
 
Supervisor Jason Negri   Clerk Mike Dolan   Treasurer Jennifer Daniels   Trustees Chuck Menzies, Patricia Hughes, Nick Miller, Joanna Hardesty 

TOWNSHIP BOARD WORK-STUDY SESSION 

Tuesday, December 02, 2025 at 12:30 PM 
Hamburg Township Hall Board Room 

AGENDA 

CALL TO ORDER 

PLEDGE TO THE FLAG 

ROLL CALL OF THE BOARD 

CALL TO THE PUBLIC 

CONSENT AGENDA 

APPROVAL OF THE AGENDA 

UNFINISHED BUSINESS 

1. APPM - Social Media 
2. APPM - FOIA 
3. APPM - Ordinances 
4. APPM - Township Cable Channel 
5. Fireworks ordinance REVISED 
6. Building Upgrades 

CURRENT BUSINESS 

7. Building and Grounds Staffing 

CALL TO THE PUBLIC 

BOARD COMMENTS 

ADJOURNMENT 
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

6.1(a) Couftesy - The primary goal of the Township is to serve the public. All staff and
employees will respond to requests for Township information from members of the public
with courtesy and efficiency. All officials and employees shall communicate with the public
in a friendly, courteous and efficient manner at all times.

All visitors to the Township hall shall be greeted in a friendly, helpful manner. The
:arnnlianial -h-ll ha ',h.1^' +h^ alr., Ia zlanr rrrmririo af fha'Iruraahin ralruLirubsll

Department heads shall make every effort to see visitors who need their assistance. When
workload or other commitments do not allow for an immediate meeting, the visitor will be
asked to make an appointment at a mutually convenient time.

The Township Supervisor and Clerk shall be notified in writing of any citizen complaint. The
notice shall include the name and address of the citizen, the nature of the complaint, and
how the complaint was resolved. The Supervisor or Clerk may make a subsequent inquiry
with the citizen to ensure the issue was resolved to the citizen's satisfaction.

The Supervisor and the Clerk shall be the public information omcers for the Township and
shall be responsible for public information associated with their departments of
responsibility. The Treasurer is responsible for supervising the preparation of the Township
newsletter. Public service announcements and media releases on Township government
events and responding to inquiries from the media or referring contact to other appropriate
Township offlcials shall be jointly coordinated by the Supervisor and the Clerk.

Township employees will refer all public information announcements to the Supervisor and
the Clerk prior to releasing them to the public or the media.

5,o--PUBLIC INFORMATION ion

6.1--Public Contact uoo"t"o ov eo"rd orrr.

Phone ealls to the Township shall be answered; "6ood Morning/Good Afternoon; Hamburg

6.1(b) Complaints and Problems - All citizen complaints and problems will be directed
to the appropriate office or olficial.

Complaints or other concerns received from a citizen shall be received with courtesy. The
official or employee will make every effort to resolve a complaint or problem, within the
official's or employee's scope of authority. Depaftment heads will be notified of all
complaints.

I o.z--public Information officer
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

6.3_-Public Notices
xx/xx/xx

Ljodated bv Board of Trustees

6,3(a) Meeting Notices - The Township Clerk shall be responsible for posting all regular,
special and rescheduled Board meetings in conformance with the Open Meetings Act and
other State laws. Departments Heads shall be responsible for posting efspeetat meetings
related to their depaftment.

5.3(b) Public Notices - The Township Clerk shall be responsible for-delegalipn-and&r
assistance. or publishing and mailing all public notices required by State law, including but
not limited to:

l''_Beard ef Review meetings l.Board of Review meetings
2. Budget Public Hearings

3. Planninq Commission Public Hearinos
. Zoninq Board of ADDeals Hea flnos

5. Special Assessment District Hearings
6. Election Notices
7. Master Plan Adoption and Amendments Public Hearings
8. Truth-in-Taxation Notice
9. Board Meeting Minutes Synopsis
10. Request for Proposals

+L^i- ,l^^^'+m^^+
EI TSII \JEPUI LI I I\-I IL.

Update+b}lB€r+€Hru5tees ?\e)(-)o(

6.4 
-Freedom 

of Information Act Requests uodated bv of Tn rstees xx/xx/xx

Pursuant to P.A. 1976 No.442, as amended, and MCL 15.231, as amended (Freedom of
Information Act - FOIA) Hamburg Township provides access to all Township public

documents except those or portions of those exempt from release under FOIA. The policies

and procedures herein are intended to implement the requirements of FOIA and the release

of documents that exist at the time any requests for them are made.

All requests for copies of public documents or to review public documents must be in writing
with the exception of the following:

1. Copies of assessment/tax records by the property owner of his/her own property.

2. Copies of assessment/tax records that are reasonable and readily available at the
time of the request.

3. Copies of all current meeting agendas.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

4. Copies of all current minutes.

A written request , electronic mail, or
other electronic transmission, is not logged as received by the FOIA Coordinator until one
(1) business day after the electronic transmission is made. For a request to be considered
a sufficient writing to satisfy the FOIA, it must contain the following:

1. The name, address and contact information (i.e. phone number, email address) of
the requester.

2. A statement indicating that the requester will pay the costs allowable under the FOIA,
or documentation that the requester is receiving public assistance or other facts
showing inability to pay due to indigence.

Generally, oral requests for documents do not constitute a request under FOIA. However,
if a citizen making an oral request is disabled, either temporarily or permanently, so that
he/she is unable to make the request in writing, special accommodations must be made. It
is the duty of the department receiving the request to write out the request for the citizen
as an accommodation under American Disability Act (ADA). Once written, the request
should be processed as a formal request under FOIA.

6.4(a) FOIA Coordinators - The Township Board shall appoint a FOIA Coordinator' The
FOIA Coordinator may designate another individual(s) to act on his or her behalf in accepting
and processing requests for the public body's public records, and in approving a denial
pursuant to FOIA.

6,4(b) Processing - Often times a request for documents under FOIA will be received by
the specific department. The request must be immediately turned over to the FOIA

Coordinator for processing. The FOIA Coordinator in turn will request and receive from the
appropriate departments, the requested documents together with a memorandum
regarding the request, listing the staff time involved in retrieving and redacting the
documents. The FOIA Coordinator shall review the departmental response for both
compliance with the Township poliry and consistency with the Township's response to
similar requests. Any required changes shall be immediately discussed with the responding
department or, if appropriate, the Township Attorney. The responding department shall

immediately make any changes directed by the Coordinator and provide the Coordinator
with revised documents as may be necessary.

The department will provide the requested records to the FOIA Coordinator no later than
four(4)daysfromreceiptoftherequest. Ifthisisnotpossible,thedepartmentshall notify

All written requests shall describe the public record or records requested sufficiently to
enable the FOIA Coordinator to find said public record.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

the FOIA Coordinator immediately. The Coordinator will contact the requesting party and
notify them of a 10-day extension oftime to respond, if appropriate.

If a department cannot provide a requested record because it does not exist, the FOIA
Coordinator will be notified in writing immediately. If a record does not exist in the form
requested, or if it is exempt under FOIA, the Coordinator will send a notice of denial, which
contains the required appeal information (see Section 6.4(d)).

In the event the request is to view public documents, a monitor (Township staft person

designated by the FOIA Coordinator) will be assigned. The requestor shall be notified of
the scheduled day and time for the inspection.

6.4(c)_-Payment of Costs - The requester will be invoiced by the FOIA Coordinator for
actual costs in filling the request. These costs are contained in the Administrative Fee

Sched u le. (lnse+nypert+nt)

Except as provided below, no fee shall be charged for searching, examining, reviewing, and

deleting and separating exempt from non-exempt material unless failure to charge a fee
would result in unreasonable high costs to the public body because of the nature of the
request in the pafticular instance, such as, by way of example, cases requiring advice from
legal counsel, additional staffing or other direct expenses not in the ordinary course of
business. (If a FOIA request is made for an easily identifled document consisting of a few
standard size pages, labor for the search, examination, and making deletions under the
FOIA would generally not present a case of unreasonably high costs to a public body. In
such a case, the Legislature has directed that no charge be imposed. If a request for "any
and all" documents as to a particular subject, requires a search of many boxes of records,

including review for exempt material which must be or may be deleted (per Section 13 of
the FOIA), and if that search, examination, and review involves numerous hours of labor,
charges may be imposed to avoid the unreasonably high cost arising from the nature of that
paticular request.)

In any case where the estimated actual cost to Hamburg Township of responding to a

request for a copy of a public record exceeds $50.00, a good faith deposit equal to 1/z of
the estimated cost of such response shall be required prior to completing the request. The
FOIA Coordinator shall be responsible for collecting the computed costs prior to the release

of the requested documents.

A copy of a public record shall be furnished, without charge for the first $20.00 of the fee
for each request, to an individual who submits an affidavit that he or she is then receiving
public assistance, or if not receiving public assistance, stating facts showing inability to pay

the cost because of indigency.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

If an individual has an outstanding FOIA bill, the information shall be turned over to the
Accounting Depatment for collections proceedings. The Township cannot refuse to comply
wlth subsequent FOIA requests due to an outstanding invoice.

The Township Board may waive some or all of the costs as may be in the public interest
because furnishing copies of the document(s) would be considered as primarily befitting the
general public.

6.4(d) Response - The initial response may be either grant or deny the requested
documents or extend the time for response up to ten (10) business days. The response
either granting or denying access in whole or in part to the requested documents must
contain the following:

1. An invoice containing a detailed breakdown and backup of the charges to process the
request.

2. Transmittal indicating where the requester may pick up the released documents and pay
the appropriate costs. This transmittal shall also include the following statement: "fre
Township does not waffant or guarantee the accuracy of the information provided.
Rather, it provides the documents only to comply in good faith with the Michigan
Freedom of Information Ad and not for any other purpose."

3. If any aspect of the response is less than a full granting of the request, the final
paragraph MUST be inserted exactly as follows:

"If you receive written notice that your request has been denied, in whole or in par{,
under Section 10 of the Freedom of Information A4 you may, at your option, either 1)
submit to the Hamburg Township Clerk a written appeal that specifically states the word
"appeal" and identifies the reason(s) for reversal for the disclosure denial; or 2) file a
lawsuit in the clrcuit court to compel Hamburg Townshipb disclosure of the record. If,
after judicial review, the circuit court determines that the Township has not complied
with the Act, you may be awarded reasonable attorney's fees and damages as specified
under the Act".

4, Material identified as exempt shall be forwarded to the requestor accompanied by a
transmittal letter indicating the speciflc reasons why any material is not being disclosed
together with the right to appeal or seek judicial review.

5-Reda€tiofts

6.4(e) Appeals - Under the Act, the requesting person has the option of pursuing an
appeal to the Hamburg Township Board or proceeding to circuit court. If the requesting
person wants to appeal to the Township Board, the requester must submit a written appeal
that specifically states the word "appeal" and identifies the reason or reasons for reversal
of the denial. The Township Board is not considered to have received a written appeal until
the first regularly scheduled meeting following submission of the appeal. Within ten days
after receiving the written appeal, the Township Board must do one of the following:

6

Item 1.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

1. Reverse the disclosure denial;

2. Issue a written notice to the requesting person upholding the disclosure denial;

3. Reverse the disclosure denial in paft and issue a written notice to the requesting person
upholding the disclosure denial in par! or

4. Under unusual circumstances, issue a notice extending for not more than 10 business
days the period during which the Township Board will respond to the written appeal.
The Township Board is prohibited from issuing more than one extension for any
particular appeal.

6.4(f) Document Storage - FOIA Documents tebe released by the Coordinator shall be
held for one year plus one day. If the requester fails to pay the amount due the Township,
or fails to pick up the documents, the documents may be rerycled, destroyed, or returned
to the appropriate department.

6.4(9) Record Keeping - The FOIA Coordinator shall maintain a chronological file of all
FOIA requests processed by him/her together with a copy of the document provided,
response letter, and invoice. These files must be maintained for a period of one year and
one day from the date of response.

6.5_-Incoming Mai! Uodated bv Board of Trustees

)cdxx/xx tlpdate+bfBoarffi(

1. All mail addressed to the Township is considered Township mail. Employees cannot
expect to use the Township P.O. Box or its physical address as a personal mail service.

2. All mail clearly and properly addressed to a specific individual or depadment will be

distributed unopened . The
mail recipient will assume full responsibillty for forwarding all invoices and documents
(or copies) scheduled for retention to the appropriate depaftments mailbox in a timely
fashion.

3. All mail with addressee not clearly specifled will be opened to determine proper

distribution with the following exceptions:

a. All mail addressed to the Police Depaftment will be distributed unopened.

b. All mail addressed to the Library, @, will be
distributed unopened. The Treasurer's Offiee will retain the original and forward a

c. Mail from the Assessor's Office returned by the USPS as undeliverable will be

distributed unopened.

d. Mail addressed to a specific individual marked "Personal and Confidential" will be
distributed unopened.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

6.6--Outgoing Mail Ljodated bv Board Trustees xx/)cdrx

Update+b)l Bear+eHrustees#(-
All outgoing mail must be stamped/metered and deposited in the outgoing mail box located

next to the postage machine by 4:00 PM, M+ Th. for same day Post offlce drop off unless

special arrangements are made with the Clerk's office.

6,7 
-Confi 

dential Information

Officials and employees shall not release any information to the media which would be a

violation of a citizen's or a member of general public right to privacy'

6.8 Social Media PolicY UDdated bv Board of es 8-4-22

Website.-et€'

e. All mail marked "Invoice" or other indication of request for payment will be delivered
to.

f. Any questions or concerns regarding the receipt and processing of incoming
Township mail shall be addressed with the Clerk's Office in a timely fashion in order
to expedite resolution.

g. The Clerk's Office reserves the right to open and inspect any suspicious mail with a

Township address that it deems necessary.

h. All mail will be processed and distributed on a daily basis.

Puroose: Hamburg Township suOOotts the use of social media technOlogv to enhance

cornnrr.rnication, collaboration, and exchanqe of information to further the goals of the

Townsfrip, rarhere aooropriate. This policy establishes policies and procedures for social media

covering all Townshio employees, Township Board members, and/or Committee members.

This Oolicv mav evolve as new technologies and social media offerinos change, or are

adopted.

5-€'h+De+idtiens
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

ffi

ffi

6.8(b) (a) Resoonsibilities

The Social Media Specialist will:

Develop and distribute social media posts on assigned mediums. such as Facebook.

X, Instagram, and/or the Township website or cable channel.

Assist Clerk in develooing press releases. newsletter articles, printed materials.
oresentations, etc,

Ensure all social media sites and channels are keot current.

Have authoritv to respond to comments for all Dosts.

Informational questions that can be easilv responded to.

Sensitive questions/comments, or that the specialist is not comfortable responding
to. will be referred to the assigned Social Media Director for suqgested response, if
any. The Director mav in turn refer to the Technoloqv Director for final action.

Monitors sites daily and resoonds to comments in a polite and resoectful tone.

Ensures that all content is appropriate. professional. and consistent with Township
Policv and branding.
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Abiliw to make comments via their own devices after hours as authorized/approved
bv their Depaftment Head and the Social Media Director.

Stav current with social media networks. and have the abilitv to measure

oetformance metrics.

Have a familiarity with the ads platform for each medium. if anv (useful).

Keeo the Social Media Director informed of the used social media sites and
activities.

Provide available reports. or cooies of posts/comments, as reouested throuoh
F.O.I.A. or bv the Hamburg Township Board of Trustees.

The Social Media Director(s) will:

Approve the Social Media Activity plans for their categorv, as well as the addition of
anv new olatforms. with approval from the Technologv Director.

Oversees and Is responsible for content oosted bv the Social Media Soecialist(s).

Authorizes Advertisinq BudgCts, if anv, for media campaiqns and boosted posts.

Desionate a Social Media Specialist and back-uo responsible for overseeino the
categorv's social media activities. policy comDliance, and respondinq to comments
comoletelv, accuratelv and in a timelv manner.

Desiqnate aopropriate usaoe levels including identifoing what social media accounts
individuals are aoproved to use, as well as defininq roles.

Monitor Google Information Panels and ensure accurate information is reflected and
post responses to comments as needed.

The Technology Director will:

Have final authoritv to edit or remove official social media sites-_and anv content
therein. should there be a securitv issue.

Maintain a list of aooroved social media nehvorks. passwords, registered email

addresses, and list of authorized site users for the purpose of emerqencv
management.

Provide training oppoftunities to staff on best practices and provide samples of
acceptable content.

Work with the Emergency Management Director to draft and distribute content in
an emergencv situation.
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HAMBURG TOWNSHIP
ADMINISTRATIVE PO LICIES & PROCEDURES MANUAL

Ensure all social media sites have the correct securiw settings with the assistance

of Social Media Specialist and their assigned Director.

6.8k) (b) Procedures

While the content for each Depaftment within the Township varies' the overall theme.

tone. and professionalism must be carried through. Examples of typical posts, as well as

ones used for media blasts/promotions. will be bv the Social Media Director' The

Technologv Director and each Social Media Director will ensure that the staff member
qiven the responsibiliW for the public face of the Department is:

Familiar with the content allowed based on applicable Federal and state laws, ordinances.

regulations. and Township policies. This includes but is not limited to laws regarding
personallv identifiable information, coOVright, records retention. First Amendment, Health

Insurance PortabiliW and AccountabiliW Act (HIPAA), The Privacv Act, and emolovment

related laws.

Is resoonsible and equioped to carry-out social media activiV in accordance with the

current TownshiP Social PolicY.

Deoartments who choose to utilize social media for things other than typical Dosts' such

as media blasts/promotions. shall:

Submit a Social Media Action Plan to their assiqned Social Media Manaoer. for oublic

events/adveftising, that identifies the deDartment's mission. goals. obiectives, audiences'

and measures of success.

Request. and have approved, a \not to exceedz budget for their efforts. Adveftising and

boosted posts can be successful in reachinq bevond organic reach, and cdn target SDecific

demooraphics for things Such aS: completino Survevs, public meetino announcements.

impotant safety related Dosts.

Mav approve the distribution/advertising through a vendor hired for sDecific Durooses such

as planning, engineering, etc. The social media Dlan would be developed by the

vendor/contractor and submitted to the Social Media Director and Technoloov Director for

approval.

