 

3. Employee’s department head 

4. Director of Human Resources 

5. City Manager or Assistant City Manager/Operations 
 

NOTE:  Supervisors and department heads are encouraged to consult with the Director 
of Human Resources or the Assistant City Manager/Operations for assistance in 
conducting a fair and comprehensive investigation. 

 
C. Investigation 
 

The investigator will assist the complainant to provide a written complaint, if one has not 
been provided.  The investigator will speak with the injured persons, identified witnesses, 
and the alleged wrongdoer. If available, documentary evidence will be reviewed and 
preserved (such as emails, video or audio tapes, cell phone records, etc.). If appropriate, 
the investigator will observe the area in which the alleged misconduct occurred. The 
investigator   will   summarize   the   findings   and   share   them   with   the   appropriate 
administrator for final action. 
 

D. Confidentiality 
 

Employees may request confidentiality when making an inquiry about potentially filing a 
complaint (so long as specific details about the alleged misconduct are not provided), 
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when asking general questions about this policy, or related nonspecific matters, and those 
requests will be honored to the fullest extent possible. Employees may also confidentially 
seek advice on handling uncomfortable work situations or relationships through the 
Employee Assistance Program. 

 

Confidentiality and anonymity cannot be guaranteed if the complainant provides specific 
details about alleged misconduct or wants the administration to take some corrective or 
disciplinary action.  The employer will attempt to ensure individuals who are part of the 
investigation and decision-making processes exercise appropriate discretion within the 
context of the employer’s legal obligation to act upon the charge of prohibited 
discrimination or harassment.  While meeting that obligation, the employer will take into 
consideration the nature of the information provided, the privacy of the individuals involved, 
and the wishes of the complainant. 

 
E. Retaliation 
 

Retaliation against any employee for filing a harassment or discrimination complaint is 
prohibited. Retaliation against any employee or other person assisting, testifying or 
participating  in  the  investigation  of  a  harassment  or  discrimination  complaint  is 
prohibited. Employees who have engaged in retaliation prohibited by this policy will be 
subject to discipline, up to and including discharge. 

 
 
 

ARTICLE XXI – PENSION IMPROVEMENTS 

 

 
Section XXI-1.  Retirement Plan Eligibility.  Unless noted to the contrary within this policy and/or in an 

employment agreement, all employees eligible for membership in the City of Jackson Employees 

Retirement System (ERS) or other comparable City sponsored plans shall come under the terms of 

said Retirement System and the following table: 

Requirements for those retiring on or before October 31, 2029: * 

 10 years of service and 62 years of age 

27 years of service and 58 years of age 

32 years of service and any age 

Requirements for those retiring on or after November 1, 2029 and hired before December 31, 2018: 

 10 years of service and 64 years of age 

27 years of service and 59 years of age 

32 years of service and 58 years of age 

Requirements for those hired on or between January 1, 2019 : 

 10 years of service and 68 years of age 

39 years of service and any age 

Requirements for those hired on or after January 1, 2020:  

 10 years of service and 70 years of age 

40 years of service and any age 
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Requirements for those hired on or after January 1, 2022:  

 10 years of service and 72 years of age  

41 years of service and any age 

  

The age and service conditions for voluntary retirement are as follows:(1)[Non-union benefit group 

general.] The table below applies to non-union benefit group general but does not include those 

members of non-union benefit group general who have elected deferred retirement prior to the effective 

date of this section. 

10 years of service and 65 years of age 

27 years of service and 58 years of age 

35 years of service and any age 

*Because of the Reciprocal Retirement Act of 1961, years of service shall 

include employment by any city, village, township, or county.  

The age and service conditions for voluntary retirement are as follows:(1)[Non-union benefit group 

general.] The table below applies to non-union benefit group general, but does not include those 

members of non-union benefit group general who have elected deferred retirement prior to the 

effective date of this section. 

 

10 years of service and 65 years of age 

of service and 65 years of age 

27 years of service and 58 years of age 

35 years of service and any age 

*Because of the Reciprocal Retirement Act of 1961, years of service shall include employment by any 

city, village, township, or county. 

* Employees who continue to work in exceedance of the minimum years of service for which they are 

eligible to retire shall be eligible for an annual lump sum payment into a separate defined contribution 

(DC) plan equal to the amount of a one (1) step increase as outlined in Appendix A.   

Those employees who separate city service with less than a full service retirement and defer their 

retirement benefits may do so according to the table below until their retirement age requirement.  

Hire Date Minimum years of age in order to draw a deferred 

retirement benefit 

Hired prior to December 31, 2011 56 
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Hired between January 1, 2012 and December 

31, 2017 

60 

Hired between January 1, 2018 and December 

31, 2023 

64 

After January 1, 2024 68 

 
 

 

Section XXI-2.  Full-time non-union employees hired before July 1, 2012, shall participate in the 
City’s Employees Retirement System (ERS), a defined benefit pension plan, with a 2.0% pension 
multiplier unless they have an at will employment agreement that states otherwise. The deduction for 
pension purposes shall be a city contribution rate of 12.04% and a rate of 7.5% as of July 1, 2024.as 
follows for both the City’s contributions and non-union employees’ contributions: 

 
City contribution rate is 12.42% as of July 1, 2019  
 
Employee contribution rate is 10.88% as of July 1, 2019 
 
The above deduction level may change as per the yearly valuation of the Actuary but that amount is 
subject to final City Council approval. 

 
Full-time non-union non-contract employees hired on or after July 1, 2012, shall participate in the ERS 
defined benefit (DB) plan with a 1.25% pension multiplier and shall also participate in the City’s 
Municipal Employees Retirement System (MERS) defined contribution (DC) pension plan, thus 
participating in a hybrid pension plan.  The City shall contribute 4% on behalf of the non-union 
employee with the employee contributing a minimum of 4% up to 20% to the DC pension plan.  Full-
time at will contractual employees who are appointed by the City Manager and who are offered a 
pension plan, shall be offered hybrid pension plan consistent with this section of the Personnel Policy 
unless their employment agreement states otherwise.  The deduction for pension purposes shall be a 
city contribution rate of 12.04% and a as follows for both the City’s contributions and non-union 
employees’ contribution for the DB portion of the hybrid plan shall be 5.50% as of July 1, 2024.: 

 
City contribution rate is 12.27% as of July 1, 2021 
 
Employee contribution rate for pre-2012 employees is 9.97% as of July 1, 2021. 
Employee contribution rate for post-2012 employees is 6.81 % as of July 1, 2021. 
 
The above deduction levels in this section may change as per the yearly valuation of the Actuary but 
that amount is subject to final City Council approval. 
 
Employees  covered  by  a  collective  bargaining  agreement  shall  be  governed  by  terms  of  the 
applicable collective bargaining agreement for pension purposes. 
 
Section XXI-3.    Effective July 14,  2015 the calculation of the Final Average Compensation 
(FAC) shall be as follows: 
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Hired before December 31, 1996: The average of the employee’s last three (3) consecutive years of 
credited service.  
 
Hired on or after January 1, 1997 and before June 30, 2012: The average of the employee’s last four 
(4) consecutive years of credited service. 
 
Hired on or after July 1, 2012 and before December 31, 2016: The average of the employee’s last six 
(6) consecutive years of credited service. 
 
Any employee hired on or after January 1, 2017: the average of the employees last eight (8) 
consecutive years of service. 
 
Any employee hired on or after January 1, 2018: the average of the employees last nine (9) 
consecutive years of service. 
 
Any accrued sick time, vacation time, and overtime shall not be counted towards the final average 
compensation.   
 
Section    XXI-4  Pension Cap. The maximum annual pension amount for all employees governed by 
the Personnel Policy shall be: 
 
 

General Employee Retirement Plan Employees 
(Hired before June 30, 2012 

Hybrid Pension Plan Employees (Hired on or after 
July 1, 2012) 

Years of Service Pension Cap as 
percentage of FAC 

Years of Service Pension Cap as 
percentage of FAC 

Over 10 and less than 
20 

35% Over 10 and less than 
20 

24% 

Over 20 and less than 
25 

47% Over 20 and less than 
25 

28% 

Over 25 and less than 
30 

54% Over 25 and less than 
30 

32% 

Over 30 and less than 
32 

62% Over 30 and less than 
35 

41% 

Over 32 and less than 
35 

68% 35 and less than 40 45% 

Over 35 and less than 
36 

70% 40 and less than 45 47% 

Over 36 and less than 
38 

71%   

Over 38 73%   
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ARTICLE XXII – INFORMATION TECHNOLOGY POLICIES 
 

 
Section XXII-1.  Software Licenses.  All users of City-owned information technology equipment 
will abide by licensing agreements that the City has entered into with software manufacturers. 
No software will be installed on a City computer without written permission of the designated 
Manager in the MIS Department. 
 

Section XXII-2.  Software Standardization.  Software standards will be established by the MIS 
Department to maximize the compatibility of data exchange between City computers and to 
ensure cost effective interdepartmental communications and other exchanges. 
 

Section XXII-3.  E-Mail Use.  The City of Jackson e-mail system was established for City of 
Jackson business, and there is no right to privacy for users of the City’s e-mail system, except 
as a particular message may be exempt from disclosure pursuant to the Freedom of Information 
Act.   The City Manager will establish and enforce standards for users of the City’s e-mail 
system.  If an official, employee or volunteer uses the e-mail system for personal matters, the 
use must be de minimas and meet the same standards established for professional use. 
 

Section XXII-4.  Internet Use.  The City of Jackson internet system was established to support 
performance of City business, and there is no right to privacy for users of the City’s internet 
system.  The City Manager will establish and enforce standards for users of the City’s internet 
system.  If an official, employee or volunteer uses the internet system for personal matters, the 
use must be de minimas and meet the same standards established for professional use. 
 

Section XXII-5.   Misuse of Information Technology.   The use of City-owned information 
technology is a privilege that may be revoked.  Misuse and/or abuse of City-owned technology 
may result in disciplinary action and/or referral to law enforcement authorities for legal 
intervention. 
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APPENDIX B – DEFINITION OF TERMS/WORD USAGE 
 

 
 Anniversary Date – The annual anniversary date of continuing employment with the City as a 

regular full-time employee. 

 

 City Sponsored Pension Plan/System – Shall include the defined benefit plan, defined 
contribution plan, the hybrid system, or any other pension system offered to a full time City 
employee. 

 

 Classification Plan - A listing of the positions in the City government group by job classifications. 

 

 Common Labor Group – Any non-department and/or division head position. 
 

 Compensation - Monetary exchange for services rendered to the City by an employee and 
including longevity pay (if applicable). 

 

 Compensatory Time - Time off the job in lieu of overtime for exempt employees for time worked 
beyond forty (40) hours per week. 

 

 Demotion - A change in employment status from a position in one job classification to a position 
in another job classification having a lower maximum salary limit than the original job 
classification. 

 

 Department Head - Those employees of the City in charge of an established City department. 

 

 Discipline - Corrective action taken by supervisory personnel to change or control the behavior of 
subordinate employees. 

 

 Dismissal  -  Permanent  separation  from  City  service  for  inefficiency,  misconduct,  repeated 
infractions of the rules or other just cause. 

 

 Employee - Those persons in the employ of the City of Jackson who are covered by these rules 
in whole or in part. 

 

 Employee  Organization  -  Any  formally  recognized  employee  group  engaged  in  collective 
bargaining with the City which results in a written contract. 

 

 Exempt Employees - As defined by the Fair Labor Standards Act. 
 

 Full time Local Government Service – Full time work performed for, or pension service achieved 
for a city, village, township, county, or a subdivision thereof. 

 

 Grievance – Any at will non-union employee complaint including, but not limited to an allegation 
that a provision of this Personnel Policy has been violated.   
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 Disabled Person - Anyone who has a physical or mental impairment which substantially limits 
one or more major life activities, has a record of such impairment, or is regarded as having such 
impairment. 

 

 Immediate Family – Unless otherwise specified, it shall include parents, spouse, children, 
brothers, sisters, grandparents, grandchildren and immediate in-laws. 

 

 Job Classification - A group of positions sufficiently alike in duties, authority, and responsibility to 
justify the same title, qualifications, and pay scale. 

 

 Layoff - The temporary or permanent separation of an employee as the result of the abolishment 
of the position or the reduction of work. 

 

 Narcotics  -  Substances  defined  as  narcotic  by  state  and/or  federal  regulations  and  not 
prescribed by a qualified physician. 

 

 Non-Exempt Employees -As defined by the Fair Labor Standards Act. 

 

 Non-Union Employees - Employees who are not represented by an Employee Organization. 

 

 Overtime - Time worked beyond eight (8) hours per day or forty (40) hours per week for hourly 
employees and for which they can expect time-and-one-half their hourly rate of pay. 

 

 Overtime Exempt - Employees who are not granted overtime pay for hours worked in excess of 
forty (40) hours per week. 

 

 Part-Time Employee – Employees who regularly work not less than twenty (20) but no more than 

29 hours per week. 

 

 Performance Appraisal - A report form filled out by the immediate supervisor of an employee 
rating the employee's quantity and quality of work and work attitudes. 

 

 Position - A group of duties and responsibilities assigned or delegated by the City Manager 
requiring a full-time or part-time employee. 

 

 Probation - A working test of the abilities of an employee to carry out the responsibilities of a 
position. 

 

 Probationary Employee - An employee who has not yet completed the required probationary 
period. 

 

 Qualified Person with a Disability - A person who, with reasonable accommodation, can perform 
the essential function of the job in question. 

 

 Red-Circled - Employees whose rate of compensation has been frozen due to demotion or 
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reassignment.  These employees shall not receive annual step increases until his/her rate of pay is 
consistent with the current salary schedule. 

 

 Regular Full-Time Employee - An employee who is scheduled to work the standard work week of 
a department, holds title to a Full-Time position, and whose employment is expected to continue 
in duration. 

 

 Seasonal Employee - An employee appointed for a limited period of time - especially one hired 
for a specific season of the year. 

 

 Step Increase Date - Date of an individual employee's latest promotion and upon which date an 
employee receives his/her step increase. 

 

 Supervisor  -  An  individual  with  the  authority  to  assign,  direct  and  review  the  work  of 
subordinates. 

 

 Suspension  -  Temporary  separation  from  City  service  with  or  without  pay  for  disciplinary 
reasons. 

 

 Temporary Employee - One who is appointed for a twelve (12) month or less period and not 
holding title to a position. 

 

 Vacancy - A position duly created by the City Council, established in the budget, and not 
currently occupied by an incumbent. 

 

 Verbal Reprimand - A verbal rebuke given to an employee by a supervisor for infractions of the 
rules. 

 

 Workers' Compensation - Compensation for a disability or death as a result of personal injury 
suffered in the course and scope of employment; or disability or death due to an occupational 
disease contracted in the course and scope of employment. 

 

 Written Reprimand - A written statement prepared by an employee's supervisor stating an 
infraction of the rules by the employee and providing pertinent information about the infraction. 

 

 
WORD USAGE 
 

 The words "shall" or "will" are to be construed as mandatory and the word "may" as permissive. 

 

 The masculine gender shall be construed to include the feminine gender. 
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INTRODUCTION 
 
The  Personnel  Policy  contained  in  the  pages  of  this  document  in  no  manner  should  be 
construed as a contract or promise to any employee or prospective employee that the 
procedures, classifications, class grades or benefits contained will remain in effect or continue in 
existence.  This document is merely an outline of the procedures, classifications, class grades 
and benefits which existed at the time of the enactment by the City Council.  The procedures, 
classifications, class grades and benefits contained herein may be altered, decreased, changed 
or eliminated at any time by action of the City Council and the interpretation of the procedures 
and this entire document shall be in the sole discretion of the City Council. 
 
It must be specifically understood by each and every employee or prospective employee that 
this document does not constitute a contract of employment between the City of Jackson and 
any employee or prospective employee or a continuing promise of the continuation of any 
provisions contained herein.   Specifically, no employee or prospective employee should rely 
upon this document or any of the provisions contained herein as a condition of continuing 
employment or as a condition of accepting employment. 
 
Equal Employment Opportunity Statement -The City of Jackson will provide equal employment 
opportunities to qualified persons without regard  to  race,  creed,  color,  sex,  age (40 an older),  
religion,  national  origin,  citizenship, ancestry, pregnancy, sexual  orientation,  gender identity, 
gender expression, family medical history and genetic information, physical and mental disability, 
military & veteran status, arrest record, marital status, height, or weight as required by applicable 
law. 
 
At Will Employees - None of the language contained within this Personnel Policy shall be deemed 
to vest any employee with any "just cause" rights that prevent his or her dismissal without cause.  
It is the policy of the City that all employees of the City are "at will" employees, and, subject to 
the terms and conditions of applicable labor agreements, the City retains the right to discharge 
any employee without cause. 
 
Performance Evaluations - The City Manager may establish a system of performance evaluations.  
If established, the system shall be incorporated into this policy. 
 
Safety Committee - The City Manager may establish a Safety Committee.   If injured, an 
employee shall file a claim in accordance with the Michigan Workers' Disability Compensation 
Act. 
 
Residency Requirement – Non-union full-time City employees who maintained their residency 
status within the Jackson City Limits for the entire previous calendar year (12-month period) are 
eligible to receive a $1,800.00 residency stipend in January of each year.  (Note: This stipend will 
be prorated for partial year residency on a monthly basis.)  
  
In order to qualify for the residency stipend, the employee must meet the following residency 
requirements:  Establish and occupy a dwelling within the limits defined in the previous paragraph; 
and maintain this dwelling as their primary residence at which they eat their meals, receive their 
mail, sleep, maintain their voter registration, driver’s license address, tax address, and in all 
manners maintain as a normal residence.  
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All  union  employees  are  governed  by  the  residency  language  in  their  respective  labor 
agreement or past practice. Such past practice shall continue until a change is negotiated with the 
respective labor organization. 
 
