August 25, 2009

The Regular meeting of the Otsego County Board of Commissioners was held in the County
Building at 225 West Main Street, Room 100. The meeting was called to order at 9:30 a.m. by
Chairman Glasser. Invocation by Commissioner Bates, followed by the Pledge of Allegiance led
by Commissioner Brown.

Roli call:
Present: Backenstose, Bates, Beachnau, Glasser, Harkness, Brown, Hyde, J ohnson, Liss.

The Regular minutes of August 11, 2009 with attachments were approved as presented.
Consent Agenda: ,
Motion to approve the bus system controlled substances and alcohol policy update. Ayes:

Unanimous. Motion carried. (see attached)

Motion to approve the reappoiniment Jim Hilgendorf to the Otsego County Planning
Commission with the term to expire August 25, 2012. Ayes: Unanimous. Motion carried.

Motion to approve the appointment Michael A. McCarthy to the Zoning Board of Appeals, with
the term to expire December 31, 2010. Ayes: Unanimous. Motion carried.

Motion to approve the reappointment of Paul L. Liss to the Brownfield redevelopment authority
with the term to expire on July 31, 2012, Ayes: Unanimous. Motion carried.

Motion to approve the reappointment of Sharon Weber to the Library board with the term to
expire on August 31,2014, Ayes: Unanimous. Motion carried.

Motion to approve the Parks and Recreation budget amendment as presented. Ayes: Unanimous,
Motion carried. (see attached)

Motion to approve the general fund budget amendment for the BSA annual support fec as
presented. Ayes: Unanimous. Motion carried. (see attached)

Motion to approve the Sheriff Budget amendment as presented. Ayes: Unanimous. Motion
carried. (see attached)

Motion to approve the purchasing policy update. Ayes: Unanimous. Motion carried. (see
attached)

Motion to approve the component unit property and liability insurance policy as presented.
Ayes: Unanimous. Motion carried. (see attached)

Motion to approve the legal defense contract renewal. Ayes: Unanimous. Motion carried.



Administrator’s Report:

John Burt reported on the exterior painting; cross street bump outs; DNR open space grant
project with October 1, 2009 deadline; Power wash cannon; The Justice & Public Safety
Committee name has changed to Criminal Justice Coordinating Committee.

Department Head Report:
Mike Thompson reported on the Emergency Management/9-1-1.

Motion by Commissioner Hyde, to approve the Otsego County Building Emergency Response
manual. Ayes: Unanimous. Motion carried. (see attached)

Committee Reports:
Motion by Commissioner Liss, to approve the transportation of passengers with special medical
needs policy. Ayes: Unanimous. Motion carried. (see attached)

Motion by Commissioner Beachnau, to approve the Health Care fund budget amendment for the
wellness program. Ayes: Unanimous. Motion carried. (see attached)

Motion by Commissioner Beachnau, to approve the loan of up to $155,620 to EMS for the
purchase of an ambulance from the public improvement fund (fund 245) with repayment over 60
months at a 4.3% interest raie. Ayes: Unanimous. Motion carried.

Motion by Commissioner Beachnau, to award the audit bid to Anderson & Tackman as
presented. Ayes: Unanimous. Motion carried.

Motion by Commissioner Beachnau, to award the Clerk/ROD remodeling bid to Burdco with
funds to come from the Capital Projects Fund (Fund 499) Ayes: Unanimous. Motion carried.
(see attached)

Motion by Commissioner Beachnau, to award the Jail Ventilation bid to Ballards with funds to
come from the Capital Projects Fund (Fund 499) Ayes: Unanimous. Motion carried. (see
attached)

Motion by Commissioner Beachnau, to award the Animal Control architectural bid to Butcher
and Associates at a cost of $7,400 with funds to come from the Animal Control fund balance
(fund 413). Ayes: Unanimous. Motion carried. (see attached)

Motion by Commissioner Beachnau, to approve the Contingency Fund Budget Amendment for
the upgrade of the County’s property information website. Ayes: Unanimous. Motion carried.
(see attached)

Motion by Commissioner Beachnau, to approve the Contingency Fund (101-941) Budget
Amendment for the TIGER grant support request. Ayes: Unanimous. Motion carried. (see
attached)



Motion by Commissioner Beachnau, to pursue the option of establishing a part-time recycling
educator/volunteer coordinator position and to request funding for the program from the local
municipalities. Ayes: Unanimous. Motion carried.

Elizabeth Haus updated on the Village of Vanderbilt.