6.8(d) (c) Authorized Use

Hamburg Township respects the riqht of any employee to engage in online social

networkinq using the Internet, other technology, and social media networks during their

personal time. This includes instant messaoes. text, video, photos, and audio. while we

respect the employee! riqht of self-exoression. in order to protect the TownshiD's

interests and ensure employees focus on theiliob duties. employees must adhere to the

followinq guidelines:
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

Employees may not enqaoe in such activlties during work time, or at anv time with
Township equipment or prooerU. without Social Media Director's aooroval. or within the
conflnes of the expected duties of Social Media Specialist.

Information oublished on social media networks that has to do with anv aspect of work
must comply with all confidentiality requirements, HIPAA. and Township Policies,

Information related to persons receiving services from the Township must not be
disclosed. Privacv rights of fellow employees and Township Board members must be
respected.

TownshiD Departments or emplovees mav not create a social networkino site or service to
conduct Township business without a Social Media Action Plan and aooroval from the
Social Media Director assigned to their cateqorv. with review by the Technology Director.

If the emplovee mentions the Township while engaging in social netvvorking and also
expresses a view or opinion regardino the Townshio's actions, the person must specifically
note that the statement is his/her oersonal vlew or opinion and not the view or opinion of
the Township. This standard disclaimer does not bv itself exempt supervisors. managers,
coordinators. and the Township Board from special responsibilitv when using personal

social networks.

Bv vitue of vour position as a Hamburg Township Emolovee. vou are held to a higher
standard than general members of the public, and vour online activities should reflect
professionalism.

Users must immediately report violations of this Dolicy to their manager or supervisor, as
well to the Human Resources Director.

All managers and suoervisors are responsible for enforcing this policy. Emplovees who
violate this policy are subject to discipline uo to and including termination from
employment, professional discipline, or criminal orosecution. in accordance with the
Hamburq Township Personnel Policv and Procedure Manual.

5.8(d (d) Aooroved Social Media Networks, Cable Channels, Websites

Departments shall onlv utilize Township approved social media networks for hostinq
official Township social media sites. A list will be maintained bv the Technoloov Director.
and made available to the Social Media Director(s). Networks mav vary for use dependinq
on the cateoorv of content.

Social Media Action Plans. for anvthing other than approved daily use. will be reviewed
and aporoved bv the Social Media Director and Technology Director prior to public release.

Social media sites that are created on behalf of anv Townshio Department that are not
approved by the Technology Director and Social Media Director, will be in violation of this
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HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

oolicv. Emolovees who violate this policv are subiect to disciplinarv actions as outlined in
the Personnel Policies and Procedures Manual.

For each aporoved social media networK usaqe guidelines will be relayed by the Social

Media Director.

The Social Media Specialist is responsible for the creation of Hamburg Township's social

media sites, at the direction of their Social Media Director and/or the Technologv Director.

Social media sites will be created usinq official Township email accounts. or other
approved email such as Gmail. on file with the Technologv Director.

Passwords will be created and maintained bv the Social Media Specialist. with copies on

file with the Technology Director, and will conform to password requirements. Passwords

shall be oromptly reset when authorized access is removed.

Social Media Directors shall notifv the Technologv Director immediately in the case of
termination for anv emplovee with authorized use of anv social media networks used by

the Townshio.

6,8(f| (e) AuthenticiW Establishment & Site Content

Hamburo Townshio's social media sites shall be created and maintained with identifiable

characteristics of an official Townshio site. Both creation and maintenance of sites, and

the content there in. shall complv with procedures as outlined in the Social Media

Handbook. Wherever possible, links should direct users back to the Township's official

website for more information, forms, documents, or online services. Social Media should

not serve as a duplication of efforts, but as a wav to further the goals and mission of the
Township.

A list of undesirable content and/or words oosted by external and authorized users will be

orovided to the Social Media Specialist who may remove them at their discretion, and/or
by the direction of the Social Media Director, as outlined in the Social Media handbook.

This includes. but is not limited to, removal of oublic comments using profanity and/or
inapproDriate imaqes.

All Township content will be informational and non-partisan in nature. Resident and visitor
comments on posts, including the request to remove inappropriate, insensitive' or
misleading information. will be responded to in a timelv manner.

6.8(e) (O SecuriW Compromise

If a comoromise is identified on anv official Township social media site, the managing

Social Media Director and the Technoloqy Director, must be notified immediatelv. The

Social Media Specialist will chanoe aopropriate passwords immediately to isolate the
incident. and archive comoromising content as outlined in the Social Media Handbook.
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HAMBURG TOWNSHIP
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The Technoloqy Director has final authoriw to edit or remove official social media sites.
And content therein should there be a securihr ue or At thp dirertinn nf the

Townshio Board.

6.8{hXq) Record of Updates

This DO will evo lve as new technol ooies and social media sites chanoeli

Purpese=

Deflnitiensr

€haffie#€bsite-r€t€'

eategoft

Enr€rgency Hanagement Bire€ter: Tewnship effi€ial, or stafF member, as listed in the

situation'

ising,

14

Item 1.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

-r^,.,-^hi^ rr^liA 'r vvvr r.J, ,,P , v,,Ly,

Tewnship Clerk: Maintains all reeerd of pubtie eemment; baekups; and is main peint of
ffi
nespemiO+Hties

@
a

a

presentationryt€r

a

e-
o

@
tene

e

pe*ormanee-me*+e+
a-
a

a€tivities
a

rc*
t

@
@

a

a-

15

Item 1.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

i^,{i.,!,.1',-l- ^-^ -^^'^.,^,{ }^ | '-^ -. r^,^ll -- l^fihih^ F^l^. ,r,hi^h ia f,,-}laa: ;6f|mliE rn

a

o_

@
a-

tnere+n-,-sneuH+hereSetre€uriEf issue;
a-

mafiagemen*
a

a€€eptabltrentent
.in

afi-emergeftqfsit$ahenr
a-

Pre€edures
While the eontent for eaeh Depaftment within the Township varies; the overall theme;

16

Item 1.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

- C' '!rmi+ ^ C^^i^l nr^,{i^ A-}i^h rtl-^ }^ }l,r^i- raaianaj C^^i^l nr^,li^

^, 
r vr P!,/rJlrv rrv\,r r'.q (l\rYr-r LrJrr ry, Lr rsr

lha l{anr**aanl'. 6i--i^h aaala al.rinalh,a^ -t',li^h^^- rnel 
-^ra,,.na 

aF a,,aaaaa
^,,+lih^.| i^ +h^ c^-i-l 

^r^,{i- 
LJ-h,lh^^|,

rng

i^t^-^-t- --,.{ ^^^"-^ ^a^l^',^^- E^-,,- ^^ +h^i- i^h .1"}i^^ ^*al^',^^- *,r-} --lh^-^ }^ ll.^

fo+bwin*guideliftes'

Eaala.,naa a-r, 
^^l 

anaraa in c al.r :r+ivi+iaa A,,-iaa,.,a.l' lin^ 
^F -I -hr, Iin^ r i!!r

-L' 
' 'P'vI\-\..) 

\-' 
'yqyL 

,, , t.lu , ,y Yvr-r N Lll r r!-. \Jr GrL sr r/ Ll| r r- vY,L, ,

,^,ill.rin lhn ranf;nna af +ha avanalazl zlr rlina aC Cnairl l\rla.lir C^^-i-li.+

'.,^-1. a,,^t -^,r^1.,..,i}h -ll -^aG,.l^^Ii- lih r -^^,'i,^F^^r.- IITD   -^-l't'^..,^^l-'ix

ffiustte+espeded-

^l^^ ^.,^-^^^^- ^ .,i^'., ^- ^^ihi^^ ,^^-:.li^^ +h^ -r^'.,^-l,ri^,- 
^-!i^^- +1..^ ^^-^^^ .^' '-$q,Jv L^P' LJJLJ q v, vP ,v, , , Lvq, w,, ,y r \rvYr.Jr rP ., lrr.Lr\rr rJ, Lr r\, PLr JU. r t r ruJL

.,i^.., ^. ^^ihi^^ ^f +h^ -r^'.,^-hi^ -rLria a}-nzlr-:l /ia-l-i-^- .l^^- ^^l l.., ir.-^lf ^\,^#a+

, UYY' rJ! 
"P

-^tu^r,-l f.aa *ra Caa.ial r\r^-Ji5 Dira-+6Ecaimzl Ia ll.air -^t^^^ , rli*r rauiaurAu

rrrgrrEr JEsrrqqrqrrrsrrErfrgruTTrrErrrsErrvrw
-t^^,,1A -^€1^-t ^-^f^--i^h- li--

-^^,i-^ t-^ -^-r' '-l 
-r^'.,^^hin h' 'ainnaa '.,ilh^'.1 ^ C^-i^l nr^,li^ A^Ii^^ rtl-a ^-/.1

^ AU UiFF' '^ ^f r,^' '' ^^-ili^h ra : lJrml..,,.a -r^r^,6.hi^ Emnla.,an hal.l !a r

-ey 

v,,Lu\- vt y(,u, PvJrL,\J,, crJ (j ,,(l,,,uu,y ,vvY J,,,P L,r,Pr\ryu\,, IL,u (J,\;
l.ri^h^r .I-^.I-F.| Ihrn aana.rl 6^mh^.. af |ha n, 'hlir rnrl ',a,,. ^hlih^ -^+n,i+i^.

P' v, LJJ'\,' 
'u'Irr 

I r.

a

Autherize+Use
Hamburgfownshi^ respeets the right of any employee te engage in online seeial
netwerking using the Internet; other teehnologyrand seeial media networks during their

17

Item 1.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

-^ .^.^ll +^ +h^ LJ' 'l.-^ D^?^, '-^^r ni-^^+^-

Emnla',aaa,.,ha.,inlrta +hia nnlia., -r^ -,,l.ri^-+ +^ ,{i.-ihlih^ ,'^ +^ -h.l inal,,;iaa

A*n-r.,a/ C^^i-l hr^-li- Nl^+'.,^-1,^ a^l. l^ /^h^^^^l^ liI^L'^i+^^.rPyr lrvrrLr rr\rLrgr r-r\;\Jrs rYrjLvvvr r\J, , YVELTJTLEJ

n^h-,}^^^-+- -h- ^-h, |,Iiti-^ 't-^,r,h-hi^ -^^"^.,^,.1 -^^i^t *^/li^ -^+..,^.t.^ fn- haali^^vLPu'LrrrLrrl,r Jrrsr vrrl P qPPrvv\?!r rrELvYvrr\., rvr rrv,Jl.rry

^6ri^i-l 
_r^,.,^^hi^ 

^^^i-l aazlir ailna   liF+,.,ill lr^ m^i-I^i^^,.{ l-.., +h^ -rarhrat^^., ni-^-}^-

to-publi€-releaser

r r\.,1 (JPP| r.,vL\r rJy L,,r- r\-\-,,t,v,vyy u,,LLL\J, r'r\;L,Irll L,rrEr-LUr /
Ui^lrl.i^- ^€ lki- h^li^, E--la.,aaa rr'[r^ r,i^l-+^ +rri- ^^li-., ^-^ ^' r]aj^^[ ]^ ,{i--ihlih-h,
^^l- -^^.^',^-l 1r., th^ -r^^trh^l^^\, ni-^-l^- ^^/.1 C^^i^l [r^/i- hi-^^+^. .^,ill h^ i^

v, r,,,J P\.,,,LI. L"'P'vIeeJ L"'J Pv'r\i/ sr\. .rL"{\iLr Lv \r,J\,'P."'s' I

Llr'ah.'-r _I-a'.,nahin,a aaairl .^azlir -i+^- ^h-ll l\^ ^-^^l^A ^--l #^i-f-i-^-l '.,ir.l.' ir^^r-ifi^hl^

mrinlnnrnaa ^6 -i+^- -h.l

ia

ffi
a

+e€hnol€gy€ireden
€-

e

a€€ess-is-remeve+
e-

@rtr

18

Item 1.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICIES & PROCEDURES MANUAL

6.9(a) Introduction
As pat of its administration of its cable franchise authority, the Township of Hamburg is
hereby establishing guidelines for the use of channel capacity on the cable system dedicated
by the Cable Franchise Grantee for governmental purposes. All regulations shall be
governed by applicable regulations of the Federal Communications Commission.

6.9(b) Background
Under the Cable Franchise Agreement, the Cable Franchise Grantee is required to supply
channel capacity for access to its cable system for governmental access purposes.

At the time of the adoption of this policy, video access is provided over one channel, Channel
191. Its broadcast signal is being carried over the Charter Spectrum Cable W Network.
The Technical Services Department of Hamburg Township maintains and operates Channel
191 under the direction of the Hamburg Township Board of Trustees.

These access guidelines establish rules, procedures and requirements to determine eligibility
to program the capacity and the acceptability of programming material for governmental

+ewnsntp'

provided to the Soeial-Media Speeialist who may remeve them at their diseretion; and/er

inapprepriateimages

Seeuriry+empremise

The Teehnolegy Direeter has final authority to edit or remove effieial soeial media sites;

+effisnip-eoar+

*eeere-e+Upeates
This peli€y will evelye as new t€€hnologies and soeial media sites €hange, I'lease refer te

6.9 Governmental Access Cable Television Channel Capacity Policy

This policy may be included in the Municode version of Hamburg Township Ordinances if so

designated and directed by the Hamburg Township Board ofTrustees.
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6,9(c) Purpose U ndated hv Board of Tnrslees xxlxxlxx

-The 
purpose of governmental and community cable TV access hereunder is to provide

to Hamburg Township Board, commissions, committees, departments and community
organizations an outlet for governmental and community information
-^,{ -l-^ -l;i}i^h-l ^-1, '--+i^h-l ra/ n,,hlir ihf^rn-}i^^ r,il^^

an+programmingT
and

announcements.

6.9(cX1) Eligible Governmental and Community Entities

Governmental access is intended both for in-service use by and between eligible government
entities and community groups and as a public service to the citizens of Hamburg.

6.g(cX2) Responsibilities of the Technical Services Department
A. Updated bv Board ofTrustees rx/xx/rx

&.A._Responsible for coordinating the operation of Channel 191 pursuant to the
direction of the Hamburg Township Board of Trustees. The Director of Technical
Services shall designate staff responsibilities for maintenance and operation of
Channel 191's station, equipment and programming.

C.E,__Provide the Township with advice concerning governmental issues that are
relevant to Hamburg and the development and procurement of information,
information services and programming responsive to those issues.

access, and otherwise set forth operating policies by which the Township will make use of
governmental access ca pacity.

A. Access to Channel Capacityi Upon application to the Township, governmental
access information or programming may be inserted over the cable system's
governmental access channel capacity by an ellgible governmental or community
entity.

B. Eligible Entities: The term "eligible entity" means the following:
i. Township Board of Trustees
ii. Executive personnel and administrative personnel of the Township of

Hamburg
iii. The Boards, commissions, committees and depaftments of Hamburg

Township
iv. The Hamburg Police Department;
v. The Hamburg Fire Depaftmenu
vi. Executive personnel and administrative personnel of Livingston County; and

the State of Michigan; and
vii. Other entities as may be allowed by the Township Board of Trustees.
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geverEmentd-issesr

FE_Shall be the primary interface with the cable television franchisee for the
purpose of scheduling franchisee-provided resources and facilities for the production
and cablecast of governmental access programming. All franchise agreements shall
be approved by the Township Board of Trustees and executed by the appropriate
Township elected offi cials.

G.E_Shall be responsible for collecting programming information and materials
from eligible governmental and community entities. The Township Board of Trustees
has ultimate authority with respect to programming and material transmitted over
the governmental access capacity.

lF.G=_Shall assist in and coordinate the production of governmental access
programming both onsite and offsite for such entities as they may require, subject
to available facilities, funds and personnel.

-r^,r,^.l.ri^ FI-FF -hJ ^+!r^'- ,,h^h t^^tt^-$

il-LShall review and approve all material or programming cablecast on governmental
access capacity pursuant to policy set by the Township Board.

K.J._Shall be responsible for reviewing accessibility options for the deaf and hard
of hearing community as such technologies may become available. The Township
Board ofTrustees shall have final approval for any contracts requlred to provide such
services.

trK._Shall be responsible for the physical and daily operation of the governmental
access channel capacity.

S4.L-_Chain of Command: The Technical Services Department shall report first to
the Township Supervisor, then to the Township Board ofTrustees.

I O.S(cX3) Programming uodated bv Board or rrustees xx/xx/xx

A, Programming Focus
Programming shall be primarily focused in four main areas:

-government programming;
-community programming;
-educational and community interest programmi ng;
-public service programming;
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All programming shall be of special interest and benefit to the residents of the Township of
Hamburg, and shall promote and further the goals and objectives of the Hamburg Township
Board for Hamburg Township. All applicable FCC regulations shall govern.

B. Programming Types

Automated News
Seruices Programming

Modules provided under agreements with
Leightronics, Inc. and/or other suppliers as
approved by the Township Board of
Trustees.

Live Live coverage may be provided, subject to
the preemption for any material that does
not com ply with these guidelines.

Remote Utilizing remote video production facilities
for on-localion tape-delayed cablecasts.

Video Delayed Events or presentations may be recorded
for cablecast at a later time. Recordings of
live cablecasts may be replayed

Locally
Programs

Produced Original programs that are governmental
and community programming may be
produced by eligible entities, including
production and production assistance by
Technical Services staff or others on behalf
of such eligible entities. Any copyrights to
locally produced programming shall
belong to the eligible entity producing
such program. If such eligible entity is not
organized and authorized to own such a
copyright, the copyright shall belong to the
Township or the County or the State with
direct jqjisdiction over the eligible enti$.

External Programs Governmental, community and
educational programming may be acquired
or borrowed by eligible entities for access.
The eligible entity shall be responsible for
securing all copyright authorizations
required for externally produced programs
and shall provide a written copy of such
authorizations upon application to
Technical Services staff to air such
programming.

Alphanumeric
Message Board

A governmental and community bulletin
board may be maintained to display
messages of local interest in Hamburg
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Township and Livingston County, Michigan
and a community calendar.

Data Computer applications may be integrated
over the access capacity as technology
permits.