REF:   Civil Service Rules and Regulations, Section 17, Residency Requirements. 
Michigan Public Act 212 of 1999 
 
EFFECTIVE DATE: 
  

• Revision dated July 1, 2024 
• Revision dated May 1, 2022 
• Revision dated August 14, 2018 
• Revision dated November 15, 2017 
• Revision dated January 10,  2017 
• Revision dated May 10, 2016 
• Revision dated December 15, 2015 
• Revision dated November 17, 2015 
• Revision dated July 14, 2015 
• Revision dated April 27, 2015 
• Revision dated December 19, 2014 
• Revision dated October 1, 2014 
• Revision dated July 1, 2008 
• Revision dated July 1, 2006 
• Revision dated July 1, 2005 
• Revision dated July 1, 2004 
• Revision dated September 1, 2003 
• Revision dated April 1, 2003 
• Revision dated July 1, 2002 
• Revision dated March 1, 2002 
• Revision dated July 1, 2000 
• Revision dated September 21, 1998 
• Revision dated August 15, 1997 
• Revision dated January 21, 1997 
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SCOPE 
 
 
This Personnel Policy covers all employees of the City of Jackson and does not apply to affiliated 
organizations such as the Downtown Development Authority or Jackson Housing Commission.   
Those employees covered by labor agreements shall be governed by the provisions of said labor 
agreements.   In the absence of specific provisions or where the labor agreement is silent, this 
policy shall apply.  In the case of a conflict between this Policy and a labor agreement, the labor 
agreement language shall prevail over this Policy for employees covered by a labor agreement. 
 
 
 
 

REFERENCES 
 
Administrative Regulations 
Americans with Disabilities Act of 1990 (Federal Mandate)  
Civil Service Rules and Regulations 
Drug Policy (Administrative Regulation No. 29) Fair Labor Standards Act (Federal Mandate) 
Family Medical Leave Act (1993) (Federal Mandate) 
General Retirement Plan 
Genetic Information Nondiscrimination Act of 2008 
Jackson City Code 
Michigan Public Act 212 of 1999 (Residency) Michigan Public Act 152 of 2011 
Michigan Public Act 54 of 2011 
The Patient Protection and Affordable Care Act of 2010 (Federal Mandate) Rules of Conduct 
Workers' Disability Compensation Act 317 of 1969 (State of Michigan) 
Michigan Paid Leave Act (MPMLA) 
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ARTICLE I - PROMULGATION OF PERSONNEL POLICY 
 
 
Section I-1.  Purpose of the Personnel Policy.     It is the purpose of the City of Jackson Personnel 
Policy to establish an equitable and consistent personnel administration system for the City and its 
employees in order to insure that the most effective and efficient services are provided to the City 
of Jackson community. It is also the purpose of this Personnel Policy to clearly explain the duties, 
rules, and expectations of the City and its employees and to accurately describe the rights and 
benefits offered to City employees in order to attract and retain a proficient and skilled workforce.  
Furthermore, this policy shall govern all City/employee relationships of a non-union nature and all 
City/employee relationships for union personnel where the labor agreement is silent.   The City 
reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
provisions in this policy at any time. 
 
 

 
ARTICLE II - APPLICATION AND INTERPRETATION 

 
 
Section II-1. Allocation of Existing Positions.   The positions in the Class Specifications are 
hereby allocated to appropriate classes in accordance with the schedules attached hereto. 
 
Section II-2. Interpretation of Class Specifications. 
 
A. Purpose and Effect of Class Specifications: Each class specification outlines the main 

characteristics and qualification requirements of position in the class and gives examples of 
special duties which employees holding such positions may properly be required to 
perform.    The class specification is descriptive and explanatory, but not restrictive.  The 
listing of particular examples of duties does not preclude the assignment of other tasks of 
related kind or character or of lesser skills.  Likewise, the assignment of an employee to a 
class does not preclude the assignment of duties from another class to the employee or the 
assignment of the employee to another class. 

 
B. Application of Specifications to Positions:  In determining the class to which a position 

should be allocated, the specification of each class shall be considered in relation to the 
specifications of other classes in the Personnel Policy. 

 
C. Statement  of  Qualifications:    The  statement  of  qualifications  in  a  class  specification  

is intended to be used as a guide in determining the eligibility of candidates for competitive 
examinations; as an aid in the preparation of such examinations; and, for use in 
determining the relative value of positions in a class in relation to positions in other classes. 

 
Section II-3.    Employer's Rights.  The City, as an employer and on behalf of the electors of the 
City of Jackson, hereby retains and reserves unto itself all powers, authority, duties and 
responsibilities conferred upon and vested in it by law and by the Constitution of the State of 
Michigan and of the United States, the Jackson City Charter and City Code, and any modifications 
made thereto. 
 
Further, all rights which ordinarily vest in and are exercised by employers are reserved to and 
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remain vested in the City, including, but without limiting the generality of the foregoing the right to: 
 
A. Manage the affairs of the City efficiently and economically, including the determination of 

quantity and quality of services to be rendered; 
 
B. Introduce  new  equipment,  methods,  machinery  or  change  and/or  eliminate  existing 

equipment and institute technological changes, decide on materials, supplies, services, 
equipment and tools to be purchased; 

 
C. Determine the size of the work force and increase or decrease its size;  
 
D. Hire, assign and permanently or temporarily lay off employees; 
 
E. Direct the work force, assign work and determine classifications and prescribe and assign 

job duties, content and classification; 
 
F. Establish, change, combine or discontinue job classifications and prescribe and assign job 

duties, content and classification; 
 
G. Discipline and discharge employees;  
 
H. Adopt reasonable work rules; and 
 
I. Select employees for promotion or transfer and determine the qualifications and 

competency of employees to perform available work. 
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ARTICLE III - ADMINISTRATION AND MAINTENANCE 
 

 
Section III-1.   Responsibilities of the Director of Human Resources.  All references to the City-
County Director of Human Resources are synonymous with the City’s title of Director of Human 
Resources.  The Director of Human Resources shall direct necessary reviews and preparation of 
reports recommending appropriate action to ensure that the Personnel Policy is kept current and to 
assure that any important changes in duties and responsibilities in any existing positions and of 
new positions are reflected in the Policy.  The Director of Human Resources shall provide, subject 
to the approval of the City Manager, for the reallocation of any position from one class to another 
class, whenever a change in duties and responsibilities of such position make the class to which 
the position was previously allocated no longer applicable.  Any actual reallocation to be made 
shall be made with the knowledge of the employee concerned and his/her Department Head. 
 
The Director of Human Resources shall be responsible for the work of administering and 
maintaining the Personnel Policy.  This shall include but not be limited to, the processing of salary 
advancements, the determination of proper salary rates within existing Policy provisions and the 
preparation of recommendations for revisions to the Policy on the basis of changes in prevailing 
rates of pay for comparable positions outside the City Service. 
 
Section III-2.   Changes Requiring Approval of the City Council.  The approval of the City Council 
shall  be  required  for  all  policy  changes  to  this  document,  but  not  for  amendments  of  an 
administrative nature. Such changes shall take the form of amendments to this Personnel Policy. 
 
Section III-3.  Changes Requiring Approval of the City Manager.  The approval of the City Manager 
shall be required for all administrative changes to this document.   The City Council will receive 
written notice of all administrative amendments to the Personnel Policy at least fifteen (15) days 
before they take effect. 
 
Section III-4.   Repeal of Conflicting Resolutions.  All resolutions or parts thereof in conflict with the 
provisions of this Policy are hereby repealed. 
 
Section III-5.   Savings Clause.  If any section, sentence, clause or phrase of this Policy shall be 
held for any reason to be inoperative or unconstitutional, void or invalid, the validity of the 
remaining portions of this Policy shall not be affected thereby, it being the intent of the City Council 
in adopting this Policy that no portion thereof or provision herein shall become inoperative or fail by 
reason of the unconstitutionality or invalidity of any other portion or provision and the City Council 
of the City of Jackson, Michigan, does hereby declare that it would have severally passed and 
adopted the provisions contained herein, separately and apart one from the other. 
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ARTICLE IV - PERSONNEL FILES 

 
 
Section IV-1.  Personnel Files.  A personnel file is maintained by the Human Resources Department 
on every employee of the City (except Parks and Recreation seasonal employees, City Clerk election 
workers, Police Reserve Officers and School Crossing Guards).   However, the aforementioned 
seasonal employees and election workers’ personnel files must be retained in accordance  with  
Federal,  State,  and  City  laws,  ordinances,  and  regulations  by  the  hiring departments.  All 
material in these files is strictly confidential and secured under the custodianship of the Human 
Resources Department.  All personnel files are subject to the provisions of the Bullard-Plawecki 
Right-To-Know Act and the Freedom of Information Act.  Medical records are secured  in  a  file  that  
is  separate  from  the  personnel  records.    Information in an employee's personnel file may include 
the following: 
 
A. Original application and accompanying documents (i.e., resume, transcripts, references, 

investigation reports, military papers). 
 
B. Personnel Action Requests or notices of pay changes and accompanying documents.  
 
C. Performance evaluation forms and related materials. 
 
D. Letters of commendation or complaint connected with employment.  
 
E. Promotional opportunity application and related materials. 
 
F. Forms pertaining to fringe benefit programs and related programs.  
 
G. Documents submitted by the employee. 
 
H. Certificates or notices of accomplishment of the employee in the area of training or employee 

development. 
 
I. Documentation of disciplinary action. 
 
J. Materials submitted as part of the record for an appeal or a decision or other action and 

copies of related proceedings. 
 
Section IV-2.  Official Access. The  following  personnel  shall  have  the  right  of  access  to  an 
inspection of an employee's personnel file. 
 
A. The employee who is the subject of the file. 
 
B. An  attorney  or  designee  of  the  employee  when  the  employee  has  provided  written 

authorization to his or her file. 
 
C. Supervisory  employees  who  are  considering  the  employee  for  promotion,  transfer, 

reassignment, demotion, dismissal or other personnel action. 
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D. The City Attorney or other appropriate agent when needed in connection with any legal 

action involving the employee and the City. 
 
E. Authorized representatives of the Human Resources Department. 
 
F. A person or persons making a proper legal request under the Freedom of Information Act 

(FOIA). 
 
Section IV-3.  Limited Access.    Information in an employee's personnel file shall not be made 
accessible to anyone except the Human Resources Department, the employee and those listed in 
Article IV, Section IV-2 above.  The only information provided over the telephone is verification of 
any employee's job title, dates of employment and salary.  No other information will be given by phone 
unless the employee provides a written release absolving the City, its employees, agents and officials 
from any responsibilities of the consequences of disclosure. 
 
Section IV-4.  Written Reprimands.   Unless otherwise provided by law, whenever a reprimand is 
placed into an employee's file for the purpose of reflecting a negative facet of that employee's 
performance, the employee shall be provided a copy of the entry. 
 
Section IV-5.  Employee Access.  An employee, upon written request to the Human Resources 
Department, may periodically review at reasonable intervals, generally not more than two (2) times per 
year, his or her personnel record.  The review shall take place in the Human Resources 
Department during normal office hours, unless inconvenient to the employee due to an unusual shift or 
job site, at which time a mutually convenient time and place shall be arranged. 
 
An employee may obtain a copy of information contained in his or her personnel file.   If there is 
disagreement with information contained in the personnel file, an employee may submit a written 
statement explaining his or her position which shall then be made part of the personnel file, with a 
copy provided to the supervisor. 

 
 

ARTICLE V – JOB CLASSIFICATIONS 
 
 
Section V-1.   Job Classifications.   Job classifications shall consist of the following classes of non-
union positions, with such changes as may be made from time to time by the City Council by 
amendment to this Personnel Policy.  All positions of the class shall be paid as set forth from time to 
time by action of the City Manager or City Council action. For purposes of this Personnel Policy, all 
employees and officials of the Jackson Housing Commission are not employees of the City of 
Jackson.  For purposes of the Civil Service ordinance, all union personnel are deemed to be 
employees whose personnel rights and responsibilities shall be resolved under the provisions of their 
applicable labor agreement. 
 
 Occupational List of Class Titles 
 
 A. CLERICAL, ADMINISTRATIVE AND FISCAL GROUP 
 (Non-union positions – occupied or vacant) 
 
      Class Title    
 
    Account Clerk Supervisor 
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    Administrative Secretary I 
    Administrative Secretary II 
    Appraiser 
    Evidence Management Coordinator 
  Financial Analyst 
  GIS Coordinator 
   Labor Relations Technician 
   Legal Secretary 
  Neighborhood and Economic Operations Planner 
    Property Management Coordinator 
    Purchasing Technician 
    Recreation Services Coordinator 
  Senior Appraiser 
    Senior Citizen & Recreation Activities Coordinator 
  Tax Supervisor 
 

B. ENGINEERING, INSPECTION AND TECHNICAL GROUP 
 (Non-union positions – occupied or vacant) 

 
  

                              Class Title    
 
  Civil Engineer II 
  Civil Engineer III 
  Engineering Assistant 
  Parking Manager/Engineering Assistant 
  Wastewater Treatment Plant Industrial Pretreatment Supervisor 
 
 
 C. LABOR AND TRADES SUPERVISION GROUP 

 (Non-union positions – occupied or vacant) 
 

 
     Class Title    

 
   Assistant Water Treatment Plant Supervisor 
     Building Maintenance Supervisor 
   Chief Wastewater Treatment Plant Operator 
   Meter Services Supervisor 
     Public Works Assistant 
   Public Works General Foreman 

 
 

D. APPOINTIVE OFFICIALS (Non-union positions – occupied or vacant).  Unless otherwise 
noted, all contractual employees are at will and on scale. 

 
 

     Class Title    
 
 Administrative Assistant 

 Administrative Assistant to the Director of Police and Fire Services  
 Administrative Assistant to the City Manager 
 Assistant to the City Manager 
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 Assistant City Assessor 
 Assistant City Engineer 
 Assistant City Manager/Operations 
 Assistant City Manager/Community Development Director (Contractual Employee) 
 Assistant Finance Director 
 Assistant Director of Human Resources 
 Assistant Director of Community Development  

 Assistant Director of Parks, Recreation, and Grounds  
 Assistant Director of Public Works – Public Utilities Administration 
 Assistant Superintendent of Wastewater Treatment Plant 
 Building Inspector 
 Chief Building Official  
 City Assessor (Contractual Employee) 
 City Attorney (Contractual Employee) 
 City Clerk  
 City Engineer 
 City Manager (Contractual Employee) 
 Code Enforcement Officer I (Contractual Employee) 
 Code Enforcement Officer II (Contractual Employee) 
 Code Enforcement Officer III (Contractual Employee) 
 Code Enforcement Director 
 Department of Public Works/Utilities Fiscal Supervisor 

 Deputy City Attorney 
 Deputy City Clerk 
 Deputy City Treasurer 
 Deputy Director of Police and Fire Services, Fire Division (Contractual Employee) 
 Deputy Director of Police and Fire Services, Police Division (Contractual Employee) 
 Director of Finance/Purchasing Agent (Contractual Employee @ 80% of the scale) 
 Assistant Director of Human Resources (Contractual Employee) 
 Director of Community Development 
 Director of Parks, Recreation and Grounds 
 Director of Police and Fire Services (Contractual Employee) 
 Director of Public Works (Contractual Employee) 
 Economic Development Director 
   Economic Development Specialist (Contractual Employee) 
   Elections and Records Coordinator (Contractual Employee) 
 Electrical Inspector (Contractual Employee) 
 Grant Coordinator 
 Grant & Front Office Supervisor 
 Housing Rehab Specialist (Contractual Employee) 
 Community Development Grant Coordinator 
 Neighborhood Outreach Coordinator/Recreation Services Supervisor 
 (Contractual Employee) 
   Paralegal 
 Planning Director 
 Plumbing and Mechanical Inspector (Contractual Employee) 
   Public Information Officer (Contractual Employee) 
 Purchasing Coordinator 
 Recreation Services Supervisor 
 Records Management Supervisor (CD/Police) 
 Rehabilitation Coordinator (Contractual Employee) 
 Senior Assistant City Attorney 
 Senior Planner (NEO) 
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 Staff Accountant 
   Staff Attorney (Contractual Employee) 
 Superintendent of Parks and Golf Operations 
 Supervisor of Management of Information Services 
 Wastewater Treatment Plant Superintendent 
 Water Billing Supervisor 
 Water Treatment Plant Supervisor 
 Water and Sewer Maintenance Foreman 
 

E. ELECTIVE OFFICIALS: 
 
 - Mayor and City Councilmembers 
 - City Treasurer (also serves as Income Tax Administrator) 
 
F. POLICE DEPARTMENT GROUP 
 (Non-union positions – occupied or vacant)  
 
  

     Class Title    
 
 -  2 Police Cadet 
 
  2 Compensation to be determined by ordinance of City Council. 
 
G. PUBLIC SAFETY GROUP 
 (Non-union positions – occupied or vacant) 
 

 
                    Class Title                       
 
- 3 Community Service Officer 
 
- 4 School Crossing Guard: 
 

•  One appearance at a corner 
•  Two appearances at a corner 
•  Three appearances at a corner 

 
3 Compensation to be adjusted annually with other job classification positions. 
 
4 Compensation to be determined by ordinance of City Council. Persons classified as 
"School Crossing Guards," as above provided for, shall not be vested with any police 
powers, and their classification, in a class of the Public Safety Group, for the purpose of 
this Policy, shall not be deemed to be eligible to participate in any City pension plan. 

 
H. PART-TIME APPOINTIVE OFFICIALS 
 (Non-union positions – occupied or vacant) 
 

 
   Class Title                         
 
- Administrative Hearing Officers 
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ARTICLE VII - PUBLICIZING OF VACANCIES 
 
 
Section VII-1. Equal Employment Opportunity/Affirmative Action.   It is the policy of the City of 
Jackson to implement equal opportunity on an affirmative basis to all qualified employees and 
applicants for employment in accordance with State and Federal Law.  Positive action shall be taken to 
ensure the fulfillment of this policy. 
 
Section VII-2.    Full-Time Positions in the City Service.   The City reserves the right to fill certain 
highly technical, specialized, and/or managerial non-union positions from within as part of 
reorganization or internal department promotions. Otherwise, whenever a vacancy occurs in a position 
in the City Service such vacancy shall be advertised on the City’s website, other public media, and 
association newsletters, professional journals, trade papers or other suitable publications or electronic 
media as deemed appropriate.  The advertising of vacancies in positions in the City Service is done not 
only to secure competent applicants, but also to fulfill the obligations of the City to apprise interested 
qualified applicants of the vacancies and position. Notwithstanding the above, vacancies in the common 
labor group and in seasonal, temporary provisional and emergency positions need not be advertised if 
the City Manager or his/her designee determines there will be a satisfactory pool of applicants without 
such advertising. 
 