Correspondence:
Commissioner Backenstose received a letter regarding County unemployment and food assist,

July 2009 financial reports presented to the Board.
New Business:

Motion by Commissioner Harkness, to approve the August 18, 2009 Warrant in the amount of
$170,924.52 as presented. Ayes: Unanimous. Motion carried.

Motion by Commissioner Bates, to approve the August 25, 2009 Warrant in the amount of
$120,355.22 as presented. Ayes: Unanimous. Motion catried.

Public Comment:
Mary Jergenson addressed the Board.

Mike Thompson will distribute the flu information to the Board; Evacuation drills of several
local hospitals including OMH.

Don Nordeen addressed the Board.

Board Remarks:
Commissioner Backenstose: Equalization.
Library.
Commissioner Bates: Invited everyone to the fair.
Cominissioner Beachnau: Livingston Township.
City council meeting.
Commissioner Brown: Green House Livingston Township.
Old cars on Main Street past Saturday.
Oct 2&3 Octoberfest under pavilion,
October 4, 2009 fallen soldiers memorial dedication,
Chairman Glasser: Road Commission.

North East Consortium.



Commissioner Harkness: Airport.

NEMCOG.
Commissioner Hyde: Concern about inflatables on the Courthouse lawn.
Commissioner Johnson: MAC Conference attendance.
Commissioner Liss: Mental health,

Meeting adjourned at 11:30 a.m. at the call of the Chair.

Kenneth R. Glasser, Chairman

Lynn Branch, Chief Deputy Clerk
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FUND/DEPARTMENT: Building and Grounds /Cap}-fzd?/ p@c’dfs

As provided for in the Uniform Budget and Accounting Act of 1978, as amended, and consistent with Otsego County
Pollcy, the Administrator and Finance Director are hereby authorized to record the following adjusiments to the budget.

Fund Type: [lGeneral Cspecial Revanue LIDebt Service XCapl[al Project XBuslness-Type {Enterprisa or Inteinal Sve)

REVENUWE Clerk offlce remodeling project

Account Number ' Decrease fncrease
637-050-400.001 Budgeted Use of Fund Balancs $ $8,000
499-050-629.030 Transfers In $ $8,000
- . - 3 $
- - $ $
Total $ $
EXPENDITURE
Account Number ‘ Increase Decrease
537-941-999.000 Transfers Out $8,000 3
499-901-870.300 Property-Improvements $8,000 $
- - $ $
- - $ $
- . $ $
- - $ $
Total $ $
(QQ/*M Ak 20709 " IFitveiiet: IDEpeRmeT:
Department Head Signature Date “Entered;
By:
Administrator's Signature Date
Board Approval Date (If necessary) Budget Adjustment # Posting Number

OCF-3 {10/14/05)



OTSEGO COUNTY
BUDGET AMENDMENT

FUNDIDEPARTMENT: Bullding and Grounds /C'apifal Prpjects

As provided for in the Uniform Budget and Accounting Act of 1978, as amended, and consistent with Otsego Counly
Policy, the Administrator and Finance Director are hereby authorized to record the following adjustments fo the budget.

Fund Type: DGeneral [spsclal Revenue Opebt Service \}égapilathiacl XBuslness-Typo {Entorprise or Inlernal Sve)

REVENUE __ |all ventilation project

Account Number ' Decrease increase
637-050-400.001 Budgsted Use of Fund Balance $ $48,500
499-050-699.030 Transfers In $ $48,500

- - $ $
- - $ $
Total $ $
EXPENDITURE
Account Number Increase Decrease
637-941-999.000 Transfers Out $48,500 $
499-901-970.300 Property-Improvements $48,500 $
- - $ $
- - $ $
- - $ $
- - $ $
Total $ $
Q W M Y 20 ’fjo] | [Riveras Oepemet |
Depariment Head Slgnature Date Entered:
By:
Administrator's Signature Date
Board Approval Date (if necessary) Budget Adjustment # Posting Number

OCF-3 (10M14/05)



! OTSEGO COUNTY
BUDGET AMENDMENT
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FUND/DEPARTMENT: Animal Shelter Building Fund

As provided for In the Uniform Budget and Accounting Act of 1978, as amended, and consistent with Otsego Counly
Policy, fhe Adminisirator and Finance Director are hereby authorized to record the following adjustments lo the budget.