/^ l'lraay+m I aa\,.-rry
+ees

D. Township Control
Hamburg Township reserues the right to control all programming, including all non-

profit adveftising, which is broadcast over the channels. No for-proflt adveftising is
permitted due to cable W franchise limitations. The right of control is a broad right,
including, but not limited to, control over any and all content (video, audio, graphics, text),
length of programming, broadcast schedule times, methods of production and broadcasting,
copyright of materials generated by Hamburg Township and any related fees, production
costs, broadcasting costs and/or equipment costs.

E. Political Programming
No "political programming" shall be accepted for governmental access except as may be
approved by the Hamburg Township Board of Trustees.

i. Definition of "Political programming"
a. That programming which, if insefted on the governmental or community access

channel capacity, would constitute a use by a legally qualified candidate or his or her
suppofters (authorized or unauthorized) that would give rise to requirements by a cable
operator, if such programming were to have been insefted on a cable channel subject to
the cable operator's control, to provide equal opportunities and quasi-equal opportunities to
other such candidates for the same office or their suppofters (authorized or unauthorized)
under Federal Communications Board CFCC") cable television regulations, e.g., 47 C.F.R.
576.3(q) and $76.205 et seq., and related FCC policies, rules and doctrines, including the
"personal attack rule."
b. "Meet the Candidate" and other issues-related forums held prior to elections may be
allowed as approved by the Hamburg Township Board of Trustees even though they may
be considered "political" programming.

ii. Deflnition of "Non-Political Programming"
For these guidelines, the following are considered news events and are not
"political programming : "
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a. Meetings of and hearings before the Hamburg Township Board and Hamburg
Township Planning Commission, Hamburg Zoning Board of Appeals; and any
other Hamburg Township government committees and departments.

b. Meetings of and hearings held by Livingston and Washtenaw County departments
affecting Hamburg Township residents and propefi owners.

c. Meetings of and hearings held by State of Michigan departments such as the
Michigan Depaftment of Natural Resources (MDNR), Michigan Department of
Environment, Great Lakes and Energy(MEGLE), Michigan State
Police(MSP)/Emergency Management, etc.

d. Meetings held by Federal regional government agencies such as FEMA/NFIP,
USCACE, and USGS for issues involving Hamburg Township residents and
propefi owners.

iii. Right of Refusal
Hamburg Township reserves the right to refuse cable broadcasting of programs which may
contain any of the following:

Unauthorized use of copyrighted material.
Violation of the State and Federal law regarding obscenity.
No programming shall be accepted for governmental
access if it contains obscene material, sexually explicit
conduct or material soliciting or promoting unlawful
conduct under Section 10(c) of the Cable Television
Consumer Protection and Competition Act of 1992 ("Cable
Act") as implemented regulations of the FCC.

Adveftising of a "lottery" as defined in 18 U.S.C. g 1304
and FCC regulation 47 C.F.R. q 213.
Unlawful invasion of privacy.
Material which is slanderous or defamatory.
Material which violates local, state or federal laws.
Any other material deemed inappropriate by the Hamburg
Township Board of Trustees.

F. Preview of Programming
Any programming submitted by an eligible governmental entity for access shall be
previewed by the Technical Seruices staff, or Township elected officials for acceptance.
Such programming may be edited to conform to these guidelines, or the programming may
be rejected. If concerns develop, the matter shall be referred to the Township Board for
review.

G. Alphanumeric Bulletin Board
Messages programmed into the "Bulletin Board" shall be edited to provide clarity and

to provide maximum use of the memory bank currently available. Message content generally
will not be edited, but will not be inserted if inconsistent with these guidelines
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H. Handling of Program Materials

i. Return of Refused Programming
Any programming submitted by an eligible entity for cable TV channel access that is not
accepted will be returned.

ii. Program Retainage
Programming accepted for governmental access will be retained, including recordings of live
programming, for the duration of the scheduled run of the programming, including repeat
exhibitions, and for any such period of time as may be applicable under the Township's
policies for programming return, receipt and record retention.

iii. Program Copying

a. Subject to copyright and licensing considerations, programming shall be available to
the public for copying one week after the last scheduled run. All requests for copies shall be
made pursuant to FOIA requirements.

b' The cost for copies of programming shall be set by the Township Clerk according to
the Township Schedule of Fees under FOIA.

c. Programming generated by entities other than Hamburg Township shall be obtained
directly from that entity and not from Hamburg Township.

I S.g(cX+) Programming Schedules Uodated bv Board ofTn lu/>u/ro<

A. Day to Day Management
i.@
Teehnieal Serviees 'taff are re^ponsible for seheduling. The day-to-day management of
schedules shall be through the Technical Services office.

',

@+nr

PR'ERITY
I#VEL

ct +DELI|IES

ines
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€able€astrdater

6.9(c)(5) Support for Access Programming - Underwriting

A. Franchise Fees
Channel 191 is presently maintained via franchise fees generated by cable TV
subscribers to the Chafter/Spectrum Cable TV Network in Hamburg Township as
budgeted for pursuant to allocation by the Hamburg Township Board of Trustees,

B. Underwriting Contributions

Individuals or organizations that provide contributions to the Township or to a municipal
instrumentality of the Township that is exempt from federal Income tax under section
501(cX3) of the Internal Revenue Code to suppoft governmental and community access
or specific programming of a public interest may be identified by name and, if a business or
organization, the display of their business or organization logo and tagline, consistent with
Section 3998 of the Communications Act of 1934, as amended, and FCC regulations (47
C.F.R. 5 73.503(d)) and policies and guidelines governing the noncommercial, educational
broadcast services with respect to so-called "underwriting announcements."

The names, addresses and phone numbers of individuals and/or organizations
provlding funding for production of programming must be disclosed to the Technical
Services Department and the same noted on the Production proposal.

C. Underwriting Credits

pregFammi

F' Right ef Seheduling Re^ervation Hamburg Township reserves the right te sehedule

eniEren; er eengin

B. Underwriting Disclosures
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i. Credit may appear at the beginning and/or end of the program identifying the
undenarriter. The display should be no longer than 10 seconds and the word "sponsor,,
cannot be used.

ii. The credit may include the words "This program made possible in part by _,'
followed by the undenvriter's name or logo. such undenririting announcements or
acknowledgments shall be for identification purposes only and shall not promote the
contributor's products, services or company. such announcements may not contain
comparative or qualitative descriptions, price information, calls to actlon or inducements to
buy, sell, rent or lease.

iv. Archiving/video-on-Demand: video recordings will be posted and made available to
the public free of charge on the Livestream/Vimeo or other similar video-on-demand internet
viewing service.

D. Undenarriting Payments
All undenvriting contribution funds shall be submitted to and paid to the Hamburg Township
Treasurer with receipts provided for same.

6.9(c)(6) Video Products

A. Video Copies

i. subject to copyright licensing requirements and FOIA requirements, copies of any
available Township of Hamburg programs, including Township Board meetings, shall be
provided to authorized rownship employees or departments for official use only, free of
charge, upon request.

ii. Copies of Township Board and other public meetings shall be provided to any citizen
at cost (to include administrative and overhead) in accordance with the provisions of
Schedule of Fees and Charges as set by the Technical Services Department in accordance
with FOIA requirements.

iii. Simulcasting: Township meetings shall be simulcast via Livestream/Vimeo services
software platform online and/or vla channel 191 on the charter/Spectrum cable w
network.

B. Videotape review
Video recordings will be posted and made available to the public free of charge on the
Livestream/Vimeo or other similar video-on-demand internet viewing service. FOIA requests
for video recordings transcribed to physical media such as DVDs or flash drives shall be
directed in writing to the Hamburg Township Clerk.

C. Archives

I
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i. It is the policy of the Township to maintain video tape archives of meetings of and
hearings before the Township Board of Trustees, the Hamburg Planning Commission (when
the Planning Commission proceedings are recorded), and the Hamburg Township Zoning
Board of Appeals pursuant to Township record retention policy as administered by the
Hamburg Township Clerk.

i. Copyright Clearance
All programming accepted for governmental access cable broadcasting shall be cleared for
copyright.

ii. Copyright Use Authorization
The eligible entity submitting the programming must have obtalned and provided to the
Technical services Department a specific authorization from the copyright holder of the
programming authorizing the "Township of Hamburg" to perform, edit and make ephemeral
recordings of the work consistent with these guidelines.

iii. Personal Release
In the case of live programming or recorded programming produced for access hereunder
that is not a public proceeding, permission or releases must be obtained from persons
depicted therein to use their likenesses, including printed, recorded and photographed
material. Written evidence of permission shall be submitted to the Technical Services
Department at the time of submission of the programming request by the entity on the
Production Proposal.

i. Warrant to Township

I

ii. Recording and record retention policies for all other meetings of and hearings before
other eligible entities shall be arranged by such entity in a manner acceptable to the
Township clerk, who is the designated Keeper of the Records for Hamburg Township.

iii. All recording and record retention policies shall be handled pursuant to current FOIA
regulations. Video recordings will be posted and made available to the public free of charge
on the Livestream/vimeo or other similar video-on-demand internet viewing service.

5.9(c)(7) Legal

A. Copyright and TrademarlVService Mark

iv, Trademark Clearance
Any trademark or service mark, depicted or audible, in any programming accepted

for governmental access shall be cleared in the same manner as for cofyright.

B. Errors and Omissions
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Eligible entities shall represent and warrant to the Township that they have all necessary
copyright, trademark, servlce mark and likeness (i.e., invasion of privary) permissions and
authorizations for the Township to cablecast the submitted programming consistent with
these guidelines and that such information or programming is not libelous, slanderous or
defamatory and is othenarise consistent with these guidelines.

Indemnifi cation of Township

such eligible entities shall indemnifu and defend the Township against damages and
loss, including reasonable attorney's fees, for any claims arising out of such representations
and warranties. Such indemnification shall also extend to the cable operatorto the extent it
is not exempt from liability under the cable Act or other applicable law. A copy of the
certificate of copyright authorization is to be attached as part of the Production proposal.

iii. Broadcasters'Liabilitylnsurance
The Township may obtain appropriate "broadcasters' liability" insurance, in which case it
may name such eligible entities as additional insureds and assess such entities, pro-rata,
the premium amount of any such insurance.

iv. Township as Named Insured
Alternatively, any such eligible entity that has or obtains such insurance shall name the
Township as an additional insured with respect to governmental access programming
cablecast pursuant to these guidelines.

6.9(cX8) Amendment and Repeal

The Hamburg Township Board of rrustees may from time to time amend or repeal
these guidelines as it deems fit.

6.10 Tax and Assessment Information policy
Uodated by Board of lrustees )c{xx/)o(

Hamburg Township office hours are Monday through
7:30 a.m. to 5:30 p.m.-During these hours Assessi

-Update+bf8oard'of+rustees*i#(

ng records are available
Thursday,
for public

p staff andinspection, unless an after hours'time is mutually agreed by Hamburg townshi
the individual requesting the records.

Residents, banks, mortgage companies and other entities requesting information regarding
tax amounts, special assessment payment amounts, propefty record cards, valuation
sheets, all available sale records, and maps can receive this information verbally jnd without
cost on up to five parcels.
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The public does not have unrestricted access to township offices, records or facilities. A
person may be required to inspect records at a specific counter or table in the view of
Township staff.

Records or files cannot be removed from the Township Offices.

Township officials assisting with the inspection of public records must inform any person
inspecting records that only pencils, and no pens or ink may be used to take notes.

Special assessment payoff amounts will be provided in writing via-fax, ermail or e-mail. flle

. Tax Amounts for Specific Years. Paid Status ofTaxes. Determination of Special Assessment Status. Amounts of Annual Special Assessment Payments. Assessinglnformation

May be required to do the following:

.-Sugmit#+eguest+in-W*rn9

. Receive all Responses in Writing Via Fax and Mail. Pay a fee as established by the Township FOIA poliry for each parcel on which
information is requested. The fee is payable at the time of the request by check,
money order, or cash.

(Adopted 5127197 - Amended 71124198 -Amended 2/3/15)

Individuals, corporations or entities requesting the following information on more than five
(5) parcels (with the exception of special assessment payoif amount) must be done in
writing.
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6.1(a) Couftesy - The primary goal of the Township is to serve the public. All staff and
employees will respond to requests for Township information from members of the public
with courtesy and efficiency. All officials and employees shall communicate with the public
in a friendly, courteous and efficient manner at all times.

All visitors to the Township hall shall be greeted in a friendly, helpful manner. The
:arnnlianial -h-ll ha ',h.1^' +h^ alr., Ia zlanr rrrmririo af fha'Iruraahin ralruLirubsll

Department heads shall make every effort to see visitors who need their assistance. When
workload or other commitments do not allow for an immediate meeting, the visitor will be
asked to make an appointment at a mutually convenient time.

The Township Supervisor and Clerk shall be notified in writing of any citizen complaint. The
notice shall include the name and address of the citizen, the nature of the complaint, and
how the complaint was resolved. The Supervisor or Clerk may make a subsequent inquiry
with the citizen to ensure the issue was resolved to the citizen's satisfaction.

The Supervisor and the Clerk shall be the public information omcers for the Township and
shall be responsible for public information associated with their departments of
responsibility. The Treasurer is responsible for supervising the preparation of the Township
newsletter. Public service announcements and media releases on Township government
events and responding to inquiries from the media or referring contact to other appropriate
Township offlcials shall be jointly coordinated by the Supervisor and the Clerk.

Township employees will refer all public information announcements to the Supervisor and
the Clerk prior to releasing them to the public or the media.

5,o--PUBLIC INFORMATION ion

6.1--Public Contact uoo"t"o ov eo"rd orrr.

Phone ealls to the Township shall be answered; "6ood Morning/Good Afternoon; Hamburg

6.1(b) Complaints and Problems - All citizen complaints and problems will be directed
to the appropriate office or olficial.

Complaints or other concerns received from a citizen shall be received with courtesy. The
official or employee will make every effort to resolve a complaint or problem, within the
official's or employee's scope of authority. Depaftment heads will be notified of all
complaints.

I o.z--public Information officer
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6.3_-Public Notices
xx/xx/xx

Ljodated bv Board of Trustees

6,3(a) Meeting Notices - The Township Clerk shall be responsible for posting all regular,
special and rescheduled Board meetings in conformance with the Open Meetings Act and
other State laws. Departments Heads shall be responsible for posting efspeetat meetings
related to their depaftment.

5.3(b) Public Notices - The Township Clerk shall be responsible for-delegalipn-and&r
assistance. or publishing and mailing all public notices required by State law, including but
not limited to:

l''_Beard ef Review meetings l.Board of Review meetings
2. Budget Public Hearings

3. Planninq Commission Public Hearinos
. Zoninq Board of ADDeals Hea flnos

5. Special Assessment District Hearings
6. Election Notices
7. Master Plan Adoption and Amendments Public Hearings
8. Truth-in-Taxation Notice
9. Board Meeting Minutes Synopsis
10. Request for Proposals

+L^i- ,l^^^'+m^^+
EI TSII \JEPUI LI I I\-I IL.

Update+b}lB€r+€Hru5tees ?\e)(-)o(

6.4 
-Freedom 

of Information Act Requests uodated bv of Tn rstees xx/xx/xx

Pursuant to P.A. 1976 No.442, as amended, and MCL 15.231, as amended (Freedom of
Information Act - FOIA) Hamburg Township provides access to all Township public

documents except those or portions of those exempt from release under FOIA. The policies

and procedures herein are intended to implement the requirements of FOIA and the release

of documents that exist at the time any requests for them are made.

All requests for copies of public documents or to review public documents must be in writing
with the exception of the following:

1. Copies of assessment/tax records by the property owner of his/her own property.

2. Copies of assessment/tax records that are reasonable and readily available at the
time of the request.

3. Copies of all current meeting agendas.
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4. Copies of all current minutes.

A written request , electronic mail, or
other electronic transmission, is not logged as received by the FOIA Coordinator until one
(1) business day after the electronic transmission is made. For a request to be considered
a sufficient writing to satisfy the FOIA, it must contain the following:

1. The name, address and contact information (i.e. phone number, email address) of
the requester.

2. A statement indicating that the requester will pay the costs allowable under the FOIA,
or documentation that the requester is receiving public assistance or other facts
showing inability to pay due to indigence.

Generally, oral requests for documents do not constitute a request under FOIA. However,
if a citizen making an oral request is disabled, either temporarily or permanently, so that
he/she is unable to make the request in writing, special accommodations must be made. It
is the duty of the department receiving the request to write out the request for the citizen
as an accommodation under American Disability Act (ADA). Once written, the request
should be processed as a formal request under FOIA.

6.4(a) FOIA Coordinators - The Township Board shall appoint a FOIA Coordinator' The
FOIA Coordinator may designate another individual(s) to act on his or her behalf in accepting
and processing requests for the public body's public records, and in approving a denial
pursuant to FOIA.

6,4(b) Processing - Often times a request for documents under FOIA will be received by
the specific department. The request must be immediately turned over to the FOIA

Coordinator for processing. The FOIA Coordinator in turn will request and receive from the
appropriate departments, the requested documents together with a memorandum
regarding the request, listing the staff time involved in retrieving and redacting the
documents. The FOIA Coordinator shall review the departmental response for both
compliance with the Township poliry and consistency with the Township's response to
similar requests. Any required changes shall be immediately discussed with the responding
department or, if appropriate, the Township Attorney. The responding department shall

immediately make any changes directed by the Coordinator and provide the Coordinator
with revised documents as may be necessary.

The department will provide the requested records to the FOIA Coordinator no later than
four(4)daysfromreceiptoftherequest. Ifthisisnotpossible,thedepartmentshall notify

All written requests shall describe the public record or records requested sufficiently to
enable the FOIA Coordinator to find said public record.
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the FOIA Coordinator immediately. The Coordinator will contact the requesting party and
notify them of a 10-day extension oftime to respond, if appropriate.

If a department cannot provide a requested record because it does not exist, the FOIA
Coordinator will be notified in writing immediately. If a record does not exist in the form
requested, or if it is exempt under FOIA, the Coordinator will send a notice of denial, which
contains the required appeal information (see Section 6.4(d)).