Section VII-3.      Anti-Nepotism.  Effective November 18, 2015 the City will not hire the relative of any 
current employees, elected and/or appointed officials; however, the City Manager has the authority to 
waive this requirement when special circumstances can be demonstrated.  For purposes of this section, 
“relative” shall mean any of the following family members whether by blood or marriage:  spouse, child, 
step-child, foster child, parent, step-parent, foster parent, brother, step brother, sister, step- sister, 
grandparent, grandchild, parent-in-law, son-in-law, daughter-in-law, niece, nephew and cousin or any 
other individual that is a member of the employee or elected official’s household for which the employee 
or elected official is financially responsible.  This policy ensures that all applicants are considered on the 
basis of their qualifications and are not given preferential consideration based on their relationship to 
current employees or elected officials. 
 
However, employees who marry while employed, shall have 90 days to transfer out of a superior-
subordinate relationship resulting from the marriage. In the event the transfer cannot be made within the 
noted timeframe, the employee with the least seniority shall be terminated.  This policy applies to all 
categories of employment, including full- and part-time and temporary or seasonal classifications. 
 
 
REF: City of Jackson, Ethical Standards of Conduct Ordinance No. 2015-18 
 
 

ARTICLE VIII - LENGTH AND CONTINUITY OF SERVICE 
 

 
Section VIII-1. Requirements as to Length and Continuity of Service. 
 
A. Service requirements for advancement within Salary Schedules and for other purposes as 

specified in this Policy shall require employment in the City Service without break or interruption. 
 
B. The following absences shall not affect continuity of service and time on such absences shall 
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count toward length of service: 
 

1. Authorized leave of absence with pay; 
 

2. Authorized leave of absence without pay of thirty (30) calendar days or less; or 
 
C. Absences for purposes of serving with the Armed Forces of the United States shall not break 

continuous service only if the laws of the State of Michigan and/or the United States require 
reinstatement without a break in service at the time the person completes military service and 
reapplies for employment. 

 
D. Leaves of absences without pay of over thirty (30) calendar days shall be deducted from 

length of service, but shall not have the effect of interrupting continuity of service.  Deduction 
from length of service may be accomplished by moving the employee's anniversary date 
forward by the appropriate number of calendar days. 

 
E. All absences without authorized leave of more than two (2) days shall be deducted from and 

shall interrupt continuous service. 
 
F. The Family Medical Leave Act and the Americans with Disability Act will be administered in 

accordance with those Acts (Ref: Article XIV, Section XIV-3). 
 

 
ARTICLE IX - LAYOFFS/SEVERANCE 

 
 
Section IX-1. 
 
A. Layoffs. Whenever the City in its discretion determines that a layoff is necessary due to a lack 

of funds, lack of work, or due to a reorganization, such layoff shall be made in such 
classifications as the City may designate.  Layoffs shall be made in accordance with procedures 
to be developed by the Director of Human Resources. 

 
B. Recall from Layoffs.  The order of recall of laid-off employees shall be in the inverse order in 

which the employees were laid-off and shall be subject to the same conditions as prescribed in a 
lay-off.  However, it shall only apply to classified employees and shall not exceed a two (2) year 
call back period. 

 
C. Severance.  Severance from the City service shall be in accordance with procedures to be 

developed  by  the  Director  of  Human Resources  and  approved  by  the  City Manager,and 
shall only be available for all those employees with an at will employment agreement.  
Severance codified in an employment contract is governed by the employment contract in 
increments of days or months. 

 
 
D. Constructive Dismissal.  All contractual employees titled as a department head or appointed 

official shall have a signed at will employment agreement which includes a constructive dismissal 
clause.  The section shall state that all claims alleged to be a constructive dismissal (an 
employee terminates their employment in response to the employer’s treatment of them) shall be 
submitted in writing to the Director of Human Resources no later than 30 days after the 
occurrence. The documentation must show that they have resigned in response to a 
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fundamental breach of contract by the employer (Employment Rights Act 1996).  If the 
constructive dismissal claim is deemed to have merit, all such employees shall be granted their 
severance pay in accordance with their employment agreement.  

 
 
 
 
REF: City of Jackson, Civil Service Rules and Regulations, Section 6.4 and Section 8.1a. 
 
 

ARTICLE X - REQUESTS FOR CLASSIFICATION/COMPENSATION ADJUSTMENTS 
 
 
Section X-1.   Employee Requests for Classification Adjustments.  Any employee shall have the right 
to consideration of any request he/she may have with respect to a change in the classification of 
his/her position. The employee shall make his/her request initially to the head of his/her department. If 
the head of the department feels that the request is reasonable, he/she shall notify the Director of 
Human Resources of the request and give his/her opinion or recommendation.   If the head of the 
department feels the request is not a reasonable one, he/she shall reject the request, but notify the 
employee of his/her right to appeal to the Director of Human Resources. The Director  of  Human 
Resources  shall  give  due  consideration  to  the  requests  he/she receives from Department Heads 
and employees, and in those cases where he/she feels a change in classification is required, he/she 
shall recommend to the City Manager such action on the matter as he/she may deem appropriate. The 
decision of the City Manager shall be final. 
 
Section X-2.    Employee Requests for Compensation Adjustments.   Any employee shall have the 
right to the consideration of any request he/she may have with respect to changes in the application of 
the Personnel Policy to his/her position.  The employee shall initially make his/her request to the 
Department Head, who shall promptly seek to arrive at a solution which is consistent with the 
Personnel Policy and acceptable to the employee.  When the Department Head is unable to resolve 
such a request in a manner which is satisfactory to the employee, the matter shall be submitted to the 
Director of Human Resources for review.  In the event the employee remains unsatisfied after review  
by  the  Director  of  Human Resources,  he/she  may  appeal  to  the  City Manager.  The City Manager 
shall review such appeal and issue a decision on it within 45 days. The decision of the City Manager 
shall be final. 
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ARTICLE XI - COMPENSATION 
 
 
Section XI-1.     Salary Schedules.  The pay of City employees shall be on the basis of appropriate 
bi-weekly and/or hourly salary schedules as set from time to time by City Ordinance for each of the 
respective  classes  of  positions  in  the  City  service  as  established  by  this  policy  or  by  labor 
agreement. Said schedules as contained in Appendix A and as revised from time to time by City 
Council action, shall be deemed as part of this Personnel Policy.  (Salary Schedules for those 
employees belonging to a union are contained in the respective labor agreement.) Each  salary  
schedule  shall  consist  of  a  minimum  entrance  rate,  intermediate  salary  rates,  and a maximum 
rate. 

 
A. Merit Award Policy 

 
A Merit Award may be granted to an employee to recognize accomplishments which directly impact the 
efficiency, economy, and effectiveness of city operations and/or positively impacts the City’s service to 
the public.  
 
Recognition of merit pay will be based on the high level of performance of the employees to the City of 
Jackson. Merit pay will not be withheld, denied, or awarded for an illegal reason including: 
discrimination based on sex, race, age, religion, national origin, marital status, covered veteran status, 
disability, or membership in the Uniformed Services. 
 
The City Manager has authority to approve merit awards, based upon the Human Resources Manager 
recommendations.  

 
The Merit Award may be made for a period of exceptional productivity.  A complete and approved 
performance appraisal as determined by the city manager, must be completed by the employee’s 
supervisor detailing the employee’s achievements.  Depending on the employee’s performance 
appraisal the following actions may be taken: 
 
1. No increase  
2. An amount equal to ½ step in the employees current salary/wage grade  
3. 1 full step increase in the employee’s current salary/wage grade 
 
Section XI-2. Compensation for Hourly Paid Employees. 
 
A. Employees to be paid in accordance with the applicable labor agreement and ordinance. 
 
B. Part-time, seasonal and temporary positions shall be paid in accordance with Section XI-7.  
 
Section XI-3. Full-Time Basis of Salary Schedules.  The salaries prescribed by action of the City 
Council are fixed on the basis of full-time service for normal work weeks as indicated for the several 
groups in Article V. of this Personnel Policy. 
 
Section XI-4. Entrance Salary Rates. 
 
A. Starting Rate on Initial Employment.  Original appointment to any position shall be made at 

the entrance rate and advancement from the entrance rate to the maximum rate within a pay 
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range shall be as approved by the City Manager.  The City Manager may approve an initial 
compensation rate higher than the minimum rate for the class when, in his or her opinion, the 
needs of the City Service make such action necessary.  However, in all cases, a PAR request 
shall be submitted to, and reviewed by, the Director of Human Resources, and subsequently 
approved by the City Manager, in advance of hiring all new employees (full time, part time, 
temporary and/or seasonal).  

 
B. Starting Rate on Return to Duty.  When an employee returns to duty in the same classification 

after a separation from the City service of not more than one (1) year, which separation was not 
due to discreditable circumstances, such employee shall receive the payrate received at the 
time of separation, and shall subsequently serve at his or her reentry rate for at least such 
period as is normally required for advancement to the next higher rate per the terms of the Merit 
Award Policy. 

 
Starting Rate on Return from Military Service.  Any employee who leaves or has left the City service to 
enter the active service of the Armed Forces of the United States shall, upon severance of service, be 
entitled to reinstatement in accordance with the applicable laws prevailing at the time the employee 
makes application for reinstatement. 
D. Rate of Pay Upon Demotion.   In case an employee is demoted, credit shall be given for 

continuous service in the higher paid position in determining the proper rate in the Salary 
Schedule for the lower paid position, provided that the salary rate after demotion shall not be 
higher than that prior to demotion. 

 
E. Starting Rate in New Positions (Non-union).  Whenever an employee not represented by a 

union is placed in another position not previously held by him/her, or a union employee accepts  
a  non-union  position  he/she  has  not  previously  held,  the  employee  shall  be 
compensated at a rate deemed appropriate by the City Manager in the salary schedule 
established for this position.  However, a PAR must be submitted and approved in advance of 
the employee moving into the new position. 

 
F. Rate of Pay Upon Promotion (Non-union).  Whenever an employee not represented by a 

union, or a union employee accepting a non-union position is promoted to a position in a 
higher class grade than the position he/she currently holds, the employee shall be 
compensated at a rate deemed appropriate by the City Manager in the salary schedule 
established for the position.  Future step increases, if applicable will be based on  the terms of 
the Merit Award Policy. However, a PAR must be submitted and approved in advance of the 
employee’s promotion. 

 
G. Rate of Pay Upon Position Reclassification (Non-union).  An  employee  not represented by a 

union and whose position is reclassified to a higher class grade, shall be compensated at a 
step rate deemed appropriate by the City Manager in the class grade schedule established for 
the position. Future step increases, if applicable will be based on the t h e  t e r m s  o f  t h e  
Merit Award Policy. .  However, a PAR must be submitted and approved in advance of the 
employee’s reclassification. 

 
Section XI-5. 
 
A. Probationary Period.   After initial appointment or promotion to a position in the City Service, 

the first one thousand and forty (1,040) hours actually worked in the position shall be 
considered the period of probation.  The probationary period for any employee represented 
by a union shall be in accordance with provisions of their respective labor agreement for his/her 
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employee classification. 
 

In the event that the employee does not satisfactorily complete the probationary period, he/she 
shall be separated from the service and shall not have recourse to appeal his/her separation 
before the Civil Service Commission, except that in the case of promotion from a position in 
which an employee had Civil Service status, he/she will revert to such position as he/she may 
be entitled to under Civil Service rules, provided the employee's failure to satisfactorily 
complete probation was not for a reason which necessitated the employee's termination. 

 
Section XI-6.   Recommendations for Salary Advancements within Grade.  The Department Heads 
shall recommend in writing to the Director of Human Resources the advancement in salary of their 
employees who have met the requirements for salary advancement as enumerated above per the Merit 
Award Policy. All such requests shall be reviewed by the Director in advance of the City Manager’s 
approval. 
 
Section XI-7.     Computation of Salaries of Part-Time, Seasonal and Temporary Employees.  Part- 
time, seasonal and temporary employees may be employed on an as-needed basis and if employed 
shall be paid only for hours actually worked and at an hourly rate established by the City.  Part-time, 
seasonal and temporary employees shall not be eligible for any fringe benefits during their employ. 
 
Section XI-8.     Special Salary Provisions. 
 
A. Plus Rates for Special Skills:  In any case when an employee is qualified for and is temporarily 

required, in writing by his/her supervisor, to regularly serve in and accept responsibility for 
work in a higher class or position, such employee shall receive the entrance salary rate of that 
class grade or his/her present rate plus one class grade, whichever is higher, while so 
assigned, subject to the approval of the City Manager.  A non-union, non- exempt 
employee, who is required to work in a higher class or position continuously for a period  of 
five  (5) or more  consecutive  days,  shall  be  deemed  "temporarily required  to regularly 
serve and accept responsibility for work in a higher class position," as is a non-union exempt 
employee who is required to work in such higher class or position continuously for a period of 
thirty (30) or more consecutive days, unless either employee is so assigned for training 
purposes.  In case of vacancies in the City Service where a non-union employee is required 
in writing by the City Manager to fill a vacancy in a higher class or position and assume 
full responsibility for that position until it is permanently filled, such employee shall be 
compensated for the duration of such assignment as though permanently promoted to the 
position in accordance with Article XI, Section XI-4, H. of the Personnel Policy.   

 
B. In any case when a non-unionemployee is regularly assigned in charge of one or more 

persons in positions of the same class grade, such employee shall be paid at the 
corresponding step rate in the next higher class grade upon recommendation of the 
Department Head and approval of the City Manager. 

  
 
Section XI-9.     Temporary Acting Positions.   When a  employee is required by his or her supervisor  
to  temporarily  transfer  from  one  job  classification  to  another,  the employee shall continue to be 
paid at the rate applicable to his or her permanent job classification; provided, however, if  the 
employee is transferred for a period in excess of forty (40) working hours during a pay period to 
a job classification for which the maximum rate of pay is higher, the employee shall automatically 
receive the higher salary rate for the time actually worked out of grade. 
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Section XI-10.   Step Increases for Temporary Acting Positions.   In any case where an employee  is  
placed  in  a  temporary  acting  position,  he/she  shall continue to accrue service credit for all salary 
and benefit purposes.  When an employee is due to receive a step increase and he/she is currently 
working in a temporary acting position, such step increase shall be processed via the following steps: 
(1) process PAR returning employee from temporary acting position to his/her  regular  position;  
(2)  process  PAR  for  step  increase  at  his/her  regular position; (3) process PAR to take employee 
back up to temporary acting position. The effective date may be the same on all three PAR's. 
When such employee returns to his/her former position, they will do so at a rate of pay that allows 
them to receive the step increase they would have received had they been working in their regular 
position at the time of the step increase date. 
 
Section XI-11. Tuition Reimbursement.  Effective November 18, 2015, the City agrees to furnish all 
non-union employees, when such costs that are not covered by other programs, the cost of job related 
course work (up to $20,000) for any applicable, previously approved and budgeted, classes and/or 
certification.  The employee is further restricted from reimbursement if the City has previously 
reimbursed the employee for any other degree and/or if the employee is requesting reimbursement 
associated with a second similar degree (i.e., second bachelor’s degree or second master’s degree).  
Any such programs or courses must have written approval of, and shall be at the sole discretion of the 
City Manager, as recommended by the department head, prior to taking such courses to be eligible for 
reimbursement and the employee must agree to and sign a form indicating an understanding of all 
program stipulations.  In order to be eligible for reimbursement, the employee must demonstrate 
matriculation. Additionally, the employee must continue to work for the City for four (4) years following 
final reimbursement.  The employee that voluntarily leaves his employment with the City shall be 
responsible to refund any reimbursements received within the prior four (4) years.  

 
ARTICLE XII - OVERTIME WORK 

 
 
Section XII-1.    Overtime Administration.  In emergencies, a Department Head may prescribe, with 
the approval of the City Manager, reasonable periods of overtime work to meet operational needs. 
Such overtime shall be reported and justified as required by the City Manager. 
 
Section XII-2. Compensation for Overtime.  Employees of the City of Jackson shall be compensated 
for authorized overtime work in accordance with applicable laws or labor agreements. 
 
Section XII-3.  Leave Time in Lieu of Overtime Compensation for Certain Employees and Appointed 
Officials. 
 
A. Employees who are legally exempted from coverage by the Federal Fair Labor Standards 

Act, who are not covered by a labor agreement, shall be considered salaried employees who 
shall be paid an annual salary, prorated on a biweekly basis, regardless of the number of hours 
worked in a given two-week period, subject to the standards established below. 

 
It is generally understood that the salaried employees described in this section, by the 
nature of their work, titles and duties are expected to work in excess of the normal work 
day and/or workweek when it is necessary to accomplish their assignments, and that the 
salaries established for their positions provide appropriate compensation for the anticipated 
responsibilities, and not for a specific number of hours of work per day, week or year. 
 
Effective July 1, 2000, in recognition of the flexibility these employees exercise in performing 
work assignments outside the regular work day, these employees may adjust their work 
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schedules within a work day to take care of personal business, as the work load will allow 
and in accordance with any procedures established by the City Manager, without deducting 
said hours from any leave bank (such as sick or vacation leave time). 

 
B. Employees who are legally covered by the terms of the Fair Labor Standards Act (i.e., not 

exempt), who are not covered by a labor agreement, shall be considered hourly employees. All 
such hourly employees shall be eligible for compensation for all hours worked in excess of 
forty (40) per week at a rate of one and one-half times their normal hourly rates.  Effective July 
1, 2000, this group of hourly employees may be offered the opportunity to choose to earn 
compensatory leave time in lieu of overtime compensation for all hours worked in excess 
of forty (40) per week at a rate of one and one-half times the additional hours worked, subject to 
a maximum compensatory leave bank of forty (40) hours. If the employee is to be offered the 
opportunity to choose between overtime payment or accruing compensatory time off, the 
employee and the supervisor must reach that understanding prior to the performance of the 
additional work.  Compensatory time off will be scheduled between the employee and his/her 
supervisor, taking into account workload, scheduling concerns and the employee’s 
preferences.  Compensatory leave banks for hourly employees shall be payable in cash at 
the time of an employee’s termination of employment through resignation, retirement, dismissal 
or death, subject to the maximum accrual limit of forty (40) hours. 
 

 
 
REF:  Exempt Employees (Administrative Regulation No. 27) 
 Overtime Compensation (Administrative Regulation No. 28) 
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ARTICLE XIV – DISCIPLINE/RULES OF CONDUCT 
 
 
Section XIV-1 - At will employees by definition serve at the pleasure of the City Manager and may be 
dismissed at any time for any reason without recourse to any procedure. 
 