Fund Type: DlGeneral DSpeEIaI Revanus CJDebt Senvice XCapItal Project  Business-Type (Enterprise or Internal Svc)

REVENUE animal control hullding architectural services

Account Number Decrease Increase
413-050-400.001 Budgeted Use of Fund Balance $ $8,000
$ $
- - $ $
- - $ $
Total $ $
EXPENDITURE
Account Numbetr Increase Decrease
413-901-970.300 Property-Improvements $8,000 $
$ $
- - 3 $
. - $ $
- - $ $
. - $ $
Total $ $
P ' p - . . :
K& chul- MLJ/L 8~20 -0 | Flimenras DepEmmeEt -
Department Head Signature Date [ Entered:
By:
Administrator’'s Slghature Date

Board Approval Date {If necessary) Budget Adjustment # Posting Number -

OCF-3 (10/14/05)
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BUDGET AMENDMENT

FUND/DEPARTNIENT: GIS/General Funds

" As provided for in the Uniform Budget and Accounting Acl of 1978, as amended, and consistenl with Otsego County
Policy, the Administrator and Finance Director are hereby authorized to record the following adjustments to the budget.

Fund Type: Kceneral [Ospecisl Revenue [lbebt Service Capilal ProJect  XBusiness-Type (Enlerprise or Intermal Svc)

REVENUE  property information website

Account Number - Decrease Increase
618-050-699.030 Transfers In $ $15,000
$ $
- - $ $
- - 3 $
Total $ $
EXPENDITURE
Account Number Increase Decreasp
101-941-999.000 Contingency $ $15,000,
101-978-999.000 Appropriation-Mapping $15,000 $
618-447-920,430 Web Malntenance $15,000 3
- - $ 3
- - $ $
- - $ $
Total $ $
R a OMJ/L M@k g nﬂ OHO 7 ! Fﬁiﬂ‘rmﬂ"m—r‘ﬁﬂt -
Department Head Slgnature Date Entorod:
By:
Adminlstrator's Signature Date
Board Approval Date (if necessary) Budget Adjustment # Posting Number

OCF-3 (10/14/05)
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FUND/DEPARTNMENT: General Fund

As provided for In the Uniform Budget and Accounting Act of 1978, as amended, and cansistent with Otsego County
Policy, the Adminisirator and Finance Director are hereby authorized to record the following adjusiments to the budget.

Fund Type: Xconoral Ospectal Revanue OIDebt Service Capflal Project  Business-Type (Enletprise of Intarnal Svc)

REVENUE __ TIGER Grant appropriatlon

Account Number Decrease Increase
$ $
$ $
- - $ $
- - 3 $
Total $ $
EXPENDITURE
Account Number Increase Decrease
101-941-999.000 Contingency $ $700
101-729-999.000 Appropriation ~ TIGER Grant $700 $
$ $
. . $ $
- - $ $
: - $ $
Total $ $
Q WM K20 0% | iy el
Department Head Slgnature Date ' CEntered:
By:
Administrator's Signature Date
Board Approval Date (If necessary) Budget Adjustment # Posting Number

OCF-3 (10/14/05)




OTSEGO COUNTY BUS SYSTEM

Controlled Substances and Alcohol Policy

[. PURPOSE

Otsego County Bus System (OCBS) Controlled Substances and Alcohol Policy
(the “Policy”) was approved and adopted on August 25 2009 by the Otsego
County Board of Commissioners and is established to comply with the United
States Department of Transportation (DOT) Regulations, specifically 49 CFR
Parts 40, and 655(FTA). This policy is not intended to supersede any collective
bargaining agreement except where Federal and State law takes precedence. In
the absence of any Federal or State law, collective bargaining agreement or
other legal requirement, this policy is to maintain a safe, heailthful and efficient
working environment for our employees, to protect OCBS property, equipment
and operations, and to protect the motoring public from the negative effects of
alcohol and drugs taken for medical and non-medical purposes.

The use and effects of controlled substances and alcohol pose very serious
problems. This is particularly true in the transportation industry, which is subject
to extensive government regulation. Not only can the use and/or abuse of drugs
or alcohol jeopardize the health, safely and well being of the individual user and
all of our employees, it can also endanger the safety of the general public,
jeopardize the safety of the highways and cause serious accidents and
casualties. In view of these problems, OCBS wants to clearly state its policy to
accurately detect and to deter the use of drugs and alcohol in our transportation
and work environment, either through testing, cessation of use, or termination of
employment.