In the event the request is to view public documents, a monitor (Township staft person

designated by the FOIA Coordinator) will be assigned. The requestor shall be notified of
the scheduled day and time for the inspection.

6.4(c)_-Payment of Costs - The requester will be invoiced by the FOIA Coordinator for
actual costs in filling the request. These costs are contained in the Administrative Fee

Sched u le. (lnse+nypert+nt)

Except as provided below, no fee shall be charged for searching, examining, reviewing, and

deleting and separating exempt from non-exempt material unless failure to charge a fee
would result in unreasonable high costs to the public body because of the nature of the
request in the pafticular instance, such as, by way of example, cases requiring advice from
legal counsel, additional staffing or other direct expenses not in the ordinary course of
business. (If a FOIA request is made for an easily identifled document consisting of a few
standard size pages, labor for the search, examination, and making deletions under the
FOIA would generally not present a case of unreasonably high costs to a public body. In
such a case, the Legislature has directed that no charge be imposed. If a request for "any
and all" documents as to a particular subject, requires a search of many boxes of records,

including review for exempt material which must be or may be deleted (per Section 13 of
the FOIA), and if that search, examination, and review involves numerous hours of labor,
charges may be imposed to avoid the unreasonably high cost arising from the nature of that
paticular request.)

In any case where the estimated actual cost to Hamburg Township of responding to a

request for a copy of a public record exceeds $50.00, a good faith deposit equal to 1/z of
the estimated cost of such response shall be required prior to completing the request. The
FOIA Coordinator shall be responsible for collecting the computed costs prior to the release

of the requested documents.

A copy of a public record shall be furnished, without charge for the first $20.00 of the fee
for each request, to an individual who submits an affidavit that he or she is then receiving
public assistance, or if not receiving public assistance, stating facts showing inability to pay

the cost because of indigency.
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If an individual has an outstanding FOIA bill, the information shall be turned over to the
Accounting Depatment for collections proceedings. The Township cannot refuse to comply
wlth subsequent FOIA requests due to an outstanding invoice.

The Township Board may waive some or all of the costs as may be in the public interest
because furnishing copies of the document(s) would be considered as primarily befitting the
general public.

6.4(d) Response - The initial response may be either grant or deny the requested
documents or extend the time for response up to ten (10) business days. The response
either granting or denying access in whole or in part to the requested documents must
contain the following:

1. An invoice containing a detailed breakdown and backup of the charges to process the
request.

2. Transmittal indicating where the requester may pick up the released documents and pay
the appropriate costs. This transmittal shall also include the following statement: "fre
Township does not waffant or guarantee the accuracy of the information provided.
Rather, it provides the documents only to comply in good faith with the Michigan
Freedom of Information Ad and not for any other purpose."

3. If any aspect of the response is less than a full granting of the request, the final
paragraph MUST be inserted exactly as follows:

"If you receive written notice that your request has been denied, in whole or in par{,
under Section 10 of the Freedom of Information A4 you may, at your option, either 1)
submit to the Hamburg Township Clerk a written appeal that specifically states the word
"appeal" and identifies the reason(s) for reversal for the disclosure denial; or 2) file a
lawsuit in the clrcuit court to compel Hamburg Townshipb disclosure of the record. If,
after judicial review, the circuit court determines that the Township has not complied
with the Act, you may be awarded reasonable attorney's fees and damages as specified
under the Act".

4, Material identified as exempt shall be forwarded to the requestor accompanied by a
transmittal letter indicating the speciflc reasons why any material is not being disclosed
together with the right to appeal or seek judicial review.

5-Reda€tiofts

6.4(e) Appeals - Under the Act, the requesting person has the option of pursuing an
appeal to the Hamburg Township Board or proceeding to circuit court. If the requesting
person wants to appeal to the Township Board, the requester must submit a written appeal
that specifically states the word "appeal" and identifies the reason or reasons for reversal
of the denial. The Township Board is not considered to have received a written appeal until
the first regularly scheduled meeting following submission of the appeal. Within ten days
after receiving the written appeal, the Township Board must do one of the following:
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1. Reverse the disclosure denial;

2. Issue a written notice to the requesting person upholding the disclosure denial;

3. Reverse the disclosure denial in paft and issue a written notice to the requesting person
upholding the disclosure denial in par! or

4. Under unusual circumstances, issue a notice extending for not more than 10 business
days the period during which the Township Board will respond to the written appeal.
The Township Board is prohibited from issuing more than one extension for any
particular appeal.

6.4(f) Document Storage - FOIA Documents tebe released by the Coordinator shall be
held for one year plus one day. If the requester fails to pay the amount due the Township,
or fails to pick up the documents, the documents may be rerycled, destroyed, or returned
to the appropriate department.

6.4(9) Record Keeping - The FOIA Coordinator shall maintain a chronological file of all
FOIA requests processed by him/her together with a copy of the document provided,
response letter, and invoice. These files must be maintained for a period of one year and
one day from the date of response.

6.5_-Incoming Mai! Uodated bv Board of Trustees

)cdxx/xx tlpdate+bfBoarffi(

1. All mail addressed to the Township is considered Township mail. Employees cannot
expect to use the Township P.O. Box or its physical address as a personal mail service.

2. All mail clearly and properly addressed to a specific individual or depadment will be

distributed unopened . The
mail recipient will assume full responsibillty for forwarding all invoices and documents
(or copies) scheduled for retention to the appropriate depaftments mailbox in a timely
fashion.

3. All mail with addressee not clearly specifled will be opened to determine proper

distribution with the following exceptions:

a. All mail addressed to the Police Depaftment will be distributed unopened.

b. All mail addressed to the Library, @, will be
distributed unopened. The Treasurer's Offiee will retain the original and forward a

c. Mail from the Assessor's Office returned by the USPS as undeliverable will be

distributed unopened.

d. Mail addressed to a specific individual marked "Personal and Confidential" will be
distributed unopened.
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6.6--Outgoing Mail Ljodated bv Board Trustees xx/)cdrx

Update+b)l Bear+eHrustees#(-
All outgoing mail must be stamped/metered and deposited in the outgoing mail box located

next to the postage machine by 4:00 PM, M+ Th. for same day Post offlce drop off unless

special arrangements are made with the Clerk's office.

6,7 
-Confi 

dential Information

Officials and employees shall not release any information to the media which would be a

violation of a citizen's or a member of general public right to privacy'

6.8 Social Media PolicY UDdated bv Board of es 8-4-22

Website.-et€'

e. All mail marked "Invoice" or other indication of request for payment will be delivered
to.

f. Any questions or concerns regarding the receipt and processing of incoming
Township mail shall be addressed with the Clerk's Office in a timely fashion in order
to expedite resolution.

g. The Clerk's Office reserves the right to open and inspect any suspicious mail with a

Township address that it deems necessary.

h. All mail will be processed and distributed on a daily basis.

Puroose: Hamburg Township suOOotts the use of social media technOlogv to enhance

cornnrr.rnication, collaboration, and exchanqe of information to further the goals of the

Townsfrip, rarhere aooropriate. This policy establishes policies and procedures for social media

covering all Townshio employees, Township Board members, and/or Committee members.

This Oolicv mav evolve as new technologies and social media offerinos change, or are

adopted.

5-€'h+De+idtiens
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ffi

ffi

6.8(b) (a) Resoonsibilities

The Social Media Specialist will:

Develop and distribute social media posts on assigned mediums. such as Facebook.

X, Instagram, and/or the Township website or cable channel.

Assist Clerk in develooing press releases. newsletter articles, printed materials.
oresentations, etc,

Ensure all social media sites and channels are keot current.

Have authoritv to respond to comments for all Dosts.

Informational questions that can be easilv responded to.

Sensitive questions/comments, or that the specialist is not comfortable responding
to. will be referred to the assigned Social Media Director for suqgested response, if
any. The Director mav in turn refer to the Technoloqv Director for final action.

Monitors sites daily and resoonds to comments in a polite and resoectful tone.

Ensures that all content is appropriate. professional. and consistent with Township
Policv and branding.
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Abiliw to make comments via their own devices after hours as authorized/approved
bv their Depaftment Head and the Social Media Director.

Stav current with social media networks. and have the abilitv to measure

oetformance metrics.

Have a familiarity with the ads platform for each medium. if anv (useful).

Keeo the Social Media Director informed of the used social media sites and
activities.

Provide available reports. or cooies of posts/comments, as reouested throuoh
F.O.I.A. or bv the Hamburg Township Board of Trustees.

The Social Media Director(s) will:

Approve the Social Media Activity plans for their categorv, as well as the addition of
anv new olatforms. with approval from the Technologv Director.

Oversees and Is responsible for content oosted bv the Social Media Soecialist(s).

Authorizes Advertisinq BudgCts, if anv, for media campaiqns and boosted posts.

Desionate a Social Media Specialist and back-uo responsible for overseeino the
categorv's social media activities. policy comDliance, and respondinq to comments
comoletelv, accuratelv and in a timelv manner.

Desiqnate aopropriate usaoe levels including identifoing what social media accounts
individuals are aoproved to use, as well as defininq roles.

Monitor Google Information Panels and ensure accurate information is reflected and
post responses to comments as needed.

The Technology Director will:

Have final authoritv to edit or remove official social media sites-_and anv content
therein. should there be a securitv issue.

Maintain a list of aooroved social media nehvorks. passwords, registered email

addresses, and list of authorized site users for the purpose of emerqencv
management.

Provide training oppoftunities to staff on best practices and provide samples of
acceptable content.

Work with the Emergency Management Director to draft and distribute content in
an emergencv situation.
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Ensure all social media sites have the correct securiw settings with the assistance

of Social Media Specialist and their assigned Director.

6.8k) (b) Procedures

While the content for each Depaftment within the Township varies' the overall theme.

tone. and professionalism must be carried through. Examples of typical posts, as well as

ones used for media blasts/promotions. will be bv the Social Media Director' The

Technologv Director and each Social Media Director will ensure that the staff member
qiven the responsibiliW for the public face of the Department is:

Familiar with the content allowed based on applicable Federal and state laws, ordinances.

regulations. and Township policies. This includes but is not limited to laws regarding
personallv identifiable information, coOVright, records retention. First Amendment, Health

Insurance PortabiliW and AccountabiliW Act (HIPAA), The Privacv Act, and emolovment

related laws.

Is resoonsible and equioped to carry-out social media activiV in accordance with the

current TownshiP Social PolicY.

Deoartments who choose to utilize social media for things other than typical Dosts' such

as media blasts/promotions. shall:

Submit a Social Media Action Plan to their assiqned Social Media Manaoer. for oublic

events/adveftising, that identifies the deDartment's mission. goals. obiectives, audiences'

and measures of success.

Request. and have approved, a \not to exceedz budget for their efforts. Adveftising and

boosted posts can be successful in reachinq bevond organic reach, and cdn target SDecific

demooraphics for things Such aS: completino Survevs, public meetino announcements.

impotant safety related Dosts.

Mav approve the distribution/advertising through a vendor hired for sDecific Durooses such

as planning, engineering, etc. The social media Dlan would be developed by the

vendor/contractor and submitted to the Social Media Director and Technoloov Director for

approval.

6.8(d) (c) Authorized Use

Hamburg Township respects the riqht of any employee to engage in online social

networkinq using the Internet, other technology, and social media networks during their

personal time. This includes instant messaoes. text, video, photos, and audio. while we

respect the employee! riqht of self-exoression. in order to protect the TownshiD's

interests and ensure employees focus on theiliob duties. employees must adhere to the

followinq guidelines:
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Employees may not enqaoe in such activlties during work time, or at anv time with
Township equipment or prooerU. without Social Media Director's aooroval. or within the
conflnes of the expected duties of Social Media Specialist.

Information oublished on social media networks that has to do with anv aspect of work
must comply with all confidentiality requirements, HIPAA. and Township Policies,

Information related to persons receiving services from the Township must not be
disclosed. Privacv rights of fellow employees and Township Board members must be
respected.

TownshiD Departments or emplovees mav not create a social networkino site or service to
conduct Township business without a Social Media Action Plan and aooroval from the
Social Media Director assigned to their cateqorv. with review by the Technology Director.

If the emplovee mentions the Township while engaging in social netvvorking and also
expresses a view or opinion regardino the Townshio's actions, the person must specifically
note that the statement is his/her oersonal vlew or opinion and not the view or opinion of
the Township. This standard disclaimer does not bv itself exempt supervisors. managers,
coordinators. and the Township Board from special responsibilitv when using personal

social networks.

Bv vitue of vour position as a Hamburg Township Emolovee. vou are held to a higher
standard than general members of the public, and vour online activities should reflect
professionalism.

Users must immediately report violations of this Dolicy to their manager or supervisor, as
well to the Human Resources Director.

All managers and suoervisors are responsible for enforcing this policy. Emplovees who
violate this policy are subject to discipline uo to and including termination from
employment, professional discipline, or criminal orosecution. in accordance with the
Hamburq Township Personnel Policv and Procedure Manual.

5.8(d (d) Aooroved Social Media Networks, Cable Channels, Websites

Departments shall onlv utilize Township approved social media networks for hostinq
official Township social media sites. A list will be maintained bv the Technoloov Director.
and made available to the Social Media Director(s). Networks mav vary for use dependinq
on the cateoorv of content.

Social Media Action Plans. for anvthing other than approved daily use. will be reviewed
and aporoved bv the Social Media Director and Technology Director prior to public release.

Social media sites that are created on behalf of anv Townshio Department that are not
approved by the Technology Director and Social Media Director, will be in violation of this
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oolicv. Emolovees who violate this policv are subiect to disciplinarv actions as outlined in
the Personnel Policies and Procedures Manual.

For each aporoved social media networK usaqe guidelines will be relayed by the Social

Media Director.

The Social Media Specialist is responsible for the creation of Hamburg Township's social

media sites, at the direction of their Social Media Director and/or the Technologv Director.

Social media sites will be created usinq official Township email accounts. or other
approved email such as Gmail. on file with the Technologv Director.

Passwords will be created and maintained bv the Social Media Specialist. with copies on

file with the Technology Director, and will conform to password requirements. Passwords

shall be oromptly reset when authorized access is removed.

Social Media Directors shall notifv the Technologv Director immediately in the case of
termination for anv emplovee with authorized use of anv social media networks used by

the Townshio.

6,8(f| (e) AuthenticiW Establishment & Site Content

Hamburo Townshio's social media sites shall be created and maintained with identifiable

characteristics of an official Townshio site. Both creation and maintenance of sites, and

the content there in. shall complv with procedures as outlined in the Social Media

Handbook. Wherever possible, links should direct users back to the Township's official

website for more information, forms, documents, or online services. Social Media should

not serve as a duplication of efforts, but as a wav to further the goals and mission of the
Township.

A list of undesirable content and/or words oosted by external and authorized users will be

orovided to the Social Media Specialist who may remove them at their discretion, and/or
by the direction of the Social Media Director, as outlined in the Social Media handbook.

This includes. but is not limited to, removal of oublic comments using profanity and/or
inapproDriate imaqes.

All Township content will be informational and non-partisan in nature. Resident and visitor
comments on posts, including the request to remove inappropriate, insensitive' or
misleading information. will be responded to in a timelv manner.

6.8(e) (O SecuriW Compromise

If a comoromise is identified on anv official Township social media site, the managing

Social Media Director and the Technoloqy Director, must be notified immediatelv. The

Social Media Specialist will chanoe aopropriate passwords immediately to isolate the
incident. and archive comoromising content as outlined in the Social Media Handbook.
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The Technoloqy Director has final authoriw to edit or remove official social media sites.
And content therein should there be a securihr ue or At thp dirertinn nf the

Townshio Board.

6.8{hXq) Record of Updates

This DO will evo lve as new technol ooies and social media sites chanoeli

Purpese=

Deflnitiensr

€haffie#€bsite-r€t€'

eategoft

Enr€rgency Hanagement Bire€ter: Tewnship effi€ial, or stafF member, as listed in the

situation'

ising,
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6.9(a) Introduction
As pat of its administration of its cable franchise authority, the Township of Hamburg is
hereby establishing guidelines for the use of channel capacity on the cable system dedicated
by the Cable Franchise Grantee for governmental purposes. All regulations shall be
governed by applicable regulations of the Federal Communications Commission.

6.9(b) Background
Under the Cable Franchise Agreement, the Cable Franchise Grantee is required to supply
channel capacity for access to its cable system for governmental access purposes.

At the time of the adoption of this policy, video access is provided over one channel, Channel
191. Its broadcast signal is being carried over the Charter Spectrum Cable W Network.
The Technical Services Department of Hamburg Township maintains and operates Channel
191 under the direction of the Hamburg Township Board of Trustees.

These access guidelines establish rules, procedures and requirements to determine eligibility
to program the capacity and the acceptability of programming material for governmental

+ewnsntp'

provided to the Soeial-Media Speeialist who may remeve them at their diseretion; and/er

inapprepriateimages

Seeuriry+empremise

The Teehnolegy Direeter has final authority to edit or remove effieial soeial media sites;

+effisnip-eoar+

*eeere-e+Upeates
This peli€y will evelye as new t€€hnologies and soeial media sites €hange, I'lease refer te

6.9 Governmental Access Cable Television Channel Capacity Policy

This policy may be included in the Municode version of Hamburg Township Ordinances if so

designated and directed by the Hamburg Township Board ofTrustees.
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6,9(c) Purpose U ndated hv Board of Tnrslees xxlxxlxx

-The 
purpose of governmental and community cable TV access hereunder is to provide

to Hamburg Township Board, commissions, committees, departments and community
organizations an outlet for governmental and community information
-^,{ -l-^ -l;i}i^h-l ^-1, '--+i^h-l ra/ n,,hlir ihf^rn-}i^^ r,il^^

an+programmingT
and

announcements.

6.9(cX1) Eligible Governmental and Community Entities

Governmental access is intended both for in-service use by and between eligible government
entities and community groups and as a public service to the citizens of Hamburg.

6.g(cX2) Responsibilities of the Technical Services Department
A. Updated bv Board ofTrustees rx/xx/rx

&.A._Responsible for coordinating the operation of Channel 191 pursuant to the
direction of the Hamburg Township Board of Trustees. The Director of Technical
Services shall designate staff responsibilities for maintenance and operation of
Channel 191's station, equipment and programming.