Section XIV-2 - Temporary, part-time or probationary employees may be disciplined or terminated 
without recourse to the disciplinary procedure provided in the City of Jackson Rules of Conduct. 
 
Section XIV-3 - All notices of discipline will be forwarded to the Human Resources Department by 
the Department Head for placement in the employee's personnel file. 
 
 
Section XIV-4 - All City of Jackson employees are expected to perform their assignments with a level of 
care and commitment that indicates they are putting forth a reasonable effort to effectively and safely 
perform their public service responsibilities.  Full-time employees who choose to work more than one 
job are expected to follow Civil Service guidelines regarding the additional employment, which includes 
notifying their supervisor about the additional job, and ensuring that their job with the City is treated as 
their primary employment.   If an employee suspects a potential conflict of interest between his/her job 
with the City and his/her second job or outside interest, the employee is responsible to raise the 
question with his/her department head. 
 
Section XIV-5 - All City of Jackson employees are expected to treat all persons with whom they have 
contact in the course of their assignments with dignity and respect.  Employees are expected to comply 
with all legal standards related to illegal discrimination and harassment while in the course of their 
employment. 
 
Section XIV-6 - Grounds and procedures for discipline and/or termination of employees are as outlined 
in the following City of Jackson Rules of Conduct: 
 

RULES OF CONDUCT 
 
Applicable to all Michigan Association of Public Employees and non-union employees except at 
will employees. 
 
Section 1. For violations of any of the following rules an employee shall be subject to severe 
discipline up to and including discharge: 
 

A. Refusal to comply with supervisor's instructions or other insubordinate conduct. 
 

B. Gross neglect of duty. 
 

C. Immoral or indecent conduct. 
 

D. Intentional falsification of employer's records. 
 

E. Knowingly making the time card of another, having one's time card marked by 
another or unauthorized altering of a time card. 

 
F. Theft or intentional destruction of employer's or another employee's property or 
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removal of City property from employer's premises without authorization of the 
employer. 

 
G. Unauthorized use of the employer's property (including computers and other various 

forms of media). 
 

H. Sleeping on the job. 
 

I. Drinking or possessing any alcoholic beverage on employer's time, premises or 
equipment or reporting to work while under the influence of alcoholic beverages.  
Possession or use of a controlled substance on employer's time, premises or equipment 
or reporting for work or working under the influence of a controlled substance. 

 
J. Conviction of a felony while an employee of the City of Jackson. 

 
K. Deliberate or careless conduct endangering the safety of himself or others. 

 
L. Damage  or  destruction  of  the  employer's  or  public's  property  in  excess of $500. 

 
M. Abusive, threatening or coercive treatment of members of the public, fellow 

employees or supervisor. 
 

N. Conviction of any moving traffic violation for which an employee receives 6 or more 
points during a 12-month period while driving the employer's vehicles. 

 
O. Absence from work for three consecutive, regularly scheduled working days without 

an excuse acceptable to the employer. 
 

P. Suspension or loss of driver's license (employees who are required to drive in the 
service of the employer). 

 
Q. Sabotage. 

 
R. Permitting any person who is not an employee to enter or ride in a City vehicle 

without authorization of the employer. 
 

S. Failure to be available for emergency call to duty or failure to respond to said call. 
 

T. Serious violation of a safety rule or safety practice. 
 

U. Possessing, carrying or otherwise using a firearm or other lethal weapon while on 
duty, except as may be required of a sworn police officer or granted permission by the 
City Manager. 
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V. Intentionally  discriminating  against  another  employee  or  member  of  the public  
while  in  the  performance  of  one's  duties,  based  upon  a  legally protected 
classification.   (Examples: race, gender, color, ethnic heritage, disability, religion, age, 
height, weight.) 

 
W. Accepting or asking for special benefits or payments from a member of the public, 

business, etc., to either perform required duties or to influence the manner in which 
duties are performed. 

 
X. Any other offense of equal magnitude to the above. 

 
Section 2.      For the commission of the following offenses an employee shall receive a counseling 
memo for the first offense.  For a second violation of the same rule, a written reprimand is appropriate.  
If an employee receives: (1) two written reprimands (for the same or different offenses) within a 
period of twelve (12) consecutive months; or (2) discipline under Section 1 of these rules and one 
written reprimand under this section (within a period of twelve [12] consecutive months); or (3) two 
written reprimands or disciplinary suspensions (for the same or different offenses) within a period of 
eighteen [18] consecutive months, such employee shall thereupon be subject to discharge upon 
commission of the third offense. 
 

A. Late to work without an excuse acceptable to supervisor. 
 

B. Carelessness which necessitates the scrapping or repairing of employer's equipment or 
property or unintentional damage or destruction of the employer's or public's property of 
less than $500. 

 
C. Inattentiveness to work, failing to start work at the designated time, quitting work 

before proper time or leaving the job during the working hours without permission of the 
supervisor.   Inattentiveness to work includes lack of productivity, use of work time to 
perform personal business, unreasonable use  of  phones  (work  or  personal)  during  
work  hours  for  personal  calls, playing computer games outside break or lunch periods, 
etc. 

 
D. Smoking in unauthorized areas. 

 
E. Minor violations of safety rules or safety practices. 

 
F. Failure to report to work without giving the employer advance notice unless it was 

impossible to give such advance notice. 
 

G. Creating or contributing to poor housekeeping in the building or equipment of the 
employer. 

 
H. Vending, soliciting or collecting contributions on the employer's time or premises without 

written authorization from the employer. 
 

I. Posting, removing or defacing any matter on the employer's bulletin board or property 
without authorization from the employer. 

Page 297 of 339



 

 20 

 
J. Failure to perform work as instructed in an efficient and timely manner.  Poor 

workmanship. 
 

K. Accepting gratuities inconsistent with the City's ethics ordinance, but not arising to 
the level of the violation referred to in Section 1. W., above. 

 
L. Any offense of equal magnitude to the above. 

 
 
 
REF: (1) Article XI, Section XI-4, F. Rate of Pay Upon Demotion. 

  

(2) 
 

Any absence without leave shall be handled in accordance with Article XV-8, Absence 
Without Leave. 

  

(3) 
 

Administrative Regulation No. 29, Drug Policy. 
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ARTICLE XV - VACATION AND OTHER LEAVE TIME 
 
 
Section XV-1. Vacation Leave. 
 
A. Crediting Employees with Vacation. 
 

Employees in the City service not covered by a labor or at will/fringe employment 
agreement, except temporary, part-time and seasonal employees shall be allowed 
vacation leave with pay as follows: 

 
Years of Service Vacation Accrued Each Year 

 Hire date to year two (2) Eighty (80) hours per year (prorated 
1st year) 

Years two (2) through four (4) Ninety-six (96) hours per year 

Years five (5) to year seven (7) One hundred twenty (120) hours per 
year 

Years seven (7) to year ten (10) One hundred forty-four (144) hours 
per year 

Years ten (10) to year thirty (30)  One hundred sixty (160) hours per 
year 

Years 30 and beyond One hundred sixty (160) hours per 
year 

 
Vacation credit shall accrue annually in January of each year ( prorated 1st year until the 
following January).    

 
C .  Vacation Carryover.  

  
Appointed City officials (City Assessor, City Clerk, City Attorney, and City Manager) shall 
be allowed to maintain up to twelve (12) calendar weeks in their vacation bank and may 
annually carryover four (4) weeks until that amount is reached.  Any carryover in excess 
of twelve (12) weeks by the City Assessor, City Clerk and City Attorney must be 
approved by the City Manager.  

 
An employee may automatically carryover 80 hours of unused vacation time to the next 
calendar year. 

 
In the event that an employee has been unable to use his/her accrued vacation during the 
calendar year and has more than the allowable yearly carryover, the employee may 
submit a written request to the City Manager to be compensated for the unused vacation 
bank hours, subject to the following conditions:  (1) the request for compensation in lieu 
of vacation will indicate the employee was not able to schedule the vacation consistent 
with work demands or scheduling problems; (2) the department head will approve the 
payment.   

 
C. Vacation Use and Scheduling.  Vacation leave may normally be granted in periods of 

not less than one (1) week and not more than the maximum accumulation allowed.  
Vacation use of less than a full week will be considered by department heads on a case by 
case basis, and will not be unreasonably denied. Vacation leave will not be granted 
in excess of vacation credit earned by service prior to the starting date of leave. 

Page 299 of 339



 

 22 

 
Department heads shall schedule vacation leave with particular regard to seniority of 
employees and in accordance with operating requirements and, insofar as possible, with 
the written request of the employees. Department heads shall prepare such reports of 
leave taken as may be required by the City Manager. 

 
Any legal or declared holiday falling within a vacation period shall not be counted as a day 
of vacation leave.  Absence on account of sickness, injury or disability in excess of that 
hereinafter authorized for such purposes may, at the request of the employee and within 
the discretion of the department head, be charged against vacation leave allowance. 

 
 Vacation Pay Out Upon Termination of Employment. 
 

1. If an emp loyee  with less than five (5) years of service, who is otherwise 
eligible for vacation with pay, quits or is discharged and is not reinstated prior to 
the end of the calendar year in which the employee quits or is discharged such  
employee will receive, along with his/her final paycheck, the pro-rated vacation 
pay for which the employee qualified as of such anniversary date.    
 

2. Employees with five (5) or more years of service are eligible to use vacation 
and/or receive a lump sum payout for vacation in the employee’s final year of 
service (whether terminating or retiring), subject to the employee being physically 
present and working at least five hundred (500) hours during said year.  If said 
employee takes vacation during the final year and leaves employment of the City 
without working the required five hundred (500) hours, any vacation paid to the 
employee shall be deducted from the employee’s final wages or other payoffs.  

 
Section XV-2. Sick Leave.  Effective with the initial date of employment, every officer and 
employee, not covered by a labor agreement, in the City Service, except temporary, part-time 
and seasonal employees who do not qualify for sick leave per the Paid Medical Leave Act, 2018 
Public Act MPMLA, shall be granted one (1) work day sick leave allowance for each completed 
calendar month of service, during which the employee has actually worked or been on approved 
leave with pay.  However, those on sick leave exceeding one hundred twenty (120) hours per month, 
shall not accumulate sick leave during the applicable months.  It is the policy of the City of Jackson to 
comply with the Paid Medical Leave Act, 2018 Public Act 338 (MPMLA). Part-time employee’s shall 
be paid sick leave in accordance with this act (MPMLA). 

Such sick leave allowance may only be used by an employee when incapacitated to perform 
his/her duties due to sickness or injury, when quarantined, or in the event of serious illness or 
death in the employee's immediate family. All foreseeable leave for such purposes shall require 
specific prior approval of the Department Head.  In the event of sick leave for any purpose, the 
Department Head may require a certificate of a medical doctor  or  other  competent  professional  
individual  giving  information  as  to  the  circumstances involved.   

The immediate family for these purposes shall be regarded to include the parents, spouse, 
children, brothers, sisters, grandparents, grandchildren and immediate in-laws, domestic partners, 
and foster or step relatives thereof.  
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A non-union employee shall receive the amount of pay he/she would have received on a regular 
eight (8) hour straight time basis for time necessarily lost during his/her normal scheduled work 
week, not to exceed three (3) days, to make arrangements for and to attend the funeral of a 
member of his/her immediate family.  Additional days may be allowed upon approval of the 
Director of Human Resources and said additional days shall be deducted from sick leave.  

The City’s sick leave policy is compliant with the State of Michigan Earned Sick Time Act, MCL 
408.964, Sec. 4, as amended, which provides that sick time allowance may be used for the 
following reasons: 

• The employee’s mental or physical illness, injury, or health condition; medical diagnosis, 
care, treatment of the employee’s mental or physical illness, injury, or health condition; or  
preventative medical care for the employee.  

• The employee’s family member’s mental or physical illness, injury, or health condition; 
medical diagnosis, care, or treatment of the employee’s family member’s mental or 
physical illness, injury, or health condition; or preventative medical care for a family 
member of the employee. 

• If the employee or the employee’s family member is a victim of domestic violence or sexual 
assault, the medical care or psychological or other counseling for physical or psychological 
injury or disability; to obtain services from a victim service organization; to relocate due to 
domestic violence or sexual assault; to obtain legal services; or to participate in any civil or 
criminal proceedings related to or resulting from the domestic violence or sexual assault. 

• For closure of the employee’s primary workplace by order of a public official due to a 
public health emergency; for an employee’s need to care for a child whose school or place 
of care has been closed by order of a public official due to a public health emergency; or if 
it has been determined by the health authorities having jurisdiction or by a health care 
provider that the employee’s or employee’s family member’s presence in the community 
would jeopardize the health of others because of the employee’s or family member’s 
exposure to a communicable disease, whether or not the employee or family member has 
actually contracted the communicable disease.  
 

Upon retirement or voluntary resignation and after no less than three (3) years of continuous 
service, non-union employees may be paid for unused sick leave as follows: 
 

Date of Hire Maximum Number of 
Days (up to) 

On or Before June 30, 1990 
 
AND 
 
Regardless of hire date, all those with an at will employment 
agreement and titled as a Department Head of above 

90 days 

July 1, 1990 through June 30, 1995 70 days 
July 1, 1995 through June 30, 2000 50 days 
July 1, 2000 through June 30, 2005 30 days 
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July 1, 2005 through June 30, 2010 20 days 
July 1, 2010 through June 30, 2015 10 days 
On or After July 1, 2015 5 days 

 
Unless otherwise provided by contract (employment or union), this provision shall only apply to 
persons who retire, are eligible for immediate pension benefits, voluntary retire or resign as noted 
above.   
 
Employees not covered by a labor agreement shall be paid, in cases of duty-related death, 
an amount equal to fifty percent (50%) of salary for unused sick leave with a maximum of up to 
one hundred eighty (180) days' accumulation.  Such benefits shall be payable to the employee's 
designated beneficiary or, where such beneficiary has not been designated, to the personal 
representative of the employee's estate. 
 
Effective July 31, 2000, employees not covered by a labor agreement, who are eligible to 
accrue sick leave and who have a sick leave balance, may use up to sixteen (16) hours of 
accrued sick leave per fiscal year to attend to personal business and/or civic functions.  (Such 
time shall not be used for vacation, recreation or similar purposes.)  Requests to schedule sick 
leave for personal business will generally be made in advance and are subject to department 
head approval.  There shall be no carryover of unused personal business use of sick leave from 
one fiscal year to another fiscal year. 
 
Additionally, effective August 1, 2015, all future sick leave banks shall be capped at 1,440 hours 
(180 days) for those with less than the capped amount in their bank.  Anyone who subsequently 
reaches the cap shall be exempt from receiving additional sick time until their bank falls below this 
threshold. 
 
Section XV-3. Family Leave 
Policy. 
 
A. Purpose.   To define the policy and procedure of the City with regard to family leave 

required by the Family and Medical Leave Act of 1993. 
 
B. Definitions. 
 
"Serious  health  condition"  means  an  illness,  injury,  impairment,  or  physical  or  mental 
condition that involves continuing inpatient or outpatient care at a hospital, hospice, or residential 
care medical facility under the supervision of a licensed physician. 
 
"Son or daughter" means a biological, adopted, or foster child or stepchild, or legal ward. 
 
"Spouse" means a husband or wife; it does not mean an unmarried domestic partner. 
 
C. Policy.   Employees who have worked for the City for at least twelve (12) months and at 

least 1,250 hours during the prior twelve (12) months may take up to twelve (12) weeks of 
unpaid leave for the following reasons: 

 
1. Birth of a child of the employee; 

 
2. Placement of a son or daughter into the employee's family by adoption, foster 
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care, or other legal arrangement; 
 

3. To care for the employee's spouse, son or daughter, or biological parent who has 
a serious health condition; and 

 
4. The presence of a serious health condition which renders the employee unable 

to perform the functions of the employee's position. 
 

In the case of unpaid leave for the birth or placement of a child, intermittent leave 
or working a reduced number of hours is not permitted unless the employee 
and the City agree in advance to such an arrangement.  If both spouses are 
employed by the City, the combined leave for the family unit shall not exceed 
twelve (12) weeks. 

 
In the case of unpaid leave for serious health conditions, the leave may be taken 
intermittently or on a reduced hour basis only if such leave is medically necessary. 
If intermittent or reduced hour type of leave is required, the City may in its sole 
discretion temporarily transfer the employee to another job with equivalent pay 
and benefits that better accommodates that type of leave. 

 
Employees on an approved FMLA for themselves or other eligible person shall not 
abuse or misuse the FMLA leave or commit FMLA fraud. Any employee found to 
committing FMLA fraud, abuse or misuse, may be subject to disciplinary action up 
to and including immediate termination of their employment. For example, an 
employee on an approved FMLA to care for the serious health condition of their 
spouse, child or parent and who is discovered to be spending substantial time 
away from providing    such care, may be considered to be misusing or abusing 
FMLA leave and/or committing FMLA fraud and may be subject to disciplinary 
action up to and including immediate termination of their employment. 

 
During a family leave, the City will continue to pay its portion of the health 
insurance premiums covering the employee and his/her family. The employee 
must continue to pay his/her share of this premium, if applicable. Failure of the 
employee to pay his/her share of the health insurance premium may result in loss 
of coverage. If the employee does not return to work after the expiration of the 
leave, the employee will be required to reimburse the City for payment of health 
insurance premiums during the family leave, unless the employee does not return 
because of the presence of a serious health condition which prevents the 
employee from performing his/her job or the failure to return is due to 
circumstances beyond the control of the employee. While on family leave under 
this policy, the employee shall not accrue vacation pay, sick pay, pension, service 
credit, or seniority. Employment benefits accrued by the employee up to the day 
on which the family leave begins will not be lost. 

 
 Use of leave banks: 
 
 (1) Health Related Leaves:  Unless the employee is eligible for benefits 

pursuant to the Worker’s Compensation Statute, in all cases involving the 
employee’s absence from work due to the employee’s own, or a family 
member’s, serious health condition, as defined by the Act and its 
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regulations, the employee shall be required to use his/her unused sick 
leave credits.  If the employee uses all his/her accrued sick leave while 
absent or does not have any unused sick leave credits, the employee 
must then use his/her accrued unused vacation time off until all but forty 
(40) hours are expended (or until the vacation bank is exhausted, at the 
employee's option) or the employee returns to work. Use of such paid 
leave time shall be concurrent with the twelve week FMLA benefit period.  