C.E,__Provide the Township with advice concerning governmental issues that are
relevant to Hamburg and the development and procurement of information,
information services and programming responsive to those issues.

access, and otherwise set forth operating policies by which the Township will make use of
governmental access ca pacity.

A. Access to Channel Capacityi Upon application to the Township, governmental
access information or programming may be inserted over the cable system's
governmental access channel capacity by an ellgible governmental or community
entity.

B. Eligible Entities: The term "eligible entity" means the following:
i. Township Board of Trustees
ii. Executive personnel and administrative personnel of the Township of

Hamburg
iii. The Boards, commissions, committees and depaftments of Hamburg

Township
iv. The Hamburg Police Department;
v. The Hamburg Fire Depaftmenu
vi. Executive personnel and administrative personnel of Livingston County; and

the State of Michigan; and
vii. Other entities as may be allowed by the Township Board of Trustees.
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geverEmentd-issesr

FE_Shall be the primary interface with the cable television franchisee for the
purpose of scheduling franchisee-provided resources and facilities for the production
and cablecast of governmental access programming. All franchise agreements shall
be approved by the Township Board of Trustees and executed by the appropriate
Township elected offi cials.

G.E_Shall be responsible for collecting programming information and materials
from eligible governmental and community entities. The Township Board of Trustees
has ultimate authority with respect to programming and material transmitted over
the governmental access capacity.

lF.G=_Shall assist in and coordinate the production of governmental access
programming both onsite and offsite for such entities as they may require, subject
to available facilities, funds and personnel.

-r^,r,^.l.ri^ FI-FF -hJ ^+!r^'- ,,h^h t^^tt^-$

il-LShall review and approve all material or programming cablecast on governmental
access capacity pursuant to policy set by the Township Board.

K.J._Shall be responsible for reviewing accessibility options for the deaf and hard
of hearing community as such technologies may become available. The Township
Board ofTrustees shall have final approval for any contracts requlred to provide such
services.

trK._Shall be responsible for the physical and daily operation of the governmental
access channel capacity.

S4.L-_Chain of Command: The Technical Services Department shall report first to
the Township Supervisor, then to the Township Board ofTrustees.

I O.S(cX3) Programming uodated bv Board or rrustees xx/xx/xx

A, Programming Focus
Programming shall be primarily focused in four main areas:

-government programming;
-community programming;
-educational and community interest programmi ng;
-public service programming;
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All programming shall be of special interest and benefit to the residents of the Township of
Hamburg, and shall promote and further the goals and objectives of the Hamburg Township
Board for Hamburg Township. All applicable FCC regulations shall govern.

B. Programming Types

Automated News
Seruices Programming

Modules provided under agreements with
Leightronics, Inc. and/or other suppliers as
approved by the Township Board of
Trustees.

Live Live coverage may be provided, subject to
the preemption for any material that does
not com ply with these guidelines.

Remote Utilizing remote video production facilities
for on-localion tape-delayed cablecasts.

Video Delayed Events or presentations may be recorded
for cablecast at a later time. Recordings of
live cablecasts may be replayed

Locally
Programs

Produced Original programs that are governmental
and community programming may be
produced by eligible entities, including
production and production assistance by
Technical Services staff or others on behalf
of such eligible entities. Any copyrights to
locally produced programming shall
belong to the eligible entity producing
such program. If such eligible entity is not
organized and authorized to own such a
copyright, the copyright shall belong to the
Township or the County or the State with
direct jqjisdiction over the eligible enti$.

External Programs Governmental, community and
educational programming may be acquired
or borrowed by eligible entities for access.
The eligible entity shall be responsible for
securing all copyright authorizations
required for externally produced programs
and shall provide a written copy of such
authorizations upon application to
Technical Services staff to air such
programming.

Alphanumeric
Message Board

A governmental and community bulletin
board may be maintained to display
messages of local interest in Hamburg

52

Item 2.



HAMBURG TOWNSHIP
ADMINISTRATIVE POLICI & PROCEDURES MANUAL

Township and Livingston County, Michigan
and a community calendar.

Data Computer applications may be integrated
over the access capacity as technology
permits.

/^ l'lraay+m I aa\,.-rry
+ees

D. Township Control
Hamburg Township reserues the right to control all programming, including all non-

profit adveftising, which is broadcast over the channels. No for-proflt adveftising is
permitted due to cable W franchise limitations. The right of control is a broad right,
including, but not limited to, control over any and all content (video, audio, graphics, text),
length of programming, broadcast schedule times, methods of production and broadcasting,
copyright of materials generated by Hamburg Township and any related fees, production
costs, broadcasting costs and/or equipment costs.

E. Political Programming
No "political programming" shall be accepted for governmental access except as may be
approved by the Hamburg Township Board of Trustees.

i. Definition of "Political programming"
a. That programming which, if insefted on the governmental or community access

channel capacity, would constitute a use by a legally qualified candidate or his or her
suppofters (authorized or unauthorized) that would give rise to requirements by a cable
operator, if such programming were to have been insefted on a cable channel subject to
the cable operator's control, to provide equal opportunities and quasi-equal opportunities to
other such candidates for the same office or their suppofters (authorized or unauthorized)
under Federal Communications Board CFCC") cable television regulations, e.g., 47 C.F.R.
576.3(q) and $76.205 et seq., and related FCC policies, rules and doctrines, including the
"personal attack rule."
b. "Meet the Candidate" and other issues-related forums held prior to elections may be
allowed as approved by the Hamburg Township Board of Trustees even though they may
be considered "political" programming.

ii. Deflnition of "Non-Political Programming"
For these guidelines, the following are considered news events and are not
"political programming : "
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a. Meetings of and hearings before the Hamburg Township Board and Hamburg
Township Planning Commission, Hamburg Zoning Board of Appeals; and any
other Hamburg Township government committees and departments.

b. Meetings of and hearings held by Livingston and Washtenaw County departments
affecting Hamburg Township residents and propefi owners.

c. Meetings of and hearings held by State of Michigan departments such as the
Michigan Depaftment of Natural Resources (MDNR), Michigan Department of
Environment, Great Lakes and Energy(MEGLE), Michigan State
Police(MSP)/Emergency Management, etc.

d. Meetings held by Federal regional government agencies such as FEMA/NFIP,
USCACE, and USGS for issues involving Hamburg Township residents and
propefi owners.

iii. Right of Refusal
Hamburg Township reserves the right to refuse cable broadcasting of programs which may
contain any of the following:

Unauthorized use of copyrighted material.
Violation of the State and Federal law regarding obscenity.
No programming shall be accepted for governmental
access if it contains obscene material, sexually explicit
conduct or material soliciting or promoting unlawful
conduct under Section 10(c) of the Cable Television
Consumer Protection and Competition Act of 1992 ("Cable
Act") as implemented regulations of the FCC.

Adveftising of a "lottery" as defined in 18 U.S.C. g 1304
and FCC regulation 47 C.F.R. q 213.
Unlawful invasion of privacy.
Material which is slanderous or defamatory.
Material which violates local, state or federal laws.
Any other material deemed inappropriate by the Hamburg
Township Board of Trustees.

F. Preview of Programming
Any programming submitted by an eligible governmental entity for access shall be
previewed by the Technical Seruices staff, or Township elected officials for acceptance.
Such programming may be edited to conform to these guidelines, or the programming may
be rejected. If concerns develop, the matter shall be referred to the Township Board for
review.

G. Alphanumeric Bulletin Board
Messages programmed into the "Bulletin Board" shall be edited to provide clarity and

to provide maximum use of the memory bank currently available. Message content generally
will not be edited, but will not be inserted if inconsistent with these guidelines
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H. Handling of Program Materials

i. Return of Refused Programming
Any programming submitted by an eligible entity for cable TV channel access that is not
accepted will be returned.

ii. Program Retainage
Programming accepted for governmental access will be retained, including recordings of live
programming, for the duration of the scheduled run of the programming, including repeat
exhibitions, and for any such period of time as may be applicable under the Township's
policies for programming return, receipt and record retention.

iii. Program Copying

a. Subject to copyright and licensing considerations, programming shall be available to
the public for copying one week after the last scheduled run. All requests for copies shall be
made pursuant to FOIA requirements.

b' The cost for copies of programming shall be set by the Township Clerk according to
the Township Schedule of Fees under FOIA.

c. Programming generated by entities other than Hamburg Township shall be obtained
directly from that entity and not from Hamburg Township.

I S.g(cX+) Programming Schedules Uodated bv Board ofTn lu/>u/ro<

A. Day to Day Management
i.@
Teehnieal Serviees 'taff are re^ponsible for seheduling. The day-to-day management of
schedules shall be through the Technical Services office.

',

@+nr
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€able€astrdater

6.9(c)(5) Support for Access Programming - Underwriting

A. Franchise Fees
Channel 191 is presently maintained via franchise fees generated by cable TV
subscribers to the Chafter/Spectrum Cable TV Network in Hamburg Township as
budgeted for pursuant to allocation by the Hamburg Township Board of Trustees,

B. Underwriting Contributions

Individuals or organizations that provide contributions to the Township or to a municipal
instrumentality of the Township that is exempt from federal Income tax under section
501(cX3) of the Internal Revenue Code to suppoft governmental and community access
or specific programming of a public interest may be identified by name and, if a business or
organization, the display of their business or organization logo and tagline, consistent with
Section 3998 of the Communications Act of 1934, as amended, and FCC regulations (47
C.F.R. 5 73.503(d)) and policies and guidelines governing the noncommercial, educational
broadcast services with respect to so-called "underwriting announcements."

The names, addresses and phone numbers of individuals and/or organizations
provlding funding for production of programming must be disclosed to the Technical
Services Department and the same noted on the Production proposal.

C. Underwriting Credits

pregFammi

F' Right ef Seheduling Re^ervation Hamburg Township reserves the right te sehedule

eniEren; er eengin

B. Underwriting Disclosures
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i. Credit may appear at the beginning and/or end of the program identifying the
undenarriter. The display should be no longer than 10 seconds and the word "sponsor,,
cannot be used.

ii. The credit may include the words "This program made possible in part by _,'
followed by the undenvriter's name or logo. such undenririting announcements or
acknowledgments shall be for identification purposes only and shall not promote the
contributor's products, services or company. such announcements may not contain
comparative or qualitative descriptions, price information, calls to actlon or inducements to
buy, sell, rent or lease.

iv. Archiving/video-on-Demand: video recordings will be posted and made available to
the public free of charge on the Livestream/Vimeo or other similar video-on-demand internet
viewing service.

D. Undenarriting Payments
All undenvriting contribution funds shall be submitted to and paid to the Hamburg Township
Treasurer with receipts provided for same.

6.9(c)(6) Video Products

A. Video Copies

i. subject to copyright licensing requirements and FOIA requirements, copies of any
available Township of Hamburg programs, including Township Board meetings, shall be
provided to authorized rownship employees or departments for official use only, free of
charge, upon request.

ii. Copies of Township Board and other public meetings shall be provided to any citizen
at cost (to include administrative and overhead) in accordance with the provisions of
Schedule of Fees and Charges as set by the Technical Services Department in accordance
with FOIA requirements.

iii. Simulcasting: Township meetings shall be simulcast via Livestream/Vimeo services
software platform online and/or vla channel 191 on the charter/Spectrum cable w
network.

B. Videotape review
Video recordings will be posted and made available to the public free of charge on the
Livestream/Vimeo or other similar video-on-demand internet viewing service. FOIA requests
for video recordings transcribed to physical media such as DVDs or flash drives shall be
directed in writing to the Hamburg Township Clerk.

C. Archives

I
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i. It is the policy of the Township to maintain video tape archives of meetings of and
hearings before the Township Board of Trustees, the Hamburg Planning Commission (when
the Planning Commission proceedings are recorded), and the Hamburg Township Zoning
Board of Appeals pursuant to Township record retention policy as administered by the
Hamburg Township Clerk.

i. Copyright Clearance
All programming accepted for governmental access cable broadcasting shall be cleared for
copyright.

ii. Copyright Use Authorization
The eligible entity submitting the programming must have obtalned and provided to the
Technical services Department a specific authorization from the copyright holder of the
programming authorizing the "Township of Hamburg" to perform, edit and make ephemeral
recordings of the work consistent with these guidelines.

iii. Personal Release
In the case of live programming or recorded programming produced for access hereunder
that is not a public proceeding, permission or releases must be obtained from persons
depicted therein to use their likenesses, including printed, recorded and photographed
material. Written evidence of permission shall be submitted to the Technical Services
Department at the time of submission of the programming request by the entity on the
Production Proposal.

i. Warrant to Township

I

ii. Recording and record retention policies for all other meetings of and hearings before
other eligible entities shall be arranged by such entity in a manner acceptable to the
Township clerk, who is the designated Keeper of the Records for Hamburg Township.

iii. All recording and record retention policies shall be handled pursuant to current FOIA
regulations. Video recordings will be posted and made available to the public free of charge
on the Livestream/vimeo or other similar video-on-demand internet viewing service.

5.9(c)(7) Legal

A. Copyright and TrademarlVService Mark

iv, Trademark Clearance
Any trademark or service mark, depicted or audible, in any programming accepted

for governmental access shall be cleared in the same manner as for cofyright.

B. Errors and Omissions
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Eligible entities shall represent and warrant to the Township that they have all necessary
copyright, trademark, servlce mark and likeness (i.e., invasion of privary) permissions and
authorizations for the Township to cablecast the submitted programming consistent with
these guidelines and that such information or programming is not libelous, slanderous or
defamatory and is othenarise consistent with these guidelines.

Indemnifi cation of Township

such eligible entities shall indemnifu and defend the Township against damages and
loss, including reasonable attorney's fees, for any claims arising out of such representations
and warranties. Such indemnification shall also extend to the cable operatorto the extent it
is not exempt from liability under the cable Act or other applicable law. A copy of the
certificate of copyright authorization is to be attached as part of the Production proposal.

iii. Broadcasters'Liabilitylnsurance
The Township may obtain appropriate "broadcasters' liability" insurance, in which case it
may name such eligible entities as additional insureds and assess such entities, pro-rata,
the premium amount of any such insurance.

iv. Township as Named Insured
Alternatively, any such eligible entity that has or obtains such insurance shall name the
Township as an additional insured with respect to governmental access programming
cablecast pursuant to these guidelines.

6.9(cX8) Amendment and Repeal

The Hamburg Township Board of rrustees may from time to time amend or repeal
these guidelines as it deems fit.

6.10 Tax and Assessment Information policy
Uodated by Board of lrustees )c{xx/)o(

Hamburg Township office hours are Monday through
7:30 a.m. to 5:30 p.m.-During these hours Assessi

-Update+bf8oard'of+rustees*i#(

ng records are available
Thursday,
for public

p staff andinspection, unless an after hours'time is mutually agreed by Hamburg townshi
the individual requesting the records.

Residents, banks, mortgage companies and other entities requesting information regarding
tax amounts, special assessment payment amounts, propefty record cards, valuation
sheets, all available sale records, and maps can receive this information verbally jnd without
cost on up to five parcels.
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The public does not have unrestricted access to township offices, records or facilities. A
person may be required to inspect records at a specific counter or table in the view of
Township staff.

Records or files cannot be removed from the Township Offices.

Township officials assisting with the inspection of public records must inform any person
inspecting records that only pencils, and no pens or ink may be used to take notes.

Special assessment payoff amounts will be provided in writing via-fax, ermail or e-mail. flle

. Tax Amounts for Specific Years. Paid Status ofTaxes. Determination of Special Assessment Status. Amounts of Annual Special Assessment Payments. Assessinglnformation

May be required to do the following:

.-Sugmit#+eguest+in-W*rn9

. Receive all Responses in Writing Via Fax and Mail. Pay a fee as established by the Township FOIA poliry for each parcel on which
information is requested. The fee is payable at the time of the request by check,
money order, or cash.

(Adopted 5127197 - Amended 71124198 -Amended 2/3/15)

Individuals, corporations or entities requesting the following information on more than five
(5) parcels (with the exception of special assessment payoif amount) must be done in
writing.
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EffediveDate,.€3e++0$ Res€inds:

+it+,*€ede-ef€<liaanees Ne..-7=e

7,O Cedeof€rdinaneesCODE OF ORDINANCES
,lJpdated by BGrd of Trustees 3-4-25

As of 2021, the Hamburg Township Ordinances have been codified, and Municode supplies
web services to ensure our laws are accessible to the public. Our code gets updated on a
schedule agreed to by the Township Board, and any changes must be submitted to the
vendor upon adoption.

All changes in Ordinance, both for General Township Law as well as Zoning, must be

forwarded to Municode with supporting documents to be incorporated as a pending

change until codification is completed. The followinq orocedure should be used for
all Ordinance chanoes and it is hiohlv recommended that the orioinatino
ordinance document be obtained via the website.

jffrig iq lhe current location of our Code:

Jrttpsl/1!ibfary.municode.com/m!/hamburgjowngh!p,-(!ly!!'g9t!!-co)1qqdq91q9dq:qf-qqdi
nanceq

Before ordinance Supplements are processed, the updates are approved at a Township
Board meeting. For General Ordinances revisions there is a ls Reading and 2nd reading
prior to adoption. For Zoning Ordinance revisions there will be a single reading prior to
adoption after their review process is completed. In both cases the changes must be

published in a newspaper of record before taking effect. The steps of the Ordinance

Supplemental Procedure are :

7.L Ordinance Supplemental Procedure

l-.-Staff proposes change/addition to Township Board at a Work Session meeting
1

a. Copy of original text is provided to Board along with cover memo/bullet points

b. Board provides comments and authorization to proceed

c, Board indicates if Attorney should be included in development and/or review
process

I *-Staff completes change/addition to Ordinance - Draft

Fomatted: Font: (Default) Tahoma

Fomatted: Font color: Auto

Formatted: No underline, Font color: Auto

Formatted: No underline, Font color: Auto

Formatted: Font color: Auto

Fomatted: Numbered + Level: I + Numbering Style: 1, 2,

3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
Indentat:0.5"

Paee-l-ef4t
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2.

a, Assigns a number in the Code of Ordinances - Master Index (Appendix 1) -
shared file

i. General Ordinances - Tab 1 - Ordinance Coordinator will assign
ii. Zoning Ordinances -Tab 2 - Zoning staff will assign

b. Works with Township Attorney, if applicable, to finalize Draft ordinance
(Appendix 4)

i. Templates for both General and Zoning Ordinances available in shared
file

ii. Examples of General and Zoning Ordinances available in shared file

c. Ordinance changes which include Civil Infraction penalties, must be assigned
a Class

d. Attorney to provide opinion/clarification/review memo, if needed/requested by
Board

3, Staff proceeds with approval process

a. Zoning
i. Planning Commission Approval
ii, Livingston County Planning Commission Approval
iii. Township Board Approval (single reading)

b. General
i. Township Board (first reading)
ii. Township Board (second reading)

4. Once approved by Township Board

a. Staff provides drafVred-lined version and/or final word doc of numbered
ordinance to Ordinance Coordinator with:

i. Code of Ordinances - Supplemental Request Form (Appendix 2)
refl ecting approval dates

ii. Suppofting Documents in PDF format (including Attorney opinion, if
any)

b. Staff provides Clerk's Office with publication language either in full or summary
format

c. Clerk's Office determines effective date of ordinance and files publication

iii-.i. New Ordinances will be published in their entirety and must include'---

Formatted: Font: (Default) Tahoma

Fomatted: Numbered + Level: 1 + Numbering Style: 1, 2,

3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5"

Formattedr Numbered + Level: 1 + Numbering Style: i, ii,
iii, ... + Start at: I + Alignment: Right + Aligned at: 1.38" +
Indent at: 1.63"

Paee4-e+++
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Ceftification clause
iv-.jj-Ordinance changes/additions exceeding two pages may be published

in summary format which must be submitted to the Clerk's Office,
prior to the 2nd reading, in a final single-spaced Word version which
must include Certification clause

d, Certification Clause is as follows:
v,L-I, (Clerk), the duly qualified Clerk for the Township of Hamburg,'

Livingston County, Michigan, do hereby certify that the foregoing is a

true and complete copy of the Ordinance adopted by the Township
Board at a meeting held on (date). The original is on file in the Office

of the TownshiP Clerk.
vi-.jj-By: (Clerk) (Signature line)

vii'iii, Introduced: (First reading date)
viii-.jfL-Adopted: (Second reading date/when motion was passed)

ir.y--Effective: (Date the law/change becomes effective) (Clerk assists with
this)

r.v!--Published: (Date the law/change is published) (Clerk assists with this)

3,5. llerk Staff finalizes Ordinalce documqn! arld has Qlelk qign and sqal !he'
ordinance
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6.1(a) Couftesy - The primary goal of the Township is to serve the public. All staff and
employees will respond to requests for Township information from members of the public
with courtesy and efficiency. All officials and employees shall communicate with the public
in a friendly, courteous and efficient manner at all times.

All visitors to the Township hall shall be greeted in a friendly, helpful manner. The
:arnnlianial -h-ll ha ',h.1^' +h^ alr., Ia zlanr rrrmririo af fha'Iruraahin ralruLirubsll

Department heads shall make every effort to see visitors who need their assistance. When
workload or other commitments do not allow for an immediate meeting, the visitor will be
asked to make an appointment at a mutually convenient time.

The Township Supervisor and Clerk shall be notified in writing of any citizen complaint. The
notice shall include the name and address of the citizen, the nature of the complaint, and
how the complaint was resolved. The Supervisor or Clerk may make a subsequent inquiry
with the citizen to ensure the issue was resolved to the citizen's satisfaction.

The Supervisor and the Clerk shall be the public information omcers for the Township and
shall be responsible for public information associated with their departments of
responsibility. The Treasurer is responsible for supervising the preparation of the Township
newsletter. Public service announcements and media releases on Township government
events and responding to inquiries from the media or referring contact to other appropriate
Township offlcials shall be jointly coordinated by the Supervisor and the Clerk.

Township employees will refer all public information announcements to the Supervisor and
the Clerk prior to releasing them to the public or the media.

5,o--PUBLIC INFORMATION ion

6.1--Public Contact uoo"t"o ov eo"rd orrr.

Phone ealls to the Township shall be answered; "6ood Morning/Good Afternoon; Hamburg

6.1(b) Complaints and Problems - All citizen complaints and problems will be directed
to the appropriate office or olficial.

Complaints or other concerns received from a citizen shall be received with courtesy. The
official or employee will make every effort to resolve a complaint or problem, within the
official's or employee's scope of authority. Depaftment heads will be notified of all
complaints.

I o.z--public Information officer
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6.3_-Public Notices
xx/xx/xx

Ljodated bv Board of Trustees

6,3(a) Meeting Notices - The Township Clerk shall be responsible for posting all regular,
special and rescheduled Board meetings in conformance with the Open Meetings Act and
other State laws. Departments Heads shall be responsible for posting efspeetat meetings
related to their depaftment.

5.3(b) Public Notices - The Township Clerk shall be responsible for-delegalipn-and&r
assistance. or publishing and mailing all public notices required by State law, including but
not limited to:

l''_Beard ef Review meetings l.Board of Review meetings
2. Budget Public Hearings

3. Planninq Commission Public Hearinos
. Zoninq Board of ADDeals Hea flnos

5. Special Assessment District Hearings
6. Election Notices
7. Master Plan Adoption and Amendments Public Hearings
8. Truth-in-Taxation Notice
9. Board Meeting Minutes Synopsis
10. Request for Proposals

+L^i- ,l^^^'+m^^+
EI TSII \JEPUI LI I I\-I IL.

Update+b}lB€r+€Hru5tees ?\e)(-)o(

6.4 
-Freedom 

of Information Act Requests uodated bv of Tn rstees xx/xx/xx

Pursuant to P.A. 1976 No.442, as amended, and MCL 15.231, as amended (Freedom of
Information Act - FOIA) Hamburg Township provides access to all Township public

documents except those or portions of those exempt from release under FOIA. The policies

and procedures herein are intended to implement the requirements of FOIA and the release

of documents that exist at the time any requests for them are made.

All requests for copies of public documents or to review public documents must be in writing
with the exception of the following:

1. Copies of assessment/tax records by the property owner of his/her own property.

2. Copies of assessment/tax records that are reasonable and readily available at the
time of the request.

3. Copies of all current meeting agendas.
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4. Copies of all current minutes.

A written request , electronic mail, or
other electronic transmission, is not logged as received by the FOIA Coordinator until one
(1) business day after the electronic transmission is made. For a request to be considered
a sufficient writing to satisfy the FOIA, it must contain the following:

1. The name, address and contact information (i.e. phone number, email address) of
the requester.

2. A statement indicating that the requester will pay the costs allowable under the FOIA,
or documentation that the requester is receiving public assistance or other facts
showing inability to pay due to indigence.

Generally, oral requests for documents do not constitute a request under FOIA. However,
if a citizen making an oral request is disabled, either temporarily or permanently, so that
he/she is unable to make the request in writing, special accommodations must be made. It
is the duty of the department receiving the request to write out the request for the citizen
as an accommodation under American Disability Act (ADA). Once written, the request
should be processed as a formal request under FOIA.

6.4(a) FOIA Coordinators - The Township Board shall appoint a FOIA Coordinator' The
FOIA Coordinator may designate another individual(s) to act on his or her behalf in accepting
and processing requests for the public body's public records, and in approving a denial
pursuant to FOIA.

6,4(b) Processing - Often times a request for documents under FOIA will be received by
the specific department. The request must be immediately turned over to the FOIA

Coordinator for processing. The FOIA Coordinator in turn will request and receive from the
appropriate departments, the requested documents together with a memorandum
regarding the request, listing the staff time involved in retrieving and redacting the
documents. The FOIA Coordinator shall review the departmental response for both
compliance with the Township poliry and consistency with the Township's response to
similar requests. Any required changes shall be immediately discussed with the responding
department or, if appropriate, the Township Attorney. The responding department shall

immediately make any changes directed by the Coordinator and provide the Coordinator
with revised documents as may be necessary.

The department will provide the requested records to the FOIA Coordinator no later than
four(4)daysfromreceiptoftherequest. Ifthisisnotpossible,thedepartmentshall notify

All written requests shall describe the public record or records requested sufficiently to
enable the FOIA Coordinator to find said public record.
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the FOIA Coordinator immediately. The Coordinator will contact the requesting party and
notify them of a 10-day extension oftime to respond, if appropriate.

If a department cannot provide a requested record because it does not exist, the FOIA
Coordinator will be notified in writing immediately. If a record does not exist in the form
requested, or if it is exempt under FOIA, the Coordinator will send a notice of denial, which
contains the required appeal information (see Section 6.4(d)).

In the event the request is to view public documents, a monitor (Township staft person

designated by the FOIA Coordinator) will be assigned. The requestor shall be notified of
the scheduled day and time for the inspection.

6.4(c)_-Payment of Costs - The requester will be invoiced by the FOIA Coordinator for
actual costs in filling the request. These costs are contained in the Administrative Fee

Sched u le. (lnse+nypert+nt)

Except as provided below, no fee shall be charged for searching, examining, reviewing, and

deleting and separating exempt from non-exempt material unless failure to charge a fee
would result in unreasonable high costs to the public body because of the nature of the
request in the pafticular instance, such as, by way of example, cases requiring advice from
legal counsel, additional staffing or other direct expenses not in the ordinary course of
business. (If a FOIA request is made for an easily identifled document consisting of a few
standard size pages, labor for the search, examination, and making deletions under the
FOIA would generally not present a case of unreasonably high costs to a public body. In
such a case, the Legislature has directed that no charge be imposed. If a request for "any
and all" documents as to a particular subject, requires a search of many boxes of records,

including review for exempt material which must be or may be deleted (per Section 13 of
the FOIA), and if that search, examination, and review involves numerous hours of labor,
charges may be imposed to avoid the unreasonably high cost arising from the nature of that
paticular request.)

In any case where the estimated actual cost to Hamburg Township of responding to a

request for a copy of a public record exceeds $50.00, a good faith deposit equal to 1/z of
the estimated cost of such response shall be required prior to completing the request. The
FOIA Coordinator shall be responsible for collecting the computed costs prior to the release

of the requested documents.

A copy of a public record shall be furnished, without charge for the first $20.00 of the fee
for each request, to an individual who submits an affidavit that he or she is then receiving
public assistance, or if not receiving public assistance, stating facts showing inability to pay

the cost because of indigency.
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If an individual has an outstanding FOIA bill, the information shall be turned over to the
Accounting Depatment for collections proceedings. The Township cannot refuse to comply
wlth subsequent FOIA requests due to an outstanding invoice.

The Township Board may waive some or all of the costs as may be in the public interest
because furnishing copies of the document(s) would be considered as primarily befitting the
general public.

6.4(d) Response - The initial response may be either grant or deny the requested
documents or extend the time for response up to ten (10) business days. The response
either granting or denying access in whole or in part to the requested documents must
contain the following:

1. An invoice containing a detailed breakdown and backup of the charges to process the
request.

2. Transmittal indicating where the requester may pick up the released documents and pay
the appropriate costs. This transmittal shall also include the following statement: "fre
Township does not waffant or guarantee the accuracy of the information provided.
Rather, it provides the documents only to comply in good faith with the Michigan
Freedom of Information Ad and not for any other purpose."

3. If any aspect of the response is less than a full granting of the request, the final
paragraph MUST be inserted exactly as follows:

"If you receive written notice that your request has been denied, in whole or in par{,
under Section 10 of the Freedom of Information A4 you may, at your option, either 1)
submit to the Hamburg Township Clerk a written appeal that specifically states the word
"appeal" and identifies the reason(s) for reversal for the disclosure denial; or 2) file a
lawsuit in the clrcuit court to compel Hamburg Townshipb disclosure of the record. If,
after judicial review, the circuit court determines that the Township has not complied
with the Act, you may be awarded reasonable attorney's fees and damages as specified
under the Act".

4, Material identified as exempt shall be forwarded to the requestor accompanied by a
transmittal letter indicating the speciflc reasons why any material is not being disclosed
together with the right to appeal or seek judicial review.

5-Reda€tiofts

6.4(e) Appeals - Under the Act, the requesting person has the option of pursuing an
appeal to the Hamburg Township Board or proceeding to circuit court. If the requesting
person wants to appeal to the Township Board, the requester must submit a written appeal
that specifically states the word "appeal" and identifies the reason or reasons for reversal
of the denial. The Township Board is not considered to have received a written appeal until
the first regularly scheduled meeting following submission of the appeal. Within ten days
after receiving the written appeal, the Township Board must do one of the following:
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1. Reverse the disclosure denial;

2. Issue a written notice to the requesting person upholding the disclosure denial;

3. Reverse the disclosure denial in paft and issue a written notice to the requesting person
upholding the disclosure denial in par! or

4. Under unusual circumstances, issue a notice extending for not more than 10 business
days the period during which the Township Board will respond to the written appeal.
The Township Board is prohibited from issuing more than one extension for any
particular appeal.

6.4(f) Document Storage - FOIA Documents tebe released by the Coordinator shall be
held for one year plus one day. If the requester fails to pay the amount due the Township,
or fails to pick up the documents, the documents may be rerycled, destroyed, or returned
to the appropriate department.

6.4(9) Record Keeping - The FOIA Coordinator shall maintain a chronological file of all
FOIA requests processed by him/her together with a copy of the document provided,
response letter, and invoice. These files must be maintained for a period of one year and
one day from the date of response.

6.5_-Incoming Mai! Uodated bv Board of Trustees

)cdxx/xx tlpdate+bfBoarffi(

1. All mail addressed to the Township is considered Township mail. Employees cannot
expect to use the Township P.O. Box or its physical address as a personal mail service.

2. All mail clearly and properly addressed to a specific individual or depadment will be

distributed unopened . The
mail recipient will assume full responsibillty for forwarding all invoices and documents
(or copies) scheduled for retention to the appropriate depaftments mailbox in a timely
fashion.

3. All mail with addressee not clearly specifled will be opened to determine proper

distribution with the following exceptions:

a. All mail addressed to the Police Depaftment will be distributed unopened.

b. All mail addressed to the Library, @, will be
distributed unopened. The Treasurer's Offiee will retain the original and forward a

c. Mail from the Assessor's Office returned by the USPS as undeliverable will be

distributed unopened.

d. Mail addressed to a specific individual marked "Personal and Confidential" will be
distributed unopened.
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6.6--Outgoing Mail Ljodated bv Board Trustees xx/)cdrx

Update+b)l Bear+eHrustees#(-
All outgoing mail must be stamped/metered and deposited in the outgoing mail box located

next to the postage machine by 4:00 PM, M+ Th. for same day Post offlce drop off unless

special arrangements are made with the Clerk's office.

6,7 
-Confi 

dential Information

Officials and employees shall not release any information to the media which would be a

violation of a citizen's or a member of general public right to privacy'

6.8 Social Media PolicY UDdated bv Board of es 8-4-22

Website.-et€'

e. All mail marked "Invoice" or other indication of request for payment will be delivered
to.

f. Any questions or concerns regarding the receipt and processing of incoming
Township mail shall be addressed with the Clerk's Office in a timely fashion in order
to expedite resolution.

g. The Clerk's Office reserves the right to open and inspect any suspicious mail with a

Township address that it deems necessary.

h. All mail will be processed and distributed on a daily basis.

Puroose: Hamburg Township suOOotts the use of social media technOlogv to enhance

cornnrr.rnication, collaboration, and exchanqe of information to further the goals of the

Townsfrip, rarhere aooropriate. This policy establishes policies and procedures for social media

covering all Townshio employees, Township Board members, and/or Committee members.

This Oolicv mav evolve as new technologies and social media offerinos change, or are

adopted.

5-€'h+De+idtiens
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ffi

ffi

6.8(b) (a) Resoonsibilities

The Social Media Specialist will:

Develop and distribute social media posts on assigned mediums. such as Facebook.

X, Instagram, and/or the Township website or cable channel.

Assist Clerk in develooing press releases. newsletter articles, printed materials.
oresentations, etc,

Ensure all social media sites and channels are keot current.

Have authoritv to respond to comments for all Dosts.

Informational questions that can be easilv responded to.

Sensitive questions/comments, or that the specialist is not comfortable responding
to. will be referred to the assigned Social Media Director for suqgested response, if
any. The Director mav in turn refer to the Technoloqv Director for final action.

Monitors sites daily and resoonds to comments in a polite and resoectful tone.

Ensures that all content is appropriate. professional. and consistent with Township
Policv and branding.
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Abiliw to make comments via their own devices after hours as authorized/approved
bv their Depaftment Head and the Social Media Director.

Stav current with social media networks. and have the abilitv to measure

oetformance metrics.

Have a familiarity with the ads platform for each medium. if anv (useful).

Keeo the Social Media Director informed of the used social media sites and
activities.

Provide available reports. or cooies of posts/comments, as reouested throuoh
F.O.I.A. or bv the Hamburg Township Board of Trustees.

The Social Media Director(s) will:

Approve the Social Media Activity plans for their categorv, as well as the addition of
anv new olatforms. with approval from the Technologv Director.

Oversees and Is responsible for content oosted bv the Social Media Soecialist(s).

Authorizes Advertisinq BudgCts, if anv, for media campaiqns and boosted posts.

Desionate a Social Media Specialist and back-uo responsible for overseeino the
categorv's social media activities. policy comDliance, and respondinq to comments
comoletelv, accuratelv and in a timelv manner.

Desiqnate aopropriate usaoe levels including identifoing what social media accounts
individuals are aoproved to use, as well as defininq roles.

Monitor Google Information Panels and ensure accurate information is reflected and
post responses to comments as needed.

The Technology Director will:

Have final authoritv to edit or remove official social media sites-_and anv content
therein. should there be a securitv issue.

Maintain a list of aooroved social media nehvorks. passwords, registered email

addresses, and list of authorized site users for the purpose of emerqencv
management.

Provide training oppoftunities to staff on best practices and provide samples of
acceptable content.

Work with the Emergency Management Director to draft and distribute content in
an emergencv situation.
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Ensure all social media sites have the correct securiw settings with the assistance

of Social Media Specialist and their assigned Director.