 
 
 (2) Parental Leaves:  In all cases involving the employee’s absence from 

work to care for an infant or newly adopted child (i.e., not medically 
necessary), the employee will first use up to five (5) days of unused sick 
leave credits.  If the absence continues beyond five (5) days, the 
employee shall use his/her accumulated vacation days until all but forty 
(40) hours are expended (or until the vacation bank is exhausted, at the 
employee's option) or the employee returns to work. Use of such paid 
leave time shall be concurrent with the twelve week FMLA benefit period.  

 
(3)     Medical verification: For all qualifying absences involving the serious 

health  condition of the eligible employee or his/her family member, the 
terms of the Family and Medical Leave Act will be assumed to be 
effective for absences of more than three (3) consecutive days. 
Additionally, upon return from the FMLA leave granted for the 
employee’s own serious health condition, the employee will provide a 
medical statement indicating the employee is fit to perform the essential 
functions of his job.    

 
 
NOTE:   The Family Leave Policy does not override any less restrictive labor agreement 
provisions regarding the use of vacation/sick time. 
 
 

Employees who return to work from family leave within or on the business day 
following the expiration of the twelve (12) weeks are entitled to return to their job 
or an equivalent position without loss of benefits or pay. 

 
 Applications for family leave must be submitted in writing. Applications shall be 
 submitted at least thirty (30) days before the leave is to commence, or as soon as 
 possible if thirty (30) day notice is not possible. Appropriate forms supported by 
 adequate medical or other necessary documentation must be submitted to the 
 Personnel Department to initiate a family leave or to return the employee to active 
 status. 
 
Section XV-4. Disability Leave.  Any appointed official, officer or employee of the City who suffers 
an injury or illness as a result of a service-connected accident or condition may be granted, upon 
proper authorization by the City Manager, leave with full pay for a period not to exceed three (3) 
calendar months for each incident; provided, however, that such period of time may be 
extended up to an additional nine (9) calendar months at the discretion of the City Manager.  The 
City Manager's discretion will be predicated upon satisfactory medical evidence secured by the 
City. 
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Provided, further, that a deduction in the pay granted under this section may be made to the 
extent of any sums the appointed official, officer or employee may receive from any workers' 
compensation fund to which the State, County or City contribute.  In the event of service-
connected illness or injury resulting in extended absence, the employee may elect to supplement 
any Workers' Compensation benefits to which he is entitled by use of ordinary sick leave credit 
and vacation leave credit to the maximum extent of such credit. 
 
Section XV-5. Military Leave.  Any employee who presents official orders requiring his/her 
attendance for a period of training, examinations, or other active duty as a member of the 
United States Armed Forces, including the Michigan National Guard, shall be entitled to military 
leave without any form of discrimination, and upon return shall be eligible for reinstatement as per 
the Uniformed Services Employment and Reemployment Rights Act (USERRA) and state law. 
 
Section XV-6. Special 
Leave. 
 
A. In addition to leaves authorized above, a Department Head may authorize an employee, 

not covered by a labor agreement, to be absent without pay for personal reasons for a 
period or periods not to exceed thirty (30) working days in any calendar year.  The City 
Manager may authorize special leaves of absence with or without pay for any period or 
periods not to exceed three (3) calendar months in any one (1) calendar year for purposes 
that are deemed beneficial to the City Service. 

 
The City Council, upon the recommendation of the City Manager, may grant leaves of 
absence with or without pay in excess of the limitations above for the purpose of attending 
extended courses of training at a recognized university or college and for other purposes 
that are deemed beneficial to the City Service. 

 
B. Jury Duty. An employee, upon completing his probationary period, who is summoned 

and reports for jury duty as prescribed by applicable law, for each day on which he reports 
for or performs jury duty and on which he otherwise would have been scheduled to work 
for the Employer, shall be paid the difference between what he receives from the Court as 
daily jury duty fees and what he would have earned from the Employer on that day on 
the basis of eight (8) hours of work at this regular hourly rate of pay, provided that if such 
employee is excused from jury duty during regular working hours he promptly returns to 
work.  The Employer's obligation to pay an employee for jury duty as above provided is 
limited to a maximum of ninety (90) days in any calendar year. 

 
In order to receive the payment above referred to, an employee must give the Employer 
prior notice that he has been summoned for jury duty and must furnish satisfactory 
evidence that he reported for or performed jury duty on the days and to the extent for 
which he claims such payments, and produce satisfactory evidence as to the amount he 
was paid by the Court for such jury duty.  The provisions of this section are not applicable 
to an employee who, without  being summoned, volunteers for jury duty. 

 
C. Court Witness. 
 

1. When a non-union non-exempt employee, as a result of performing his/her duties 
as a City of Jackson employee, is subpoenaed to make a court appearance or 
appearance before an administrative agency during off-duty hours, the employee 
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shall be paid for the actual time necessarily spent at the court or before the 
administrative agency at time and one-half (½) his/her hourly rate of pay.   As a 
condition of receiving such payment, the employee shall assign the court or 
administrative agency appearance fee to the City of Jackson. 

 
2. When a non-union exempt employee, as a result of performing his/her duties 

as a City of Jackson employee, is subpoenaed to make a court appearance or 
appearance before an administrative agency, the employee shall be paid actual 
straight time. The exempt employee may retain the court or administrative agency 
appearance fee. 

 
3. When a union employee, as a result of performing his/her duties as a City of 

Jackson employee, is subpoenaed to make a court appearance or appearance 
before an administrative agency during off-duty hours, the employee shall be paid 
according to the appropriate union labor agreement. 

 
Section XV-7. Absence without Leave.  An officer or employee, who is absent from duty, shall 
report the reason therefore to his/her supervisor prior to the date of absence when possible and in 
no case later than noon of the first day of absence.  All unauthorized and unreported absences 
shall be considered absence without leave and deduction of pay shall be made for the period 
of absence. 
 
Such absence may be made the grounds for disciplinary action up to and including discharge.  If 
an employee is absent without leave for three (3) or more regularly scheduled working days, said 
employee shall be terminated from employment unless said employee presents a justifiable 
reason acceptable to the City Manager.  Any exceptions may be made in the discretion of the 
City Manager if extenuating circumstances or an emergency made said notification impossible. 
 
REF: (1) Article VIII, Length and Continuity of Service. 
 (2) Sick Leave Policy, Administrative and Supervisory Personnel (Admin. Rule No. 
30) 
 
 

ARTICLE XVI - HOLIDAYS 
 
 
Section XVI-1. 
 
A. All regular, full-time employees not covered by a labor agreement shall receive their 
regular  compensation for the following legal holidays or parts thereof: 
 
   Day     Month     Holiday 
 
 1st January New Year's Day 
 3rd Monday January Martin Luther King Day 
 3rd Monday February President's 

Day Friday (immediately preceding Easter)  Good 
Friday Last Monday May Memorial 
Day 
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 19th                                                             June                 Juneteenth 
 4th July Independence Day 
 1st Monday September Labor Day 
 11th November Veteran's Day 
 4th Thursday November Thanksgiving Day 
 Friday (immediately after Thanksgiving) November 
 24th December Christmas Eve Day 
 25th December Christmas Day 
 
 If a holiday falls on an employee's regularly scheduled day off, the employee shall 
celebrate  such holiday on his/her closest regularly scheduled working day.   If a salaried 
employee  other than a Department Head or Assistant Department Head is required to work 
on such  holiday, such work shall be treated as overtime work, to be compensated for at 
two (2) times  regular rate of pay in addition to holiday pay. 
 
 In addition to the above, any day may be designated as a holiday by proclamation of the 
 Mayor, upon the approval of the City Council. 
 
B. An employee shall forfeit his/her right to payment for any such holiday if he/she has an 

unexcused absence on his/her last regularly scheduled work day preceding such holiday 
or on his/her first regularly scheduled work day following such holiday. 

 
C. Part-Time Employees and Paid Holidays – Part-time employees are defined as those 

working in regularly budgeted positions which work year-round and work  on average of 
29 hours per week are not eligible for paid City holidays. Department heads may 
adjust the part-time employee’s work hours/days during holiday weeks, at their discretion 
based upon operational needs, but such adjustment is not mandatory and such 
adjustment may not exceed the budgeted hours for the position. Seasonal and 
temporary workers are not eligible for paid City holidays. 

 
 

ARTICLE XVII - INSURANCE 
 
 
Section XVII-1.   Health Insurance Benefits.   The City may in its sole discretion choose to 
offer a single health insurance plan or a variety of health insurance plans to eligible full-time 
employees. The plan year runs from July 1 to June 30.   The City reserves and retains the 
unilateral right to amend, modify, change, add to or terminate any benefit level, employer 
contribution, employee contribution or co-pay, premium, benefit plan, or cash-in-lieu of health 
benefits for any non-union employee or non-union retiree.    The City retains the right to change 
active employee/retiree insurance providers and active employee/retiree health insurance plan 
design for all non-union active employees and non-union retirees, regardless of dates of 
retirement or employment. Substantive changes in the City’s health insurance plans (i.e., 
dependent coverage, elimination/addition of a benefit, etc.) shall be submitted by City 
administration to City Council for review and adoption.   This applies to all non-union active 
employees and non-union employees retiring from any City sponsored pension systems. 
 
Section XVII-2.   Health Insurance Credits.   Effective July 1, 2016, non-union full-time officers or 
employees in the City Service, not covered by a labor agreement, except temporary, seasonal and 
part-time employees, shall be provided an amount not to exceed seven hundred ($750) dollars in 
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any given fiscal year, for the employee, his/her spouse and dependent children for den ta l  and/or 
vision insurance expenses.  In addition, the above-mentioned employees will receive the following 
insurance credits not to exceed their eligible coverage levels:  Single - $1,500; Two Person - 
$1,850 and Family - $2,200 in any given fiscal year, for the employee, his/her spouse and 
dependent children under age 26 for health insurance expenses.  In the event the employee 
selects to opt-out of any combination of health, dental and/or vision coverage, the employee will 
receive the opt-out balance, prorated and paid on a bi-weekly basis. There shall be no carryover 
of unused benefits from any fiscal year to another.  The City reserves and retains the unilateral 
right to amend, modify, change, add to or terminate any benefit level, employer contribution, 
employee contribution or co-pay, premium, benefit plan, or cash-in-lieu of health benefits for any 
non-union employee or non-union retiree (if eligible). 
 
 
Section XVII-3.  Life Insurance.  Administrative and Supervisory Employees in the City Service, 
not covered by a labor agreement, except temporary, part-time and seasonal employees and the 
Director of Police and Fire Services, Deputy Police Chief, and Deputy Fire Chief (Ref: Article XVI, 
Section XVI-6), shall be provided a term life insurance equal to one times their annual earnings, 
but in no case shall it be less than $30,000.00 or more than $125,000, and rounded to the next 
highest multiple of $1,000 and at no cost to the employee.  There is an additional provision for 
payment of double face value for accidental death benefits and benefits for dismemberment.  
Furthermore, all employees with at will employment agreement which guarantee a higher dollar 
value paid for by the City shall be allowed to maintain such coverage at their own cost. 
 
Section XVII-4.   Medical, Surgical, Hospitalization and Prescription Drug Insurance.   Medical, 
surgical and hospitalization and prescription drug insurance shall be provided to all non-union 
employees, including the Director of Police and Fire Services, Deputy Police Chief and Deputy Fire 
Chief in accordance with this Personnel Policy and shall not be tied to any collective bargaining 
agreement. 
 
A. Current Officers and Employees.  It is the current intent of the City to provide for current 

full-time regular employees or full-time officers in the City service, who are not covered by 
a labor agreement, a medical, surgical, prescription drug and hospitalization insurance 
plan of the City’s choosing. Such health insurance plans may be modified, changed or 
discontinued altogether at the City’s discretion. The City reserves and retains the 
unilateral right to amend, modify, change, add to or terminate any benefit level, employer 
contribution, employee contribution or co-pay, premium, benefit plan, or cash-in-lieu of 
health benefits for any non-union  employee  or  non-union  retiree  (if  eligible).    Such 
benefits are not provided to temporary, part-time and seasonal employees. Non-union 
employees eligible for such health insurance plans are required to pay no less than twenty 
(20%) percent of premium share for such coverage.  However, the following exceptions 
apply: 

 
1.  Wellness Incentive Program.  All employees shall be enrolled in an outcome-based 

wellness program designed to improve the overall health of our employees while 
also reducing health insurance costs. Employees seeking eligibility for the gym 
membership will only be reimbursed up to $60/month after demonstrating via a 
facility usage report no less than fifty-two (52) visits every six (6) months during the 
fiscal year or prorated for the duration of their 6 month period.  

 
 2. In the event of non-duty disability leave of absence of an employee with 

resulting incapacity to work, the Employer will continue to pay its portion of 
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premiums (with the employee paying at least twenty (20%) percent) of said 
insurance and on the  insurance provided for in Article XVII, Section XVII-3, 
above, hereof only for the period of time equal to such employee's accrued sick 
leave or for a period of six (6) months during disability, whichever is the greater. 

 
Spouse Healthcare Eligibility – For all benefit eligible employees, if a member’s spouse who is a 
full-time employee with another employer and who is eligible for medical coverage under his/her 
own employer’s plan but elects not to enroll in that plan even if they have to pay for coverage, is 
NOT eligible for coverage under the City of Jackson’s  plan, except as provided as follows. A 
member’s spouse may be put on the City of Jackson’s plan as secondary once a copy of the 
primary insurance cards are received by the City of Jackson. If the premium share of the spouse’s 
costs for their own employer’s  health insurance plan is more than $1800 annually for single 
coverage or more than $2400 annually for two person or family coverage, effective July 1, 2022, 
the spouse is not required to enroll in their employer’s plan and shall be covered under the City of 
Jackson’s plan. The spouse may be covered by the City of Jackson’s plan upon becoming 
ineligible to be covered by the other source. 
 
 
B. Duty Disability Retirees. Duty disability retirees are defined as those who are totally                

physically disabled to work, or who subsequently become totally physically disabled to 
work as a result of an illness or injury sustained in the course of their duties while 
employed by the City of Jackson and are eligible for immediate pension benefits 
pursuant to a City of Jackson Retirement Plan. The City reserves and retains the 
unilateral right to amend, modify, change, add to or terminate any benefit level, employer 
contribution, employee contribution or co-pay, premium, benefit plan, or cash-in- lieu of 
health benefits for any non-union employee or non-union retiree (if eligible).  Non- 
Union Employees hired on or after December 11, 2012 shall participate in the Retiree 
Health Savings Account and shall not be eligible for traditional retiree health insurance 
plans.  Non- Union employees hired before December 11, 2012 in a City sponsored the 
pension plan who retire on or after February 1, 2013 as a duty-disability retiree, may be 
eligible for retiree health insurance. Such insurance may also cover the spouse to whom 
the retiree is married to at the time of retirement if such spouse meets the City’s 
spouse health insurance eligibility requirements and the insurance will cover the 
dependent children under twenty (26) years of age. The duty-disability retiree who retires 
on or after February 1, 2013, must pay a portion of the retiree health insurance premium 
as follows:  Duty-disability retirees must have at least fifteen (15) years of service to be 
eligible for retiree health insurance and the retiree must pay the percentage of the 
premium share for retiree health insurance as is codified in Tables A in the Non-Duty 
Disability and Service Retiree sub-section in this Article.  An employee who retires on a 
duty disability pension on or after July 1, 1979 and subsequently ceases to be covered by 
the City's insurance because of his/her employment or his/her spouse's employment and 
resulting insurance may upon termination of such coverage elsewhere, reenter the 
insurance coverage as specified in this section.  If a retiree who is receiving retiree health 
insurance should expire, the retiree’s surviving eligible spouse and/or dependent children 
may continue coverage while they remain eligible and while they continue to receive 
pension benefits.  The cost of such continuation will be the responsibility of the 
survivor(s) and will be paid from the pension benefit on a payroll deduction basis and only 
applicable until the surviving spouse and/or/dependent children have other health care 
benefits for which they are eligible. The applicable retiree and City premium share 
contributions shall continue in such cases where said survivors are eligible per policy. 
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C. Non-Duty Disability and Service Retirees. 
 
 1. General:    Non-Union  Employees hired  on  or  after December 11, 2012 shall 

participate in Healthcare Savings Plan (HCSP)  and shall not be eligible for traditional 
retiree health insurance plans.   The City will provide access to retiree health 
insurance for non-union employees hired before December 11, 2012, defined in Article 
XVII, Section XVII-4.A., above, and who are members of a City sponsored pension plan, 
when they become non-duty disability and retirees according to the following table  
[including  their  spouses  at  the  time  of  retirement (assuming their spouse meets the 
City’s eligibility requirements and  their  dependent children under twenty-six (26) years 
of age], and as otherwise provided in this section. The City reserves and retains the 
unilateral right to amend, modify, change, add to or terminate any benefit level, employer 
contribution, employee contribution or co-pay, premium, benefit plan, or cash-in-lieu of 
health benefits for any non-union employee or non-union retiree (if eligible). The non-
duty, duty-disability retiree or service retiree eligibility and retiree health insurance 
premium share contributions are as follows: 

 
  

A.  Non-Union Employees in a City sponsored pension plan hired before  
 December 11, 2012  

 
 TABLE A 

 
Non-Union Full Time City Retiree Eligibility  
for Retiree Health Insurance 

 
Retiree Premium Share 

  
35 years of service and any age 
 
 

 20% 

 
27 years of service and 58 years of age 

 25% 

 
10 years of service and 65 years of age 

 30% 

Duty disability retiree, must have at least 15 yrs. of full time City 
service to be eligible for retiree health insurance  

 30% 

Non-duty disability retiree, must have at least 20 yrs. of full 
time City service and 60 years of age to be eligible for 
retiree health insurance. 
 
  

 50% 

  
 Footnote:  
 

 Any employee with no less than 30 years of full time City service (non-
reciprocal) as of April 1, 2016 who as of that date does not receive City health 
insurance may retire any point thereafter with the ability to receive City 
sponsored retiree health care upon loosing coverage from a spouse.  If said 
employee enters the City’s health insurance plan between age 55 and 58 the 
premium share contribution would be 35%, if between age 59 and 61 the 
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premium share would be 30% and after the age of 62 it would be 20%. 
 