6.8k) (b) Procedures

While the content for each Depaftment within the Township varies' the overall theme.

tone. and professionalism must be carried through. Examples of typical posts, as well as

ones used for media blasts/promotions. will be bv the Social Media Director' The

Technologv Director and each Social Media Director will ensure that the staff member
qiven the responsibiliW for the public face of the Department is:

Familiar with the content allowed based on applicable Federal and state laws, ordinances.

regulations. and Township policies. This includes but is not limited to laws regarding
personallv identifiable information, coOVright, records retention. First Amendment, Health

Insurance PortabiliW and AccountabiliW Act (HIPAA), The Privacv Act, and emolovment

related laws.

Is resoonsible and equioped to carry-out social media activiV in accordance with the

current TownshiP Social PolicY.

Deoartments who choose to utilize social media for things other than typical Dosts' such

as media blasts/promotions. shall:

Submit a Social Media Action Plan to their assiqned Social Media Manaoer. for oublic

events/adveftising, that identifies the deDartment's mission. goals. obiectives, audiences'

and measures of success.

Request. and have approved, a \not to exceedz budget for their efforts. Adveftising and

boosted posts can be successful in reachinq bevond organic reach, and cdn target SDecific

demooraphics for things Such aS: completino Survevs, public meetino announcements.

impotant safety related Dosts.

Mav approve the distribution/advertising through a vendor hired for sDecific Durooses such

as planning, engineering, etc. The social media Dlan would be developed by the

vendor/contractor and submitted to the Social Media Director and Technoloov Director for

approval.

6.8(d) (c) Authorized Use

Hamburg Township respects the riqht of any employee to engage in online social

networkinq using the Internet, other technology, and social media networks during their

personal time. This includes instant messaoes. text, video, photos, and audio. while we

respect the employee! riqht of self-exoression. in order to protect the TownshiD's

interests and ensure employees focus on theiliob duties. employees must adhere to the

followinq guidelines:
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Employees may not enqaoe in such activlties during work time, or at anv time with
Township equipment or prooerU. without Social Media Director's aooroval. or within the
conflnes of the expected duties of Social Media Specialist.

Information oublished on social media networks that has to do with anv aspect of work
must comply with all confidentiality requirements, HIPAA. and Township Policies,

Information related to persons receiving services from the Township must not be
disclosed. Privacv rights of fellow employees and Township Board members must be
respected.

TownshiD Departments or emplovees mav not create a social networkino site or service to
conduct Township business without a Social Media Action Plan and aooroval from the
Social Media Director assigned to their cateqorv. with review by the Technology Director.

If the emplovee mentions the Township while engaging in social netvvorking and also
expresses a view or opinion regardino the Townshio's actions, the person must specifically
note that the statement is his/her oersonal vlew or opinion and not the view or opinion of
the Township. This standard disclaimer does not bv itself exempt supervisors. managers,
coordinators. and the Township Board from special responsibilitv when using personal

social networks.

Bv vitue of vour position as a Hamburg Township Emolovee. vou are held to a higher
standard than general members of the public, and vour online activities should reflect
professionalism.

Users must immediately report violations of this Dolicy to their manager or supervisor, as
well to the Human Resources Director.

All managers and suoervisors are responsible for enforcing this policy. Emplovees who
violate this policy are subject to discipline uo to and including termination from
employment, professional discipline, or criminal orosecution. in accordance with the
Hamburq Township Personnel Policv and Procedure Manual.

5.8(d (d) Aooroved Social Media Networks, Cable Channels, Websites

Departments shall onlv utilize Township approved social media networks for hostinq
official Township social media sites. A list will be maintained bv the Technoloov Director.
and made available to the Social Media Director(s). Networks mav vary for use dependinq
on the cateoorv of content.

Social Media Action Plans. for anvthing other than approved daily use. will be reviewed
and aporoved bv the Social Media Director and Technology Director prior to public release.

Social media sites that are created on behalf of anv Townshio Department that are not
approved by the Technology Director and Social Media Director, will be in violation of this
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oolicv. Emolovees who violate this policv are subiect to disciplinarv actions as outlined in
the Personnel Policies and Procedures Manual.

For each aporoved social media networK usaqe guidelines will be relayed by the Social

Media Director.

The Social Media Specialist is responsible for the creation of Hamburg Township's social

media sites, at the direction of their Social Media Director and/or the Technologv Director.

Social media sites will be created usinq official Township email accounts. or other
approved email such as Gmail. on file with the Technologv Director.

Passwords will be created and maintained bv the Social Media Specialist. with copies on

file with the Technology Director, and will conform to password requirements. Passwords

shall be oromptly reset when authorized access is removed.

Social Media Directors shall notifv the Technologv Director immediately in the case of
termination for anv emplovee with authorized use of anv social media networks used by

the Townshio.

6,8(f| (e) AuthenticiW Establishment & Site Content

Hamburo Townshio's social media sites shall be created and maintained with identifiable

characteristics of an official Townshio site. Both creation and maintenance of sites, and

the content there in. shall complv with procedures as outlined in the Social Media

Handbook. Wherever possible, links should direct users back to the Township's official

website for more information, forms, documents, or online services. Social Media should

not serve as a duplication of efforts, but as a wav to further the goals and mission of the
Township.

A list of undesirable content and/or words oosted by external and authorized users will be

orovided to the Social Media Specialist who may remove them at their discretion, and/or
by the direction of the Social Media Director, as outlined in the Social Media handbook.

This includes. but is not limited to, removal of oublic comments using profanity and/or
inapproDriate imaqes.

All Township content will be informational and non-partisan in nature. Resident and visitor
comments on posts, including the request to remove inappropriate, insensitive' or
misleading information. will be responded to in a timelv manner.

6.8(e) (O SecuriW Compromise

If a comoromise is identified on anv official Township social media site, the managing

Social Media Director and the Technoloqy Director, must be notified immediatelv. The

Social Media Specialist will chanoe aopropriate passwords immediately to isolate the
incident. and archive comoromising content as outlined in the Social Media Handbook.
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The Technoloqy Director has final authoriw to edit or remove official social media sites.
And content therein should there be a securihr ue or At thp dirertinn nf the

Townshio Board.

6.8{hXq) Record of Updates

This DO will evo lve as new technol ooies and social media sites chanoeli

Purpese=

Deflnitiensr
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Enr€rgency Hanagement Bire€ter: Tewnship effi€ial, or stafF member, as listed in the

situation'
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6.9(a) Introduction
As pat of its administration of its cable franchise authority, the Township of Hamburg is
hereby establishing guidelines for the use of channel capacity on the cable system dedicated
by the Cable Franchise Grantee for governmental purposes. All regulations shall be
governed by applicable regulations of the Federal Communications Commission.

6.9(b) Background
Under the Cable Franchise Agreement, the Cable Franchise Grantee is required to supply
channel capacity for access to its cable system for governmental access purposes.

At the time of the adoption of this policy, video access is provided over one channel, Channel
191. Its broadcast signal is being carried over the Charter Spectrum Cable W Network.
The Technical Services Department of Hamburg Township maintains and operates Channel
191 under the direction of the Hamburg Township Board of Trustees.

These access guidelines establish rules, procedures and requirements to determine eligibility
to program the capacity and the acceptability of programming material for governmental

+ewnsntp'

provided to the Soeial-Media Speeialist who may remeve them at their diseretion; and/er

inapprepriateimages

Seeuriry+empremise

The Teehnolegy Direeter has final authority to edit or remove effieial soeial media sites;

+effisnip-eoar+

*eeere-e+Upeates
This peli€y will evelye as new t€€hnologies and soeial media sites €hange, I'lease refer te

6.9 Governmental Access Cable Television Channel Capacity Policy

This policy may be included in the Municode version of Hamburg Township Ordinances if so

designated and directed by the Hamburg Township Board ofTrustees.
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6,9(c) Purpose U ndated hv Board of Tnrslees xxlxxlxx

-The 
purpose of governmental and community cable TV access hereunder is to provide

to Hamburg Township Board, commissions, committees, departments and community
organizations an outlet for governmental and community information
-^,{ -l-^ -l;i}i^h-l ^-1, '--+i^h-l ra/ n,,hlir ihf^rn-}i^^ r,il^^

an+programmingT
and

announcements.

6.9(cX1) Eligible Governmental and Community Entities

Governmental access is intended both for in-service use by and between eligible government
entities and community groups and as a public service to the citizens of Hamburg.

6.g(cX2) Responsibilities of the Technical Services Department
A. Updated bv Board ofTrustees rx/xx/rx

&.A._Responsible for coordinating the operation of Channel 191 pursuant to the
direction of the Hamburg Township Board of Trustees. The Director of Technical
Services shall designate staff responsibilities for maintenance and operation of
Channel 191's station, equipment and programming.

C.E,__Provide the Township with advice concerning governmental issues that are
relevant to Hamburg and the development and procurement of information,
information services and programming responsive to those issues.

access, and otherwise set forth operating policies by which the Township will make use of
governmental access ca pacity.

A. Access to Channel Capacityi Upon application to the Township, governmental
access information or programming may be inserted over the cable system's
governmental access channel capacity by an ellgible governmental or community
entity.

B. Eligible Entities: The term "eligible entity" means the following:
i. Township Board of Trustees
ii. Executive personnel and administrative personnel of the Township of

Hamburg
iii. The Boards, commissions, committees and depaftments of Hamburg

Township
iv. The Hamburg Police Department;
v. The Hamburg Fire Depaftmenu
vi. Executive personnel and administrative personnel of Livingston County; and

the State of Michigan; and
vii. Other entities as may be allowed by the Township Board of Trustees.
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geverEmentd-issesr

FE_Shall be the primary interface with the cable television franchisee for the
purpose of scheduling franchisee-provided resources and facilities for the production
and cablecast of governmental access programming. All franchise agreements shall
be approved by the Township Board of Trustees and executed by the appropriate
Township elected offi cials.

G.E_Shall be responsible for collecting programming information and materials
from eligible governmental and community entities. The Township Board of Trustees
has ultimate authority with respect to programming and material transmitted over
the governmental access capacity.

lF.G=_Shall assist in and coordinate the production of governmental access
programming both onsite and offsite for such entities as they may require, subject
to available facilities, funds and personnel.

-r^,r,^.l.ri^ FI-FF -hJ ^+!r^'- ,,h^h t^^tt^-$

il-LShall review and approve all material or programming cablecast on governmental
access capacity pursuant to policy set by the Township Board.

K.J._Shall be responsible for reviewing accessibility options for the deaf and hard
of hearing community as such technologies may become available. The Township
Board ofTrustees shall have final approval for any contracts requlred to provide such
services.

trK._Shall be responsible for the physical and daily operation of the governmental
access channel capacity.

S4.L-_Chain of Command: The Technical Services Department shall report first to
the Township Supervisor, then to the Township Board ofTrustees.

I O.S(cX3) Programming uodated bv Board or rrustees xx/xx/xx

A, Programming Focus
Programming shall be primarily focused in four main areas:

-government programming;
-community programming;
-educational and community interest programmi ng;
-public service programming;
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All programming shall be of special interest and benefit to the residents of the Township of
Hamburg, and shall promote and further the goals and objectives of the Hamburg Township
Board for Hamburg Township. All applicable FCC regulations shall govern.

B. Programming Types

Automated News
Seruices Programming

Modules provided under agreements with
Leightronics, Inc. and/or other suppliers as
approved by the Township Board of
Trustees.

Live Live coverage may be provided, subject to
the preemption for any material that does
not com ply with these guidelines.

Remote Utilizing remote video production facilities
for on-localion tape-delayed cablecasts.

Video Delayed Events or presentations may be recorded
for cablecast at a later time. Recordings of
live cablecasts may be replayed

Locally
Programs

Produced Original programs that are governmental
and community programming may be
produced by eligible entities, including
production and production assistance by
Technical Services staff or others on behalf
of such eligible entities. Any copyrights to
locally produced programming shall
belong to the eligible entity producing
such program. If such eligible entity is not
organized and authorized to own such a
copyright, the copyright shall belong to the
Township or the County or the State with
direct jqjisdiction over the eligible enti$.

External Programs Governmental, community and
educational programming may be acquired
or borrowed by eligible entities for access.
The eligible entity shall be responsible for
securing all copyright authorizations
required for externally produced programs
and shall provide a written copy of such
authorizations upon application to
Technical Services staff to air such
programming.

Alphanumeric
Message Board

A governmental and community bulletin
board may be maintained to display
messages of local interest in Hamburg
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Township and Livingston County, Michigan
and a community calendar.

Data Computer applications may be integrated
over the access capacity as technology
permits.

/^ l'lraay+m I aa\,.-rry
+ees

D. Township Control
Hamburg Township reserues the right to control all programming, including all non-

profit adveftising, which is broadcast over the channels. No for-proflt adveftising is
permitted due to cable W franchise limitations. The right of control is a broad right,
including, but not limited to, control over any and all content (video, audio, graphics, text),
length of programming, broadcast schedule times, methods of production and broadcasting,
copyright of materials generated by Hamburg Township and any related fees, production
costs, broadcasting costs and/or equipment costs.

E. Political Programming
No "political programming" shall be accepted for governmental access except as may be
approved by the Hamburg Township Board of Trustees.

i. Definition of "Political programming"
a. That programming which, if insefted on the governmental or community access

channel capacity, would constitute a use by a legally qualified candidate or his or her
suppofters (authorized or unauthorized) that would give rise to requirements by a cable
operator, if such programming were to have been insefted on a cable channel subject to
the cable operator's control, to provide equal opportunities and quasi-equal opportunities to
other such candidates for the same office or their suppofters (authorized or unauthorized)
under Federal Communications Board CFCC") cable television regulations, e.g., 47 C.F.R.
576.3(q) and $76.205 et seq., and related FCC policies, rules and doctrines, including the
"personal attack rule."
b. "Meet the Candidate" and other issues-related forums held prior to elections may be
allowed as approved by the Hamburg Township Board of Trustees even though they may
be considered "political" programming.

ii. Deflnition of "Non-Political Programming"
For these guidelines, the following are considered news events and are not
"political programming : "
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a. Meetings of and hearings before the Hamburg Township Board and Hamburg
Township Planning Commission, Hamburg Zoning Board of Appeals; and any
other Hamburg Township government committees and departments.

b. Meetings of and hearings held by Livingston and Washtenaw County departments
affecting Hamburg Township residents and propefi owners.

c. Meetings of and hearings held by State of Michigan departments such as the
Michigan Depaftment of Natural Resources (MDNR), Michigan Department of
Environment, Great Lakes and Energy(MEGLE), Michigan State
Police(MSP)/Emergency Management, etc.

d. Meetings held by Federal regional government agencies such as FEMA/NFIP,
USCACE, and USGS for issues involving Hamburg Township residents and
propefi owners.

iii. Right of Refusal
Hamburg Township reserves the right to refuse cable broadcasting of programs which may
contain any of the following:

Unauthorized use of copyrighted material.
Violation of the State and Federal law regarding obscenity.
No programming shall be accepted for governmental
access if it contains obscene material, sexually explicit
conduct or material soliciting or promoting unlawful
conduct under Section 10(c) of the Cable Television
Consumer Protection and Competition Act of 1992 ("Cable
Act") as implemented regulations of the FCC.

Adveftising of a "lottery" as defined in 18 U.S.C. g 1304
and FCC regulation 47 C.F.R. q 213.
Unlawful invasion of privacy.
Material which is slanderous or defamatory.
Material which violates local, state or federal laws.
Any other material deemed inappropriate by the Hamburg
Township Board of Trustees.

F. Preview of Programming
Any programming submitted by an eligible governmental entity for access shall be
previewed by the Technical Seruices staff, or Township elected officials for acceptance.
Such programming may be edited to conform to these guidelines, or the programming may
be rejected. If concerns develop, the matter shall be referred to the Township Board for
review.

G. Alphanumeric Bulletin Board
Messages programmed into the "Bulletin Board" shall be edited to provide clarity and

to provide maximum use of the memory bank currently available. Message content generally
will not be edited, but will not be inserted if inconsistent with these guidelines
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H. Handling of Program Materials

i. Return of Refused Programming
Any programming submitted by an eligible entity for cable TV channel access that is not
accepted will be returned.

ii. Program Retainage
Programming accepted for governmental access will be retained, including recordings of live
programming, for the duration of the scheduled run of the programming, including repeat
exhibitions, and for any such period of time as may be applicable under the Township's
policies for programming return, receipt and record retention.

iii. Program Copying

a. Subject to copyright and licensing considerations, programming shall be available to
the public for copying one week after the last scheduled run. All requests for copies shall be
made pursuant to FOIA requirements.

b' The cost for copies of programming shall be set by the Township Clerk according to
the Township Schedule of Fees under FOIA.

c. Programming generated by entities other than Hamburg Township shall be obtained
directly from that entity and not from Hamburg Township.

I S.g(cX+) Programming Schedules Uodated bv Board ofTn lu/>u/ro<

A. Day to Day Management
i.@
Teehnieal Serviees 'taff are re^ponsible for seheduling. The day-to-day management of
schedules shall be through the Technical Services office.

',

@+nr
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€able€astrdater

6.9(c)(5) Support for Access Programming - Underwriting

A. Franchise Fees
Channel 191 is presently maintained via franchise fees generated by cable TV
subscribers to the Chafter/Spectrum Cable TV Network in Hamburg Township as
budgeted for pursuant to allocation by the Hamburg Township Board of Trustees,

B. Underwriting Contributions

Individuals or organizations that provide contributions to the Township or to a municipal
instrumentality of the Township that is exempt from federal Income tax under section
501(cX3) of the Internal Revenue Code to suppoft governmental and community access
or specific programming of a public interest may be identified by name and, if a business or
organization, the display of their business or organization logo and tagline, consistent with
Section 3998 of the Communications Act of 1934, as amended, and FCC regulations (47
C.F.R. 5 73.503(d)) and policies and guidelines governing the noncommercial, educational
broadcast services with respect to so-called "underwriting announcements."

The names, addresses and phone numbers of individuals and/or organizations
provlding funding for production of programming must be disclosed to the Technical
Services Department and the same noted on the Production proposal.