  
 Full time Local Government Service shall mean full time work performed or 

pension service held for a city, village, township, county, or a subdivision 
thereof. (Jackson Housing Commission Employees are not eligible for City 
Healthcare Benefits) 

 
 
 
B. Non-Union Employees in a City sponsored pension plan hired before   
 December 11, 2012 shall be subject to the following terms of eligibility  
 for retiree health insurance in accordance with Table D below: 

 
TABLE B 

 
 

Non-Union Full Time City Retiree Eligibility  
for Retiree Health Insurance 

 

Retiree Premium Share 

Prescription drug coverage limited to only three (3) years 
from retirement or until Medicare eligible, (whichever is less).  

Retiree must pay the same premium 
share percentage for prescription 
drug coverage as they pay for 
retiree health insurance coverage.  
 
When such retired employee 
reaches an age or otherwise 
becomes eligible for Medicare 
coverage, the City shall pay a 
maximum of $325 per month for the 
retiree or  $450 for the retiree and 
spouse to purchase Medicare 
supplemental and prescription drug 
coverage. The retiree (and spouse 
at such time as they reach age 65) 
shall be removed from the City’s 
insurance plan upon reaching age 
65. 
 
. 
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New Non-Union Employees Hired On or After  
December 11, 2012 - Eligible for Healthcare Savings Plan 
(HCSP) Only. No retiree health insurance shall be offered. 
City contributes $1,750/yr., with $100 inflationary adjustment 
every five (5) years. Employee contributes $750/yr., with $50 
inflationary adjustment every five (5) years. 
 
Non Union Supervisory Contractual Employees hired on or 
after December 11, 2012 – Eligible for Healthcare Savings 
Plan Only.  No retiree health insurance shall be offered. City 
contributes $3,000/yr., with $100 inflationary adjustment 
every five (5) years. Employee contributes $350/yr., with $50 
inflationary adjustment every five (5) years. 
 
 

NA 

Medicare Eligibility – City to pay maximum of $325 per month 
for retiree or $450 for retiree and spouse to purchase 
Medicare supplemental and prescription drug coverage. 
Upon reaching Medicare age shall be removed from City’s 
insurance plan at that time. 

Retiree responsible for securing 
their own Medicare 
supplemental and prescription 
drug coverage with the City 
providing partial stipend as 
noted. 
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Non-Union ACT 345 managers (including the classifications of Director of Police and Fire Services, 
Assistant Director of Police and Fire Services – Fire Division, and Assistant Director of Police and Fire 
Services – Police Division) shall remain in the ACT 345 pension system and may be eligible for retiree 
health insurance.    Active employees hired before July 1, 2012 and working in or promoted into a non-
union ACT 345 manager classification will be eligible for retiree healthcare and the retiree premium 
share shall be in accordance with the table below.  Such insurance may also cover the spouse to 
whom the retiree is married at the time of retirement if such spouse meets the City’s spouse health 
insurance eligibility requirements and the insurance will cover the dependent children under twenty (26) 
years of age. 

 

Years of Service Retiree Healthcare Premium Share 

25-29 30% 

30 20% 

 
 

 
Non-Union Retirements On or Before December 2012 – Non-union employees in a City sponsored 
pension plan who retire ON OR BEFORE December 11, 2012, or who retire between December 11, 
2012 and January 31, 2013, shall pay 10% of the retiree health insurance/prescription drug/Medicare 
supplement premium share effective July 1, 2013; shall pay  15%  of  the  retiree  health  
insurance/prescription  drug/Medicare  supplement premium share effective 7/1/2014; and shall pay 
20% of the retiree health insurance/prescription drug/Medicare supplement premium share effective 
July 1, 2015.  Such retirees who are paying 20% or more for retiree premium share will continue pay at 
that premium share level.  Such retirees will also have their Medicare stipend paid by the City 
amended to $325 per month for retiree or $450 for the retiree and spouse effective February 1, 2013. 
The City reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
benefit level, employer contribution, employee contribution or co-pay, premium, benefit plan, or cash-
in-lieu of health benefits for any non-union employee or non-union retiree (if eligible). 

 
Deferred Retirement –- Employees who terminate service before they are eligible to receive a 
City of Jackson service retirement pension, for a reason other than disability, (i.e., “deferred retirees”) 
are not eligible to participate in any health insurance plan provided by the City to its retirees until the 
date in which they can draw retirement benefits.  To be eligible for health insurance benefits as a 
service retiree, non-duty disability retiree or duty- disability  retiree,  the  employee  must  acquire  the  
minimum  years  of  service  credit  as stipulated in the relevant sections of this policy, excluding 
service credit earned pursuant to the application of the Reciprocal Retirement Act (MCL 38.1101, 
et seq.) and excluding service time purchased pursuant to the Employee Retirement System 
ordinance (Jackson City Code, 2-501, et seq.). 
 
The applicable insurance coverage and the City’s liability to pay its portion of the premium shall cease 
if the retired employee accepts employment with another employer who provides health insurance 
coverage or if the retired employee’s spouse is/was employed and the spouse’s employer provides 
health insurance coverage.    An eligible retiree may reenter the City-provided insurance  program  if  
he/she  discontinues  City-provided  insurance  because  he/she  was eligible for insurance coverage 
through his/her employment or his/her spouse’s employment, and such other insurance coverage is 
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subsequently terminated. 
 
If a retiree who is receiving retiree health insurance should expire, the retiree’s surviving eligible 
spouse and/or dependent children may continue coverage while they remain eligible and while they 
continue to receive pension benefits.  The cost of such continuation will be the responsibility of the 
survivor(s) and will be paid from the pension benefit on a payroll deduction basis. The applicable 
retiree and City premium share contributions shall continue in such cases. 
 
 
4. NON-UNION RETIREE OPT-OUTS (Cash-in-lieu) OF RETIREE HEALTH INSURANCE - 

Effective February 6, 2013, all non-union employees eligible for retiree health insurance, 
regardless of date of retirement, who are pre-age 65, who must opt-out if they have other 
comparable coverage available to them, will receive the following opt-out payment:  Single 
opt-out is $2,500 per year; Two-person opt-out is $2,850 per year, or Family Opt-out is $3,200 
per year.  The annual opt-outs are prorated and paid on a per month basis.  This applies to 
non-union employees retiring from the City under any City sponsored pension systems. The 
City reserves and retains the unilateral right to amend, modify, change, add to or terminate any 
benefit level, employer contribution, employee contribution or co-pay, premium, benefit plan, or 
cash-in-lieu of health benefits for any non-union employee or non-union retiree (if eligible). 

 
Section XVII-5.  Long Term Disability.  The City agrees to furnish and pay for the cost of a Long Term 
Disability Policy for all employees effective July 1, 1997, or as soon thereafter as processing will 
allow.   The benefit level shall be sixty percent (60%) of each employee's salary, with a benefit 
duration to age 65, and shall include a ninety (90) day elimination period.  Such policy shall be 
"guaranteed issue," subject to the 3/12 preexisting condition clause, with the exact terms and 
conditions of the policy subject to availability within the market place. 
 
Section XVII-6. Director of Police and Fire Services, Assistant Director of Police and Fire Services – 
Fire Division, and Assistant Director of Police and Fire Services – Police Division. Wages, benefits, and 
terms and conditions of employment for the positions of Director of Police and Fire Services, 
Assistant Director of Police and Fire Services – Fire Division, and Assistant Director of Police and Fire 
Services – Police Division shall be in accordance with this Personnel Policy and shall not be tied to 
any collective bargaining agreement.  The City reserves and retains the unilateral right to amend, 
modify, change, add to or terminate any benefit level, employer contribution, employee contribution or 
co-pay, premium, benefit plan, or cash-in-lieu of health benefits for any non-union employee or non-
union retiree (if eligible). 
 

ARTICLE XVIII – WORKERS' COMPENSATION ADMINISTRATIVE PROCEDURES 
 
 
All workers' compensation claims as submitted by City employees shall be processed under the 
guidelines of the Michigan Workers' Compensation Act. 
 
Section XVIII-1 - Reporting of Incidents.  When an employee is injured, the employee's supervisor or 
department  representative  shall  contact  the  Personnel  and  Labor  Relations  Department  via 
telephone.  The Human Resources Department will contact the medical clinic to give authorization 
for treatment and let them know that the injured employee will be coming in.  If an employee is injured 
after hours when the clinic is not open, the employee may be taken to the hospital for treatment.    
The department will then notify the Human Resources Department of the injury via telephone on the 
first working day following the incident. 
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Section XVIII-2 - Life-Threatening Injuries.  When an employee is involved in a serious or life- 
threatening injury, he/she will be transported immediately to the hospital.  The employee's department 
will notify Human Resources as soon as possible following the incident. 
 
Section XVIII-3 - Written Employee Incident/Injury Report.  A written "Incident/Injury Report" shall be 
completed by the employee's department and forwarded to the Human Resources Department within 
five (5) working days of the incident.  This report is needed in order to assure a timely filing of the 
workers' compensation claim with the insurance company. 
 
Section XVIII-4 – Employee's Time off Due to Injury/Illness.  The employee and/or department shall 
keep the Human Resources Department up-to-date on the following:  Time off work due to workers' 
compensation injury/illness; return to work date; and days worked on light duty. 
 
Section XVIII-5 - Prescriptions for Work-Related Injuries.  Not all pharmacies will accept workers' 
compensation claims.  Employees should contact the Human Resources Department for a referral to 
an appropriate pharmacy. 
 
Section XVIII-6 -Medical Reports/Bills - The original of all medical reports and bills for services shall be 
forwarded to the Human Resources Department which will in turn forward same to the workers' 
compensation insurance carrier.  Employees are responsible for informing any medical provider that 
an incident is work related.  Work related incidents shall not be charged to an employee's health care 
insurance (i.e., BC/BS or HMO). 
 
 
REF: ARTICLE XV, Section XV-4 - Disability Leave. 
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ARTICLE XIX - PERSONALLY OWNED AUTOMOBILE  

 
 
Section XIX-1. Automobile Allowance.  An officer or employee of the City who is required and 
specifically authorized by the City Manager to use his/her personally-owned automobile in the 
conduct of City business shall be paid, therefore, in accordance with Administrative Regulations as 
established by the City Manager.  The City Manager may, at his/her discretion, increase the mileage 
allowance to equal, but not exceed, any mileage allowance determined by the Internal Revenue 
Service as an appropriate amount for tax purposes. 
 
 

ARTICLE XX – HARASSMENT 
 
 
Section XX–1.  Policy Against Harassment.  All City employees and potential employees are 
entitled  to  be  treated  with  dignity  and  respect  in  the  workplace.    More specifically, City 
employees and potential employees are entitled to work in an environment that is free of 
intimidation, humiliation, insult and offensive acts or speech based on race, color, national 
origin, religion, age, gender, disability, pregnancy, height, weight, sexual orientation, marital and 
other legally protected status. 
 
Every City employee is responsible to avoid personal conduct that violates this policy, to 
participate in periodic training regarding prohibited harassment and discrimination, and to act to 
eliminate all forms of prohibited harassment and discrimination in the course of employment.  In 
most circumstances, a City employee who believes he or she is being harassed in violation of this 
policy will be expected to advise the harasser that his or her conduct is offensive and/or ask that 
the conduct be stopped. 
 
Every supervisor is responsible to be vigilant in identifying conduct that may reasonably be 
identified as prohibited harassment or discrimination within his or her area of responsibility, to 
coach subordinates to avoid behaviors that may reasonably be perceived as harassment or 
discrimination, to investigate alleged harassment or discrimination within their area of 
responsibility, and to take appropriate corrective action when improper harassment or 
discrimination has taken place. 
 
The City administration will schedule periodic training for all employees regarding respectful 
workplace expectations and illegal discrimination and harassment. Allegations of illegal 
discrimination and harassment by and toward City employees will be investigated in a fair, 
impartial and expeditious manner.  Supervisors and department heads who are investigating 
allegations of prohibited harassment or discrimination will be provided support by the Director of 
Human Resources and/or the City Manager/designee. In those instances in which a violation is 
substantiated, immediate action will be taken to remedy the situation and prevent its recurrence. 
Additionally, the City administration will act to prevent retaliation toward any individual who files a 
complaint of, or participates in an investigation related to, discrimination or harassment as defined 
in this policy. 

Employees who violate this policy will be subject to discipline, up to and including discharge. 
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Section XX–2.  Definitions. 
 
Discriminate:   to base employment decisions related to opportunities, benefits, privileges, 
working conditions, or evaluation standards in whole or in part on the person’s race, color, 
national origin, religion, age, gender, disability, pregnancy, height, weight, sexual orientation, 
marital or other legally protected status.  Prohibited discrimination does not include some 
employment actions based on a protected status, such as:  efforts to recruit a diverse pool of 
qualified applicants, accommodations made for temporary or permanent disabilities, job 
assignment restrictions for minors, or preferences in some positions for multi-lingual candidates. 
 
 
Harass:  verbal or physical conduct designed to threaten, intimidate or coerce based on a 
protected status.  Harassment includes verbal taunting which impairs an employee’s ability to 
perform his or her job.  Examples of inappropriate verbal conduct include racial or ethnic slurs, 
verbal abuse or kidding of a sexual nature, including comments about an individual’s body or 
appearance where such comments go beyond mere courtesy, telling “dirty jokes,” or any other 
tasteless, sexual comment, innuendo or action.  Examples of inappropriate non-verbal and 
physical conduct include distribution (including by e-mail), display or discussion of any written or 
graphic  material  that  ridicules,  denigrates,  insults  or  otherwise  shows  hostility  or  aversion 
toward an individual or group because of a protected status.   Inappropriate physical conduct 
could include pushing, blocking or otherwise physically intimidating an employee based upon a 
legally protected status. 
 
Hostile Work Environment:  Conduct may produce a hostile work environment if the conduct has 
the purpose or effect of unreasonably interfering with an employee’s work performance (e.g., 
reduces personal productivity or time available to work at assigned tasks) or creating an 
intimidating or offensive work environment. 
 
Sexual Harassment:  includes unwelcome sexual advances, requests for sexual favors or other 
verbal or physical conduct of a sexual nature when:  (1) submission to such conduct is made 
either explicitly or implicitly a term or condition of employment; (2) submission to or rejection of 
such conduct by an employee is used as the basis for employment decisions affecting the 
employee; or (3) the conduct has the purpose or effect of unreasonably interfering with an 
employee’s work performance or creating an intimidating, hostile or offensive work environment 
(i.e., “hostile work environment”).  Examples of unwelcome sexual advances include patting, 
pinching, pushing against, hugging, cornering, kissing, fondling, or any other similar physical 
contact.    Examples  of  requests  for  sexual  favors  include  subtle  or  blatant  expectations, 
pressures or requests of a sexual nature. 
 
Section XX-3.  Complaint Process. 
 
A. Reporting an Incident – Victim 
 
When an employee believes she or he is the victim of prohibited harassment or 
discrimination, the employee is strongly encouraged to tell the offending party/parties that the 
conduct is offensive and unwelcome.  In some situations, the employee will achieve his or her 
desired result based on this action alone.  The affected employee is   also   strongly   
encouraged   to   document   all   incidents   of   harassment   or discrimination as soon as 
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practical after they occur, including identifying other possible witnesses, in order to facilitate 
investigation of the employee’s complaint.   It is  helpful  if  the  employee  drafts  a  written  
complaint  before  speaking  with  a supervisor or administrator; otherwise, the employee will 
be required to sign a written complaint shortly after orally reporting the allegations. 
 

The complaint may be filed with any of the following: 
 

1. Employee’s immediate supervisor 
2. Another supervisor in the employee’s “chain of command” 
3. Employee’s department head 
4. Director of Human Resources 
5. City Manager or Assistant City Manager/Operations 
6. Michigan Department of Civil Rights 
7. U.S. Equal Opportunity Commission 

 
B. Reporting an Incident – Observer 
 

When an employee observes prohibited harassment or discrimination toward another 
City employee, the witnessing employee is strongly encouraged to document all related 
information  as  soon  as  practical,  including  the identities  of  the  victim(s)  and  other 
possible witnesses, in order to facilitate investigation of the complaint.  The observer 
should then relay all relevant information to any of the following: 

 
1. Employee’s immediate supervisor 
2. Another supervisor in the employee’s “chain of command” 
3. Employee’s department head 
4. Director of Human Resources 
5. City Manager or Assistant City Manager/Operations 

 
NOTE:  Supervisors and department heads are encouraged to consult with the Director 
of Human Resources or the Assistant City Manager/Operations for assistance in 
conducting a fair and comprehensive investigation. 

 
C. Investigation 
 

The investigator will assist the complainant to provide a written complaint, if one has not 
been provided.  The investigator will speak with the injured persons, identified witnesses, 
and the alleged wrongdoer. If available, documentary evidence will be reviewed and 
preserved (such as emails, video or audio tapes, cell phone records, etc.). If appropriate, 
the investigator will observe the area in which the alleged misconduct occurred. The 
investigator   will   summarize   the   findings   and   share   them   with   the   appropriate 
administrator for final action. 
 

D. Confidentiality 
 

Employees may request confidentiality when making an inquiry about potentially filing a 
complaint (so long as specific details about the alleged misconduct are not provided), 
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when asking general questions about this policy, or related nonspecific matters, and those 
requests will be honored to the fullest extent possible. Employees may also confidentially 
seek advice on handling uncomfortable work situations or relationships through the 
Employee Assistance Program. 

 
Confidentiality and anonymity cannot be guaranteed if the complainant provides specific 
details about alleged misconduct or wants the administration to take some corrective or 
disciplinary action.  The employer will attempt to ensure individuals who are part of the 
investigation and decision-making processes exercise appropriate discretion within the 
context of the employer’s legal obligation to act upon the charge of prohibited 
discrimination or harassment.  While meeting that obligation, the employer will take into 
consideration the nature of the information provided, the privacy of the individuals involved, 
and the wishes of the complainant. 

 
E. Retaliation 
 

Retaliation against any employee for filing a harassment or discrimination complaint is 
prohibited. Retaliation against any employee or other person assisting, testifying or 
participating  in  the  investigation  of  a  harassment  or  discrimination  complaint  is 
prohibited. Employees who have engaged in retaliation prohibited by this policy will be 
subject to discipline, up to and including discharge. 

 
 
 

ARTICLE XXI – PENSION IMPROVEMENTS 
 
 
Section XXI-1.  Retirement Plan Eligibility.  Unless noted to the contrary within this policy and/or in an 
employment agreement, all employees eligible for membership in the City of Jackson Employees 
Retirement System (ERS) or other comparable City sponsored plans shall come under the terms of 
said Retirement System and the following table: 

The age and service conditions for voluntary retirement are as follows:(1)[Non-union benefit group 
general.] The table below applies to non-union benefit group general but does not include those 
members of non-union benefit group general who have elected deferred retirement prior to the effective 
date of this section. 

10 years of service and 65 years of age 

27 years of service and 58 years of age 

35 years of service and any age 

*Because of the Reciprocal Retirement Act of 1961, years of service shall 
include employment by any city, village, township, or county.  
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Those employees who separate city service with less than a full service retirement and defer their 
retirement benefits may do so until their retirement age requirement.  

Hire Date Minimum years of age in order to draw a deferred 
retirement benefit 

Hired prior to December 31, 2011 56 

Hired between January 1, 2012 and December 
31, 2017 

60 

Hired between January 1, 2018 and December 
31, 2023 

64 

After January 1, 2024 68 

 

Section XXI-2.  Full-time non-union employees hired before July 1, 2012, shall participate in the 
City’s Employees Retirement System (ERS), a defined benefit pension plan, with a 2.0% pension 
multiplier unless they have an at will employment agreement that states otherwise. The deduction for 
pension purposes shall be a city contribution rate of 12.04% and a rate of 7.5% as of July 1, 2024. 
 
Full-time non-union non-contract employees hired on or after July 1, 2012, shall participate in the ERS 
defined benefit (DB) plan with a 1.25% pension multiplier and shall also participate in the City’s 
Municipal Employees Retirement System (MERS) defined contribution (DC) pension plan, thus 
participating in a hybrid pension plan.  The City shall contribute 4% on behalf of the non-union 
employee with the employee contributing a minimum of 4% up to 20% to the DC pension plan.  Full-
time at will contractual employees who are appointed by the City Manager and who are offered a 
pension plan, shall be offered hybrid pension plan consistent with this section of the Personnel Policy 
unless their employment agreement states otherwise.  The deduction for pension purposes shall be a 
city contribution rate of 12.04% and a non-union employees’ contribution for the DB portion of the 
hybrid plan shall be 5.50% as of July 1, 2024. 
 
The above deduction levels in this section may change as per the yearly valuation of the Actuary but 
that amount is subject to final City Council approval. 
 
Employees  covered  by  a  collective  bargaining  agreement  shall  be  governed  by  terms  of  the 
applicable collective bargaining agreement for pension purposes. 
 
Section XXI-3.    Effective Ju ly 14,  2015 the calculation of the Final Average Compensation 
(FAC) shall be as follows: 
 
Hired before December 31, 1996: The average of the employee’s last three (3) consecutive years of 
credited service.  
 
Hired on or after January 1, 1997 and before June 30, 2012: The average of the employee’s last four 
(4) consecutive years of credited service. 
 
Hired on or after July 1, 2012 and before December 31, 2016: The average of the employee’s last six 
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(6) consecutive years of credited service. 
 
Any employee hired on or after January 1, 2017: the average of the employees last eight (8) 
consecutive years of service. 
 
Any employee hired on or after January 1, 2018: the average of the employees last nine (9) 
consecutive years of service. 
 
Any accrued sick time, vacation time, and overtime shall not be counted towards the final average 
compensation.   
 
Section  XXI-4  Pension Cap. The maximum annual pension amount for all employees governed by 
the Personnel Policy shall be: 
 
 
General Employee Retirement Plan Employees 
(Hired before June 30, 2012 

Hybrid Pension Plan Employees (Hired on or after 
July 1, 2012) 

Years of Service Pension Cap as 
percentage of FAC 

Years of Service Pension Cap as 
percentage of FAC 

Over 10 and less than 
20 

35% Over 10 and less than 
20 

24% 

Over 20 and less than 
25 

47% Over 20 and less than 
25 

28% 

Over 25 and less than 
30 

54% Over 25 and less than 
30 

32% 

Over 30 and less than 
32 

62% Over 30 and less than 
35 

41% 

Over 32 and less than 
35 

68% 35 and less than 40 45% 

Over 35 and less than 
36 

70% 40 and less than 45 47% 

Over 36 and less than 
38 

71%   

Over 38 73%   
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ARTICLE XXII – INFORMATION TECHNOLOGY POLICIES 
 
 
Section XXII-1.  Software Licenses.  All users of City-owned information technology equipment 
will abide by licensing agreements that the City has entered into with software manufacturers. 
No software will be installed on a City computer without written permission of the designated 
Manager in the MIS Department. 
 
Section XXII-2.  Software Standardization.  Software standards will be established by the MIS 
Department to maximize the compatibility of data exchange between City computers and to 
ensure cost effective interdepartmental communications and other exchanges. 
 
Section XXII-3.  E-Mail Use.  The City of Jackson e-mail system was established for City of 
Jackson business, and there is no right to privacy for users of the City’s e-mail system, except 
as a particular message may be exempt from disclosure pursuant to the Freedom of Information 
Act.   The City Manager will establish and enforce standards for users of the City’s e-mail 
system.  If an official, employee or volunteer uses the e-mail system for personal matters, the 
use must be de minimas and meet the same standards established for professional use. 
 
Section XXII-4.  Internet Use.  The City of Jackson internet system was established to support 
performance of City business, and there is no right to privacy for users of the City’s internet 
system.  The City Manager will establish and enforce standards for users of the City’s internet 
system.  If an official, employee or volunteer uses the internet system for personal matters, the 
use must be de minimas and meet the same standards established for professional use. 
 
Section XXII-5.   Misuse of Information Technology.   The use of City-owned information 
technology is a privilege that may be revoked.  Misuse and/or abuse of City-owned technology 
may result in disciplinary action and/or referral to law enforcement authorities for legal 
intervention. 
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APPENDIX B – DEFINITION OF TERMS/WORD USAGE 
 
 
• Anniversary Date – The annual anniversary date of continuing employment with the City as a 

regular full-time employee. 
 
• City Sponsored Pension Plan/System – Shall include the defined benefit plan, defined 

contribution plan, the hybrid system, or any other pension system offered to a full time City 
employee. 

 
• Classification Plan - A listing of the positions in the City government group by job classifications. 
 
• Common Labor Group – Any non-department and/or division head position. 
 
• Compensation - Monetary exchange for services rendered to the City by an employee and 

including longevity pay (if applicable). 
 
• Compensatory Time - Time off the job in lieu of overtime for exempt employees for time worked 

beyond forty (40) hours per week. 
 
• Demotion - A change in employment status from a position in one job classification to a position 

in another job classification having a lower maximum salary limit than the original job 
classification. 

 
• Department Head - Those employees of the City in charge of an established City department. 
 
• Discipline - Corrective action taken by supervisory personnel to change or control the behavior of 

subordinate employees. 
 
• Dismissal  -  Permanent  separation  from  City  service  for  inefficiency,  misconduct,  repeated 

infractions of the rules or other just cause. 
 
• Employee - Those persons in the employ of the City of Jackson who are covered by these rules 

in whole or in part. 
 
• Employee  Organization  -  Any  formally  recognized  employee  group  engaged  in  collective 

bargaining with the City which results in a written contract. 
 
• Exempt Employees - As defined by the Fair Labor Standards Act. 

 

• Full time Local Government Service – Full time work performed for, or pension service achieved 
for a city, village, township, county, or a subdivision thereof. 

 
• Grievance – Any at will non-union employee complaint including, but not limited to an allegation 

that a provision of this Personnel Policy has been violated.   
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• Disabled Person - Anyone who has a physical or mental impairment which substantially limits 

one or more major life activities, has a record of such impairment, or is regarded as having such 
impairment. 

 
• Immediate Family – Unless otherwise specified, it shall include parents, spouse, children, 

brothers, sisters, grandparents, grandchildren and immediate in-laws. 
 
• Job Classification - A group of positions sufficiently alike in duties, authority, and responsibility to 

justify the same title, qualifications, and pay scale. 
 
• Layoff - The temporary or permanent separation of an employee as the result of the abolishment 

of the position or the reduction of work. 
 
• Narcotics  -  Substances  defined  as  narcotic  by  state  and/or  federal  regulations  and  not 

prescribed by a qualified physician. 
 
• Non-Exempt Employees -As defined by the Fair Labor Standards Act. 
 
• Non-Union Employees - Employees who are not represented by an Employee Organization. 
 
• Overtime - Time worked beyond eight (8) hours per day or forty (40) hours per week for hourly 

employees and for which they can expect time-and-one-half their hourly rate of pay. 
 
• Overtime Exempt - Employees who are not granted overtime pay for hours worked in excess of 

forty (40) hours per week. 
 
• Part-Time Employee – Employees who regularly work not less than twenty (20) but no more than 

29 hours per week. 
 
• Performance Appraisal - A report form filled out by the immediate supervisor of an employee 

rating the employee's quantity and quality of work and work attitudes. 
 
• Position - A group of duties and responsibilities assigned or delegated by the City Manager 

requiring a full-time or part-time employee. 
 
• Probation - A working test of the abilities of an employee to carry out the responsibilities of a 

position. 
 
• Probationary Employee - An employee who has not yet completed the required probationary 

period. 
 
• Qualified Person with a Disability - A person who, with reasonable accommodation, can perform 

the essential function of the job in question. 
 
• Red-Circled - Employees whose rate of compensation has been frozen due to demotion or 
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reassignment.  These employees shall not receive annual step increases until his/her rate of pay is 
consistent with the current salary schedule. 

 
• Regular Full-Time Employee - An employee who is scheduled to work the standard work week of 

a department, holds title to a Full-Time position, and whose employment is expected to continue 
in duration. 

 
• Seasonal Employee - An employee appointed for a limited period of time - especially one hired 

for a specific season of the year. 
 
• Step Increase Date - Date of an individual employee's latest promotion and upon which date an 

employee receives his/her step increase. 
 
• Supervisor  -  An  individual  with  the  authority  to  assign,  direct  and  review  the  work  of 

subordinates. 
 
• Suspension  -  Temporary  separation  from  City  service  with  or  without  pay  for  disciplinary 

reasons. 
 
• Temporary Employee - One who is appointed for a twelve (12) month or less period and not 

holding title to a position. 
 
• Vacancy - A position duly created by the City Council, established in the budget, and not 

currently occupied by an incumbent. 
 
• Verbal Reprimand - A verbal rebuke given to an employee by a supervisor for infractions of the 

rules. 
 
• Workers' Compensation - Compensation for a disability or death as a result of personal injury 

suffered in the course and scope of employment; or disability or death due to an occupational 
disease contracted in the course and scope of employment. 

 
• Written Reprimand - A written statement prepared by an employee's supervisor stating an 

infraction of the rules by the employee and providing pertinent information about the infraction. 
 
 
WORD USAGE 
 
• The words "shall" or "will" are to be construed as mandatory and the word "may" as permissive. 
 
• The masculine gender shall be construed to include the feminine gender. 
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MEMO TO:   Honorable Mayor and City Councilmembers 

 

FROM:  Jacqueline Austin, Chairperson; Beth Kuiper, Executive Director 

 

DATE:  June 6, 2024 

 

SUBJECT:  Downtown Development Authority Budget, Fiscal Year 2024 – 2025 

 

 

Recommendation: Approve the Downtown Development Authority 2024-2025 budget. 

Attached are memos from Beth Kuiper regarding the Jackson Downtown Development Authority budget for 

the fiscal year 2024-2025. 

 

I recommend approval of the Downtown Development Authority’s budget for the fiscal year 2024-2025. 

Your consideration and concurrence is appreciated. 

 

 

 

JA; BK 
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DEPARTMENTAL REPORT 

 

MEMO TO: Jacqueline Austin, Chair of the Downtown Development Authority Board of 

Directors; Jonathan Greene, City Manager of the City of Jackson 

 

FROM:   Beth Kuiper, Executive Director, Downtown Development Authority 

 

DATE:   June 6, 2024 

 

RECOMMENDATION: Approve the Downtown Development Authority Budget for the fiscal year 

2024-2025  

 

 

 

The DDA Budget for fiscal year 2024-2025 is attached for your consideration. Per MCL 125.1678 section 28, 

“Budget; cost of handling and auditing funds,” Downtown Development Authorities must have their budgets 

approved by the municipalities’ governing body (City Council).  

 

 

 

The DDA Board began working on its budget in March 2024. It reflects the policy preferences and priorities for 

next year. The DDA arrived at this budget through careful consideration and input from staff and its 

committees. DDA Committees are comprised of both DDA Board members and the public. They, with the 

Board, are a true representation of our constituency and therefore represent a fair indication of the needs of 

Downtown Jackson and how the DDA can use its resources to positively impact the downtown. The proposed 

budget shows a net loss (deficit) due to two major factors, including: 

1. Operating Expenses: the cost to host events for the scale and proportion of the City has increased; 

including the 90+ Special Event Applications and Block Party Requests that the DDA is unable to keep 

up with. 

2. Health Insurance: Health insurance premiums have tripled. 

 

This budget proposal was unanimously approved at the June 06, 2024 DDA special board meeting. 

 

 

I recommend approval of the Downtown Development Authority’s Fiscal Year 2024-2025 budget. 

 

ATTACHMENTS: Downtown Development Authority budget for fiscal year 2024-2025 

SUMMARY 

DISCUSSION OF THE ISSUE 

POSITION 
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2023-2024 
Budget

2023-2024 
Actual

2023 - 2024 
Year End Forecast

2024-2025 
Proposed Budget

Revenue (as of 4/30/24)
Property Taxes $101,000.00 $87,894.72 $96,294.72 $81,700.00
Adminisrative Fees $2,500.00 $2,322.86 $3,022.86 $2,500.00
Improvement Programs $10,000.00 $3,622.89 $4,637.11 $5,000.00
Interest $3,500.00 $10,113.61 $10,696.93 $3,500.00
General Contributions $43,000.00 $5,889.44 $48,889.44 $40,000.00
Cruise Nights $18,000.00 $10,525.25 $11,525.25 $18,000.00
Christmas Parade $4,400.00 $50.00 $50.00 $4,400.00
Summer Events $15,000.00 $10,305.00 $18,805.00 $10,000.00
Winter Events $5,000.00 $2,450.00 $2,450.00 $5,000.00
Holiday Activities $2,500.00 $500.00 $500.00 $3,000.00
Summer Planting $2,500.00 $0.00 $0.00 $5,000.00
Social District $0.00 $2,052.68 $2,052.68 $2,600.00
Other Events $0.00 $3,500.00 $3,500.00 $3,500.00
Ticketed Events $0.00 $500.00 $2,500.00 $10,000.00
Gift Certificates $10,000.00 $14,616.33 $16,717.68 $15,000.00
Farmers Market - Senior Project Fresh $1,300.00 $980.00 $980.00 $1,500.00
Farmers Market - WIC Project Fresh $2,400.00 $1,760.00 $1,760.00 $2,500.00
Farmers Market - Vendor Fees $4,900.00 $9,728.14 $13,228.14 $13,000.00
Farmers Market Electronic Activity $10,000.00 $10,390.00 $11,390.00 $11,000.00
Farmers Market Sponsorships $0.00 $0.00 $0.00 $5,000.00
Miscellaneous $0.00 $0.00 $0.00 $5,000.00

Gross Revenues $236,000.00 $177,200.92 $248,999.81 $247,200.00

Expenses
Personal Services:

Termination Pay $0.00 $0.00 $0.00 $0.00
Salaries & Wages $60,000.00 $33,921.20 $45,921.20 $65,000.00
Wages - Temporary $22,000.00 $36,611.83 $46,011.83 $41,000.00
Unemployment $150.00 $615.42 $633.60 $600.00
Employers FICA (.0765) $6,300.00 $5,423.85 $6,437.69 $8,100.00

Retirement - Contractual - IMCA (457)(9%) $0.00 $2,855.70 $2,855.70 $5,850.00
Health Insurance $6,967.00 $14,178.15 $17,958.99 $24,000.00
Workers Compensation $527.61 $193.74 $281.74 $250.00
Other Fringe Benefits $2,000.00 $457.44 $457.44 $2,000.00
Total Personal Services $97,944.61 $94,257.33 $120,558.19 $146,800.00

Material and Supplies:

Office Supplies $450.00 $138.73 $213.73 $450.00
Program Supplies $4,000.00 $900.00 $900.00 $1,000.00

Jackson Downtown Development Authority
2023-2024 Budget 
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Prog. Supp. - Cruise Nights $10,000.00 $4,828.00 $10,328.00 $15,000.00
Prog. Supp. - Christmas Parade $4,400.00 $4,330.20 $4,330.20 $4,400.00
Prog. Supp. - Summer Events $12,000.00 $6,514.00 $7,864.00 $7,000.00
Prog. Supp. - Winter Events $5,000.00 $4,964.58 $4,964.58 $5,000.00
Prog. Supp. - Holiday Activities $4,000.00 $2,914.88 $2,914.88 $3,000.00
Prog. Supp. - Summer Planting $2,500.00 $548.48 $4,398.48 $4,600.00
Prog. Supp. - FM - Senior Project Fresh $1,350.00 $885.00 $885.00 $1,500.00
Prog. Supp. - FM - WIC Project Fresh $2,400.00 $1,465.00 $1,465.00 $2,500.00
Prog. Supp. - Farmers Market $5,000.00 $4,813.73 $6,713.73 $2,000.00
Prog. Supp. - Farmers Market Electronic 
Activity $15,000.00 $10,390.00 $11,390.00 $11,000.00
Prog. Supp. - Gus Macker Sponsorship $2,000.00 $3,000.00 $4,000.00 $1,500.00
Prog. Supp. - ETA-Festival $1,350.00 $1,290.00 $1,290.00 $1,500.00
Prog. Supp. - Retailers Events $634.24 $634.24 $800.00
Prog. Supp. - Social District $5,745.00 $5,745.00 $2,600.00
Prog. Supp - Other Events $4,516.88 $4,516.88 $3,500.00
Prog Supp - Ticketed Tours $1,104.80 $1,104.80 $4,000.00
Special Projects - Gift Certificates $10,000.00 $15,717.68 $16,717.68 $15,000.00
Special Projects - DDA - Website $1,000.00 $0.00 $1,000.00 $1,400.00
Prog. Supp. - Loan / Grant Programs $32,000.00 $14,273.21 $14,273.21 $15,000.00
Prog. Supp. - Sign Improve. Pro. $1,500.00 $3,880.00 $3,880.00 $1,000.00
Prog. Supp. - Misc. $7,000.00 $1,250.00 $1,250.00 $1,500.00
Total Material and Supplies $120,950.00 $94,104.41 $110,779.41 $105,250.00

Contractual and Other:

Contractual Services $6,000.00 $12,326.15 $12,826.15 $7,200.00
Telephone $1,295.67 $333.00 $533.00 $1,300.00
Banking Costs - EPAY $840.00 $1,766.55 $1,926.55 $2,000.00
Auto Allowance $1,200.00 $0.00 $100.00 $0.00
Education & Training $1,500.00 $250.00 $1,000.00 $1,500.00
Membership & Dues $775.00 $375.00 $375.00 $500.00
Office Equipment $1,200.00 $472.89 $525.39 $1,200.00
Outreach & Support $4,000.00 $1,080.32 $1,180.32 $4,000.00
Purchase Card Clearing $250.00 $1,455.90 $2,155.90 $600.00
Total Contractual and Other: $17,060.67 $18,059.81 $20,622.31 $18,300.00

Total Expenses $235,955.28 $206,421.55 $251,959.91 $270,350.00
Net Income $44.72 -$29,220.63 -$2,960.10 -$23,150.00
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DEPARTMENTAL REPORT 

 
MEMO TO: Jacqueline Austin, Chair of the Downtown Development Authority Board of 

Directors; Jonathan Greene, City Manager of the City of Jackson 
 
FROM:   Beth Kuiper, Executive Director, Downtown Development Authority 
 
DATE:   June 6, 2024 
 
RECOMMENDATION: Approve a resolution authorizing the levy of a millage in the amount of 

1.9996 mills on parcels ion the DDA District for the fiscal year 2024-25. 
 