C. Underwriting Credits

pregFammi

F' Right ef Seheduling Re^ervation Hamburg Township reserves the right te sehedule

eniEren; er eengin

B. Underwriting Disclosures
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i. Credit may appear at the beginning and/or end of the program identifying the
undenarriter. The display should be no longer than 10 seconds and the word "sponsor,,
cannot be used.

ii. The credit may include the words "This program made possible in part by _,'
followed by the undenvriter's name or logo. such undenririting announcements or
acknowledgments shall be for identification purposes only and shall not promote the
contributor's products, services or company. such announcements may not contain
comparative or qualitative descriptions, price information, calls to actlon or inducements to
buy, sell, rent or lease.

iv. Archiving/video-on-Demand: video recordings will be posted and made available to
the public free of charge on the Livestream/Vimeo or other similar video-on-demand internet
viewing service.

D. Undenarriting Payments
All undenvriting contribution funds shall be submitted to and paid to the Hamburg Township
Treasurer with receipts provided for same.

6.9(c)(6) Video Products

A. Video Copies

i. subject to copyright licensing requirements and FOIA requirements, copies of any
available Township of Hamburg programs, including Township Board meetings, shall be
provided to authorized rownship employees or departments for official use only, free of
charge, upon request.

ii. Copies of Township Board and other public meetings shall be provided to any citizen
at cost (to include administrative and overhead) in accordance with the provisions of
Schedule of Fees and Charges as set by the Technical Services Department in accordance
with FOIA requirements.

iii. Simulcasting: Township meetings shall be simulcast via Livestream/Vimeo services
software platform online and/or vla channel 191 on the charter/Spectrum cable w
network.

B. Videotape review
Video recordings will be posted and made available to the public free of charge on the
Livestream/Vimeo or other similar video-on-demand internet viewing service. FOIA requests
for video recordings transcribed to physical media such as DVDs or flash drives shall be
directed in writing to the Hamburg Township Clerk.

C. Archives

I
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i. It is the policy of the Township to maintain video tape archives of meetings of and
hearings before the Township Board of Trustees, the Hamburg Planning Commission (when
the Planning Commission proceedings are recorded), and the Hamburg Township Zoning
Board of Appeals pursuant to Township record retention policy as administered by the
Hamburg Township Clerk.

i. Copyright Clearance
All programming accepted for governmental access cable broadcasting shall be cleared for
copyright.

ii. Copyright Use Authorization
The eligible entity submitting the programming must have obtalned and provided to the
Technical services Department a specific authorization from the copyright holder of the
programming authorizing the "Township of Hamburg" to perform, edit and make ephemeral
recordings of the work consistent with these guidelines.

iii. Personal Release
In the case of live programming or recorded programming produced for access hereunder
that is not a public proceeding, permission or releases must be obtained from persons
depicted therein to use their likenesses, including printed, recorded and photographed
material. Written evidence of permission shall be submitted to the Technical Services
Department at the time of submission of the programming request by the entity on the
Production Proposal.

i. Warrant to Township

I

ii. Recording and record retention policies for all other meetings of and hearings before
other eligible entities shall be arranged by such entity in a manner acceptable to the
Township clerk, who is the designated Keeper of the Records for Hamburg Township.

iii. All recording and record retention policies shall be handled pursuant to current FOIA
regulations. Video recordings will be posted and made available to the public free of charge
on the Livestream/vimeo or other similar video-on-demand internet viewing service.

5.9(c)(7) Legal

A. Copyright and TrademarlVService Mark

iv, Trademark Clearance
Any trademark or service mark, depicted or audible, in any programming accepted

for governmental access shall be cleared in the same manner as for cofyright.

B. Errors and Omissions
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Eligible entities shall represent and warrant to the Township that they have all necessary
copyright, trademark, servlce mark and likeness (i.e., invasion of privary) permissions and
authorizations for the Township to cablecast the submitted programming consistent with
these guidelines and that such information or programming is not libelous, slanderous or
defamatory and is othenarise consistent with these guidelines.

Indemnifi cation of Township

such eligible entities shall indemnifu and defend the Township against damages and
loss, including reasonable attorney's fees, for any claims arising out of such representations
and warranties. Such indemnification shall also extend to the cable operatorto the extent it
is not exempt from liability under the cable Act or other applicable law. A copy of the
certificate of copyright authorization is to be attached as part of the Production proposal.

iii. Broadcasters'Liabilitylnsurance
The Township may obtain appropriate "broadcasters' liability" insurance, in which case it
may name such eligible entities as additional insureds and assess such entities, pro-rata,
the premium amount of any such insurance.

iv. Township as Named Insured
Alternatively, any such eligible entity that has or obtains such insurance shall name the
Township as an additional insured with respect to governmental access programming
cablecast pursuant to these guidelines.

6.9(cX8) Amendment and Repeal

The Hamburg Township Board of rrustees may from time to time amend or repeal
these guidelines as it deems fit.

6.10 Tax and Assessment Information policy
Uodated by Board of lrustees )c{xx/)o(

Hamburg Township office hours are Monday through
7:30 a.m. to 5:30 p.m.-During these hours Assessi

-Update+bf8oard'of+rustees*i#(

ng records are available
Thursday,
for public

p staff andinspection, unless an after hours'time is mutually agreed by Hamburg townshi
the individual requesting the records.

Residents, banks, mortgage companies and other entities requesting information regarding
tax amounts, special assessment payment amounts, propefty record cards, valuation
sheets, all available sale records, and maps can receive this information verbally jnd without
cost on up to five parcels.
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The public does not have unrestricted access to township offices, records or facilities. A
person may be required to inspect records at a specific counter or table in the view of
Township staff.

Records or files cannot be removed from the Township Offices.

Township officials assisting with the inspection of public records must inform any person
inspecting records that only pencils, and no pens or ink may be used to take notes.

Special assessment payoff amounts will be provided in writing via-fax, ermail or e-mail. flle

. Tax Amounts for Specific Years. Paid Status ofTaxes. Determination of Special Assessment Status. Amounts of Annual Special Assessment Payments. Assessinglnformation

May be required to do the following:

.-Sugmit#+eguest+in-W*rn9

. Receive all Responses in Writing Via Fax and Mail. Pay a fee as established by the Township FOIA poliry for each parcel on which
information is requested. The fee is payable at the time of the request by check,
money order, or cash.

(Adopted 5127197 - Amended 71124198 -Amended 2/3/15)

Individuals, corporations or entities requesting the following information on more than five
(5) parcels (with the exception of special assessment payoif amount) must be done in
writing.
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DRAFT 

STATE OF MICHIGAN 

COUNTY OF LIVINGSTON 

TOWNSHIP OF HAMBURG 

ORDINANCE NO. 2025.G.003 

 

AN ORDINANCE TO AMEND THE HAMBURG TOWNSHIP CODE Of ORDINANCES, 

CHAPTER 22, “OFFENSES AND MISCELLANEOUS PROVISIONS,” BY ADDING 

ARTICLE VI “FIREWORKS” TO REGULATE THE IGNITION, DISCHARGE AND USE 

OF FIREWORKS WITHIN THE TOWNSHIP, AND REPEALING PROVISIONS THAT 

CONFLICT WITH STATE LAW.  

 

HAMBURG TOWNSHIP ORDAINS: 

 

PART I.  That Chapter 22, “Offenses and Miscellaneous Provisions,” is hereby amended to add 
Article VI “Fireworks,” to reads as follows:  

 

ARTICLE VI. - FIREWORKS 

Sec. 22-135. - Title. 

This article shall be known and cited as the Hamburg Township Fireworks Ordinance. 

Sec. 22-136. - Purpose. 

The purpose of this article is to promote the public health, safety, comfort and general welfare 
of the community through the proper regulation of the ignition, discharge and use of fireworks 
within Hamburg Township. 

Sec. 22-137. - Definitions. 

Act means the Michigan Fireworks Safety Act, Public Act No. 256 of 2011, MCL 28.451 et seq., 
as amended. 
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(a) “Alcoholic liquor” means that term as defined in section 1d of the Michigan vehicle code, 
1949 PA 300, MCL 257.1d.. 

APA standard 87-1 means 2001 APA standard 87-1, standard for construction and approval for 
transportation of fireworks, novelties, and theatrical pyrotechnics, published by the American 
Pyrotechnics Association of Bethesda, Maryland. 

Articles pyrotechnic means pyrotechnic devices for professional use that are similar to consumer 
fireworks in chemical composition and construction but not intended for consumer use, that 
meet the weight limits for consumer fireworks but are not labeled as such, and that are classified 
as UN0431 or UN0432 under 49 CFR 172.101. 

Consumer fireworks means fireworks devices that are designed to produce visible effects by 
combustion, that are required to comply with the construction, chemical composition, and 
labeling regulations promulgated by the United States consumer product safety commission 
under 16 CFR parts 1500 and 1507, and that are listed in APA standard 87-1, 3.1.2, 3.1.3, or 
3.5. Consumer fireworks do not include low-impact fireworks. 

(b) “Controlled substance” means that term as defined in section 8b of the Michigan vehicle 
code, 1949 PA 300, MCL 257.8b.. 

Display fireworks means large fireworks devices that are explosive materials intended for use 
in fireworks displays and designed to produce visible or audible effects by combustion, 
deflagration, or detonation, as provided in 27 CFR 555.11, 49 CFR 172, and APA standard 87-
1, 4.1. 

Fire Official means a full-time firefighter of the Township who possesses a certification in NFPA 
Fire Inspector I and has been designated by the Director of Public Safety to review and process 
fireworks permit applications. 

Fireworks means any composition or device, except for a starting pistol, a flare gun, or a flare, 
designed for the purpose of producing a visible or audible effect by combustion, deflagration, 
or detonation. Fireworks consist of consumer fireworks, low-impact fireworks, articles 
pyrotechnic, display fireworks, and special effects. 

Low-impact fireworks means ground and handheld sparkling devices as that phrase is defined 
under APA standard 87-1, 3.1, 3.1.1.1 to 3.1.1.8, and 3.5. 

Minor means an individual under 18 years of age. 

NFPA means the National Fire Protection Association. 

Novelties means that term as defined under APA standard 87-1, 3.2, 3.2.1, 3.2.2, 3.2.3, 3.2.4, 
and 3.2.5 and all of the following: 

(a) Toy plastic or paper caps for toy pistols in sheets, strips, rolls, or individual caps 
containing not more than .25 of a grain of explosive content per cap, in packages labeled 
to indicate the maximum explosive content per cap.  
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(b) Toy pistols, toy cannons, toy canes, toy trick noisemakers, and toy guns in which toy 
caps as described in subparagraph (a) are used, that are constructed so that the hand 
cannot come in contact with the cap when in place for the explosion, and that are not 
designed to break apart or be separated so as to form a missile by the explosion.  

(c) Flitter sparklers in paper tubes not exceeding one-eighth inch in diameter.  

(d) Toy snakes not containing mercury, if packed in cardboard boxes with not more than 12 
pieces per box for retail sale and if the manufacturer's name and the quantity contained 
in each box are printed on the box; and toy smoke devices. 

Sec. 22-138. – General prohibitions on ignition, discharge, and use of fireworks. 

No person shall ignite, discharge, or use fireworks within the Township at any time, except that: 

(a) Consumer fireworks may be discharged on the following dates and times: 
(1) After 11:00 a.m. and before 11:45 p.m. June 29th through July 4th; 
(2) After 11:00 a.m. and before 11:45 p.m. on July 5th, only if that date is a Friday 
or Saturday; 
(3) After 11:00 a.m. and before 11:45 p.m. on the Saturday and Sunday 
immediately preceding Labor Day and Memorial Day; 
(4)  After 11:00 a.m. on December 31st or before 1:00 a.m. on January 1st. 

(b) Fireworks may be discharged after 11:00 a.m. and before 10:00 p.m. on any other day 

of the year not specifically cited in section 22-138(a) of this ordinance, without a 

permit issued in accordance with Section 22-140 or 22-141. 

(b) (c) Consumer Fireworks may be discharged in strict compliance with a permit issued by 

the Township Board of Trustees in accordance with Section 22-141 of this Ordinance. 

(c) (d) This section shall not apply to low impact fireworks and novelties. 

Sec. 22-139. – Additional prohibitions. 

(a) Consumer fireworks shall not be ignited, discharged, or used on public property, 
including public streets and rights-of-way, or on school property, church property, or 
the private property of another, without the express written permission from the person 
or entity legally in possession and control of that property to undertake such action. 

(b) No fireworks shall be ignited, discharged, used, stored or sold on Township property 
without a permit authorized by the Township Board of Trustees. 

(c) Fireworks shall not be ignited, discharged, or used by a person under the influence of 
alcoholic liquor or a controlled substance or a combination of both. 

(d) No person shall ignite, discharge, or use consumer fireworks or low-impact fireworks if 
a “no burning” restriction has been implemented by the Fire Department. 

Sec. 22-140. – Permit required for discharge of display fireworks and articles 
pyrotechnic devices; permit process. 

(a) No person shall discharge any display fireworks or articles pyrotechnic devices without 
a permit issued by the Township Board of Trustees. 
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(b) Applicants for a permit under this section must file with the Township’s designated Fire 
Official an application in writing on a form to be provided by the Department of 
Licensing and Regulatory Affairs, as set forth in MCL 28.466, at least 30 days in advance 
of the event.  

(c) The person, firm, or corporation applying for the permit shall include with their permit 
application materials proof of financial responsibility by a bond or insurance in an 
amount, character, and form deemed necessary by the Township Board of Trustees to 
satisfy claims for damages to property or personal injuries arising out of an act or 
omission on the part of the person, firm, or corporation or an agent or employee of the 
person, firm, or corporation, and to protect the public. 

(d) A permit granted under this section is not transferable and shall not be issued to a 
minor. 

(e) Upon receipt of the application required by this section, the Fire Official shall review 
the application and shall make a recommendation to the Township Board of Trustees 
on whether the permit should be granted. This recommendation shall be based on the 
competency and qualifications of the articles pyrotechnic and display fireworks 
operator, as furnished by the operator on the operator's application form, in accordance 
with the requirements provided under NFPA 1123, and on the time, place, and safety 
aspects of the display of articles pyrotechnic or display fireworks. 

(f) The Township Board of Trustees shall review the application form and recommendation 
of the Fire Official and may issue a permit after ruling on the competency and 
qualifications of the permit applicant.  

(g) The fees for the permit required by this section shall be charged by the Fire Official in 
an amount to be established by the Township Board of Trustees.  

Sec. 22-141. – Permits for discharge of consumer fireworks; permit process. 

(a) A person may discharge consumer fireworks outside of the permissible hours specified 
in section 22-138(b) (a) of this Ordinance with a permit issued by the Township Board 
of Trustees. 

(b) Applicants for a permit under this section must file with the Township’s designated Fire 
Official an application in writing on a form to be provided by the Fire Official. 

(c) A permit granted under this section is not transferable and shall not be issued to a 
minor. 

(d) Upon receipt of the application required by this section, the Fire Official shall review 
the application and shall make a recommendation to the Township Board of Trustees 
on whether the permit should be granted. This recommendation shall be based on the 
on the time, place, and safety aspects of the display. 

(e) The Township Board of Trustees shall review the application form and recommendation 
of the Fire Official and may issue a permit for the discharge of consumer fireworks 
outside the otherwise allowable hours contained in section 22-138(b) (a). 

(f) No more than two (2) three (3) permits for the display of consumer fireworks under 
this section shall be issued to any person, firm, corporation or location in any calendar 
year. 

(g) Consumer fireworks discharged pursuant to a permit issued under this section shall be 
in strict adherence to the date(s) and hours outlined in the permit and no permit shall 
be issued permitting the discharge of consumer fireworks before 11:00am nor after 
11:00pm. 
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(h) Persons issued a permit under this section shall be responsible for the clean up of all 
debris and other material associated with the discharge of fireworks, provided further 
that the permit holder shall: 

(1) Remove and clean up all debris and other material on public property, including 
public streets, parks and rights-of-way within 24 hours of the discharge of the 
fireworks. 

(2) Remove and clean up all debris and other material on private property within 24 
hours of receiving notice from the property owner of the presence of debris or 
other material associated with the discharge of fireworks on their property. 

(i) On the Monday of each week of the year, the Township shall post on the official 
Township website a notice of all fireworks permits issued under this section for the 
upcoming week. 

(j) The fees for the permit required by this section shall be charged by the Fire Official in 
an amount to be established by the Township Board of Trustees.  

Sec. 22-142. – Penalties. 

In accordance with MCL 28.457, any person found to be in violation of the provisions of this 
Ordinance shall be responsible for a municipal civil infraction with a civil fine of $1,000.00 for 
each violation. $500.00 of the fine collected under the section shall be remitted to the local law 
enforcement agency responsible for enforcing this Ordinance. 

 
PART II.  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. 
 
PART III.  Savings Clause.  The amendment of the Hamburg Township Code of Ordinances 
set forth in this Ordinance does not affect or impair any act done, offense committed, or right 
accruing, accrued, or acquired or liability, penalty, forfeiture or punishment, pending or incurred 
prior to the amendment of the Hamburg Township Code of Ordinances set forth in this Ordinance. 
 
PART IV.  Repealer.  All ordinances or parts of ordinances in conflict herewith, including Section 
22-23 (4) of the Code of Ordinances, are hereby repealed. 
 
PART V.  Effective Date.  The provisions of this Ordinance are ordered to take effect following 
publication in the manner prescribed by Hamburg Township. 
 
PART VI.  Adoption.  This ordinance is hereby declared to have been adopted by the Hamburg 
Township Board of Trustees in a meeting thereof duly held and called on the ___ day of 
__________, 2025, in order to be given publication in the manner prescribed by Hamburg 
Township. 
 

Moved by ____________________ and supported by _____________________. 

 
 

_________________________________________ 

Mike Dolan, Hamburg Township Clerk 
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Certificate of Adoption 

I, (Clerk), the duly qualified Clerk for the Township of Hamburg, Livingston County, Michigan, do 
hereby certify that the foregoing is a true and complete copy of the Ordinance adopted by the 
Township Board at a meeting held on (date). The original is on file in the Office of the Township 
Clerk. 
 
By: _______________________________________ 
Mike Dolan, Hamburg Township Clerk 
 
 
Introduced:  
 
Adopted: 
 
Effective:  
 
Published: 
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