 

 

 
The levy in pursuant of Act 57 of the Public Acts of 2018, as last amended, which authorizes a levy by the City 
of an ad valoreum tax up to 2 mills upon taxable real estate and tangible personal property not exempt by law. 
 
 
 

The millage, only levied on parcels in the DDA District, represents roughly 40% of the total revenues to the 
DDA with the balance of funds derived from contributions and sponsorships. The millage is used for the 
operation of the DDA and effectuation of the DDA Board goals. 

 

 

I recommend approval of the resolution authorizing the levy of a millage of 1.9996 mills on parcelsis int eh 
DDA District for  the fiscal year 2024-2025. 

 

ATTACHMENTS: Downtown Development Authority –Truth in Taxation for fiscal year 2024-2025 

SUMMARY 

DISCUSSION OF THE ISSUE 

POSITION 
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Downtown Development Authority 
Special Board Meeting 

 

Thursday, June 6, 2024 
10 am, City Hall – Council Chambers, 2nd Floor, Jackson, MI. 

 
Minutes 

 
I. Call to order, notation of members present – Call to order by DDA Secretary, J. Webb 10:06 am 

Present – J. Butterfield, A. Sayles, L. Miller, F. Dancy. R. Wilkie, T. Loveberry 
 

II. Public Comments - none 
 

III. New Business 
A. 2024/25 Proposed Budget – Public Comment 

Motion to approve the 2024/25 Adopted Budget – J. Butterfield 
Second – J. Webb 
(All ayes) Motion approved 
 

B. L-4029 Form – Truth in Taxation 
Motion to approve Truth in Taxation - J. Butterfield 
Second – A. Sayles 
(All ayes) Motion approved 
 

C. Approval of (4) Front Door Micro-grant applications. 
Motion to approve Front Door Micro-grant applications contingent on zoning permission – J. 
Butterfield 
Second – L. Miller 
(All Ayes) Motion approved 
 

 
IV. Future DDA Board Meetings 

A. Board Meeting: June 13, 2024 (8a., City Hall – 10th Floor Conference Room) 
B. Executive Committee Meeting: June 25, 2024 (10a, City Hall – 6th Floor) 

 
V. Adjournment: 10:32 

Motion to adjourn: F. Dancy 
Second: T. Loveberry 
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RESOLUTION 
 
 

BY THE CITY COUNCIL 

 
WHEREAS,  Act 197 of the Public Acts of 1975 as last amended authorized a levy by the City of 

an ad valorem tax of up to 2 mills upon taxable real and tangible personal property not exempt by 

law in the Downtown Development Authority District; and 

 
WHEREAS,  the Downtown Development Authority has requested the City Council to approve 

and authorize such a levy of 1.9996 mills in the Downtown Development Authority District; and 

 
WHEREAS,  it appears to the City Council that the levy of said tax is necessary for the proper 

administration and operation of the Downtown Development Authority. 
 

NOW, THEREFORE, BE IT RESOLVED,  that the Jackson City Council approves and orders 

the levy of a property tax of 1.9996 mills upon all taxable real and tangible personal property not 

exempt by law in the Downtown Development Authority District qualified under Act 198 of 

1974; and 

 
BE IT FURTHER  RESOLVED,  that it is ordered that an industrial facilities tax be levied upon 

the taxable valuation of all industrial property in the Downtown Development Authority District 

qualified under Act 198 of 1974; and 

 
BE IT FURTHER  RESOLVED,  that it is ordered that lessees or users of tax exempt property 

be levied a tax on the taxable valuation of all property qualified under Act 189 of 1953 which is 

located in the Downtown Development Authority District; and 

 
BE IT FURTHER  RESOLVED,  that the staff and officials of the City of Jackson are hereby 

directed to collect the tax at the same time and in the same manner as it collect is property taxes 
and to pay such funds as may be collect under such levy to the Treasurer of the Downtown 

Development Authority for crediting to the general fund of the Authority. 

 
* * * * * 
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ORIGINAL TO: County Clerk(s) Michigan Department of Treasury
614 (Rev. 02-24) COPY TO: Equalization Department(s) L-4029 

COPY TO: Each township or city clerk 
2024 Tax Rate Request (This form must be completed and submitted on or before September 30, 2024) 

Carefully read the instructions on page 2. MILLAGE REQUEST REPORT TO COUNTY BOARD OF COMMISSIONERS 
This form is issued under authority of MCL Sections 211.24e, 211.34 and 211.34d. Filing is mandatory; Penalty applies. 

County(ies) Where the Local Government Unit Levies Taxes 2024 Taxable Value of ALL Properties in the Unit as of 5-28-2024 

Local Government Unit Requesting Millage Levy For LOCAL School Districts: 2024 Taxable Value excluding Principal Residence, Qualified Agricutlural, Qualified Forest, Industrial 
Personal and Commercial Personal Properties. 

This form must be completed for each unit of government for which a property tax is levied. Penalty for non-filing is provided under MCL Sec 211.119. The following tax rates have been 
authorized for levy on the 2024 tax roll. 

(1) 
Source 

(2) 
Purpose of 

Millage 

(3) 
Date of 
Election 

(4) 
Original 
Millage 

Authorized by 
Election 

Charter, etc. 

(5) ** 
2023 Millage Rate 

Permanently 
Reduced by MCL 

211.34d 
"Headlee" 

(6) 
2024 Current 

Year "Headlee" 
Millage Reduction 

Fraction 

(7) 
2024 Millage 

Rate Permanently 
Reduced by MCL 

211.34d 
"Headlee" 

(8) 
Sec. 211.34 Truth 
in Assessing or 

Equalization 
Millage Rollback 

Fraction 

(9) 
Maximum 
Allowable 

Millage Levy * 

(10) 
Millage 

Requested to 
be Levied July 1 

(11) 
Millage 

Requested to be 
Levied Dec. 1 

(12) 
Expiration 

Date of 
Millage 

Authorized 

Prepared by Telephone Number Title of Preparer Date 

CERTIFICATION: As the representatives for the local government unit named above, we certify that these requested tax levy rates have been 
reduced, if necessary to comply with the state constitution (Article 9, Section 31), and that the requested levy rates have also been reduced, if 
necessary, to comply with MCL Sections 211.24e, 211.34 and, for LOCAL school districts which levy a Supplemental (Hold Harmless) Millage, 
380.1211(3). 

Clerk Signature Print Name Date 

Secretary 

Chairperson Signature Print Name Date 

President 

* Under Truth in Taxation, MCL Section 211.24e, the governing body may decide to levy a rate which will not exceed the maximum authorized rate 
allowed in column 9. The requirements of MCL 211.24e must be met prior to levying an operating levy which is larger than the base tax rate but not 
larger than the rate in column 9. 

Local School District Use Only. Complete if requesting 
millage to be levied. See STC Bulletin 2 of 2024 for 
instructions on completing this section. 

Total School District Operating 
Rates to be Levied (HH/Supp 
and NH Oper ONLY) Rate 

For Principal Residence, Qualified 
Ag., Qualified Forest and Industrial 
Personal 

For Commercial Personal 

For all Other 

** IMPORTANT: See instructions on page 2 regarding where to find the millage rate used in column (5). 
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Instructions For Completing 
Form 614 (L-4029) 2024 Tax Rate Request, 

Millage Request Report To County Board Of Commissioners 

These instructions are provided under MCL Sections 211.24e 
(truth in taxation), 211.34 (truth in county equalization and 
truth in assessing), 211.34d (Headlee), and 211.36 and 
211.37 (apportionment). 

Column 1:  Source.  Enter the source of each millage. For 
example, allocated millage, separate millage limitations 
voted, charter, approved extra-voted millage, public act 
number, etc. Do not include taxes levied on the Industrial 
Facilities Tax Roll. 

Column 2: Purpose of millage. Examples are: operating, 
debt service, special assessments, school enhancement 
millage, sinking fund millage, etc. A local school district 
must separately list operating millages by whether they are 
levied against ALL PROPERTIES in the school district or 
against the NON-HOME group of properties. (See State 
Tax Commission Bulletin 2 of 2024 for more explanation.) 
A local school district may use the following abbreviations 
when completing Column 2: “Operating ALL” and “Operating 
NON-HOME”. “Operating ALL” is short for “Operating millage 
to be levied on ALL PROPERTIES in the local school 
district” such as Supplemental (Hold Harmless) Millages 
and Building and Site Sinking Fund Millages. “Operating 
NON-HOME” is short for “Operating millage to be levied on 
ALL PROPERTIES EXCLUDING PRINCIPAL RESIDENCE, 
QUALIFIED AGRICULTURAL, QUALIFIED FOREST AND 
INDUSTRIAL PERSONAL PROPERTIES in the local school 
district” such as the 18 mills in a district which does not levy 
a Supplemental (Hold Harmless) Millage. 

Column 3: Date of Election.  Enter the month and year 
of the election for each millage authorized by direct voter 
approval. 

Column 4: Millage Authorized.  List the allocated rate, 
charter aggregate rate, extra-voted authorized before 1979, 
each separate rate authorized by voters after 1978, debt 
service rate, etc. (This rate is the rate before any reductions.) 

Column 5: 2023 Millage Rate Permanently Reduced by 
MCL 211.34d (“Headlee”) Rollback. Starting with taxes 
levied in 1994, the “Headlee” rollback permanently reduces 
the maximum rate or rates authorized by law or charter. The 
2023 permanently reduced rate can be found in column 7 of 
the 2023 Form L-4029. For operating millage approved by 
the voters after April 30, 2023, enter the millage approved 
by the voters. For debt service or special assessments not 
subject to a millage reduction fraction, enter “NA” signifying 
“not applicable.” 

Column 6: Current Year Millage Reduction Fraction. 

treasurer for the current year as calculated on Form 2166 
(L-4034), 2024 Millage Reduction Fraction Calculations 
Worksheet. The millage reduction fraction shall be rounded 
to four (4) decimal places. The current year millage reduction 
fraction shall not exceed 1.0000 for 2024 and future years. 
This prevents any increase or “roll up” of millage rates. Use 

1.0000 for new millage approved by the voters after April 30, 
2024. For debt service or special assessments not subject 
to a millage reduction fraction, enter 1.0000. 

Column 7: 2024 Millage Rate Permanently Reduced 
by MCL 211.34d (“Headlee”) Rollback. The number in 
column 7 is found by multiplying column 5 by column 6 on 
this 2024 Form L-4029. This rate must be rounded DOWN 
to 4 decimal places. (See STC Bulletin No. 11 of 1999, 
Supplemented by Letter of 6/7/2000.) For debt service or 
special assessments not subject to a millage reduction 
fraction, enter “NA” signifying “not applicable.” 

Column 8: Section 211.34 Millage Rollback Fraction 
(Truth in Assessing or Truth in Equalization). List the 
millage rollback fraction for 2024 for each millage which 
is an operating rate. Round this millage rollback fraction 
to 4 decimal places. Use 1.0000 for school districts, for 
special assessments and for bonded debt retirement levies. 
For counties, villages and authorities, enter the Truth in 
Equalization Rollback Fraction calulated on STC Form 
L-4034 as TOTAL TAXABLE VALUE BASED ON CEV FOR 
ALL CLASSES/TOTAL TAXABLE VALUE BASED ON SEV 
FOR ALL CLASSES. Use 1.0000 for an authority located in 
more than one county. For further information, see State Tax 
Commission Bulletin 2 of 2024. For townships and cities, 
enter the Truth in Assessing Rollback Fraction calculated  on 
STC Form L-4034 as TOTAL TAXABLE VALUE BASED ON 
ASSESSED VALUE FOR ALL CLASSES/TOTAL TAXABLE 
VALUE BASED ON SEV FOR ALL CLASSES. The Section 
211.34 Millage Rollback Fraction shall not exceed 1.0000. 

Column 9: Maximum Allowable Millage Levy. Multiply 
column 7 (2024 Millage Rate Permanently Reduced by 
MCL 211.34d) by column 8 (Section 211.34 millage rollback 
fraction). Round the rate DOWN to 4 decimal places. (See 
STC Bulletin No. 11 of 1999, Supplemented by Letter of 
6/7/2000.) For debt service or special assessments not 
subject to a millage reduction fraction, enter millage from 
Column 4. 

Column 10/Column 11:  Millage Requested to be 
Levied.  Enter the tax rate approved by the unit of local 
government provided that the rate does not exceed the 
maximum allowable millage levy (column 9). A millage rate 
that exceeds the base tax rate (Truth in Taxation) cannot be 
requested unless the requirements of MCL 211.24e have 
been met. For further information, see State Tax Commission 
Bulletin 2 of 2024. A LOCAL School District which levies 
a Supplemental (Hold Harmless) Millage shall not levy a 
Supplemental Millage in excess of that allowed by MCL 
380.1211(3). Please see the memo to assessors dated 
October 26, 2004, regarding the change in the collection 
date of certain county taxes. 

Column 12:  Expiration Date of Millage. Enter the month 
and year on which the millage will expire. 
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	1. Call to Order.
	2. Pledge of Allegiance.
	A. Invocation to be given by Mayor Daniel Mahoney

	3. Roll Call.
	4. Adoption of Agenda.
	5. Presentations/Proclamations.
	A. 100 Homes Program Update
	B. T.A. Wilson Update

	6. Public Hearings.
	7. Citizen Comments.
	8. Petitions & Communications from City Staff and Other Governmental Entities.
	9. Consent Calendar.
	A. Minutes of the May 28, 2024 Jackson City Council R
	5.28.24 CCMIN

	B. City of Jackson, Michigan Financial Statements as 
	Monthly Fin Stmts 2024-04-30

	C. CDBG, Home, & CV Financial Summaries for April 202
	April  2024 - CDBG, Home, & CV Financial Summaries

	D. Approve Traffic Control Order 2397 to install a st
	City Manager's Memo
	Departmental Memo
	Williams and Randolph Stop Sign
	TCO 2397_DOUGLAS AND WILLIAMS

	E. Approve a Resolution for Change to the Standard Li
	City Manager's Memo
	Departmental Memo
	Consumers strlt change High and Greenwood blanks 510 W High Removal

	F. Special Event Application: National Night Communit
	City Manager's Memo
	Departmental Memo
	SEA-National Night Community Event

	G. Special Event Application: Backyard BBQ 2024
	City Manager's Memo
	Departmental Memo
	SEA-Backyard BBQ UPDATED

	H. Special Event Application: Flat Iron Event 2024
	City Manager's Memo
	Departmental Memo
	SEA-Flat Iron Event

	I. Special Event Application: Flag Day 2024
	SEA-City Council-Flag Day

	J. Special Event Application: Ganson Street Baptist C
	SEA-City Council-Ganson St Baptist Church Kids Club


	10. Other Business.
	A. Ordinance No.517 - Non-Union Wage
	Ordinance 517

	B. Ordinance No. 2024-04
	Ordinance No. 2024-04


	11. New Business.
	A. Amendment to Sec 22-8 Special Assessments
	City Manager's Memo
	Departmental Memo
	Sec._22_8 SA amendment MMH revised 6.5.24

	B. Approve a Resolution to Amend the Fiscal Year 2023
	City Manager's Memo
	Departmental Memo
	Budget Resolution_2024-06-11

	C. Approve Amendment 1 to the 60-inch Interceptor Cle
	City Manager's Memo
	Departmental Memo
	LT_Jackson_Interceptor Cleaning and Televising2_2024_0524

	D. Approve a resolution to enter into an agreement wi
	City Manager's Memo
	Departmental Memo
	RESOLUTION for USDOT MDOT Agreement approval MLK

	E. Approve Change Order 2 to the MLK Equality Trail, 
	City Manager's Memo
	Departmental Memo
	ENG23-07_MLK TRAIL_WEST TO PROSPECT_CO2_BALANCING CO_SIGNATURE SHEET

	F. Approve acknowledgment of a third party agreement 
	City Manager's Memo
	Departmental Memo
	3rd party acknowledgement form.

	G. 2024-25 Insurance Renewal
	City Manager's Memo
	Departmental Memo
	Insurance Renewal - Jackson Proposal 2024

	H. Approve Updated Program Guidelines for the 100 Hom
	City Manager's Memo
	Departmental Memo
	100 Homes Program Guidelines (REVISED), June 2024

	I. Approved Proposals for HOME-ARP Affordable Rental Construction
	City Manager's Memo
	Departmental Memo
	RFP, HOME ARP Affordable Rental Housing
	Kings Community Homes HOME-ARP Proposal (final)
	WHO HOME-ARP Proposal (final)

	J. Phase Three Marihuana Facilities License - Lettuce
	City Manager's Memo
	Departmental Memo
	Lettuce 01 LLC Certifications
	Com_. Recommendation for Final License Lettuce

	K. Approve the amendments to the personnel policy as 
	PP Changes effective 7.1.2024

	L. Downtown Development Authority Budget, Fiscal Year
	DDA Budget 2024-2025

	M. Approve a resolution authorizing the levy of a mil
	DDA_Millage Request


	12. City Councilmember's Comments.
	13. Adjournment.