Regulatory Requirements:
All employees who perform safety-sensitive functions, as defined in DOT

Regulation 49 CFR Part 655.4, are subject to the FTA's drug and alcohol
regulations in 49 CFR Part 655.

Items in italics are based on the independent authority of OCBS and
are In addition to the provisions mandated by FTA regulations.

Designated Company Representative (DER)_Trisha M. Adam

Policy approved and adopted by the Otsego County Board of Commissioners on
August 25, 2009,

Chairman, Board of Commissioners:

Kenneth R. Glasser _

August 25, 2009



This policy wilt take effect on August 25, 2009.

OCBS Policy is as follows:

. Application:

The Policy applies to all OCBS employees (full- or part-time) who perform safety
sensitive functions, on or off company premises, while conducting any transit
related business. All activities listed below are considered safety sensitive.

1) Operating a revenue service vehicle, including when not in revenue service;

2) Operating a non-revenue service vehicle, when required to be operated by a
holder of a Commercial Driver's License;

3) Controlling dispatch or movement of a revenue service vehicle;

4) Maintaining (including repairs, overhaul and rebuilding) a revenue service
vehicle or equipment used in revenue service.

5) Carrying a firearm for security purposes.

For purposses of this policy the following DOT definitions are used.

+ Accident means an occurrence associated with the operation of a vehicle, if

as a resuit:

(1) An individual dies; or

(2) An individual suffers bodily injury and immediately receives medical
treatment away from the scene of the accident; or

(3) With respect to an occurrence in which the mass transit vehicle involved is
a bus, electric bus, van, or automobile, one or more vehicles (including non-
FTA funded vehicles) incurs disabling damage as the result of the occurrence
and such vehicle or vehicles are transported away from the scene by a tow
truck or other vehicle; or

(4) With respect to an occurrence in which the mass transit vehicle involved is
a rail car, trolley car, trolley bus, or vessel, the mass transit vehicle is
removed from operation,

» Adulterated specimen means a specimen that contains a substance that is
not expected to be present in human urine, or contains a substance expected
to be present but is at a concentration so high that is it not consistent with
human urine.

» Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or
other low molecular weight alcohols contained in any beverage, mixture,
mouthwash, candy, food, preparation or medication.

« Alcohol Concentration is expressed in terms of grams of alcohol per 210 liters
of breath as measured by an evidential breath testing device,

August 25, 2009




Canceled Test means a drug test that has been declared Invalid by a Medical
Review Officer. A cancelled test is neither positive or negative.

Covered employee means a person, including an applicant or transferee, who
performs or will perform a safety-sensitive function for an entity subject to this
part. A volunteer is a covered employee if: ‘

(1) The volunteer is required to hold a commercial driver's license to operate
the vehicle; or

(2) The volunteer performs a safety-sensitive function for an entity subject to
this part and receives remuneration in excess of his or her actual expenses
incurred while engaged in the volunteer activity.

Designated Employer Representative (DER) means an employee authorized
by the employer to take immediate action fo remove employees from safety-
sensitive duties and to make required decisions in testing. The DER also
receives test results and other communications for the employer, consistent
with the requirements of 49 CFR Parts 40 and §556.

Dilute specimen means a specimen with creatinine and specific gravity values
that are lower than expected for human urine.

Disabling damage means damage that precludes departure of a motor vehicle
from the scene of the accident in its usual manner in daylight after simple
repairs.

(1) Inclusion. Damage to a motor vehicle, where the vehicle could have heen
driven, but would have been further damaged if so driven.

(2) Exclusions. (i) Damage that can be remedied temporarily at the scene of
the accident without special tools or parts.

(ii) Tire disablement without other damage even if no spare tire is available.
(iii} Headlamp or tail light damage.

(iv) Damage to turn signals, horn, or windshield wipers, which makes the
vehicle inoperable.

DOT_or The Department means the United States Depariment of
Transportation.

DOT agency means an agency (or “operating administration”) of the United
States Department of Transportation administering regutations requiring drug
and alcohol testing. _

Evidentiary Breath Testing Device (EBT) means a device approved by the
NHTSA for the evidential testing of breath at the 0.02 and the 0.04 alcohol
concentrations. Approved devices are listed on the National Highway Traffic
Safety Administration (NHTSA) conforming products list.

Employer means a recipient or other entily that provides mass transportation
service or which performs a safety-sensitive function for such recipient or
other entity. This term includes subrecipients, operators, and contractors.
FTA means the Federal Transit Administration, an agency of the U.S.
Department of Transportation.

Medical Review Officer (MRO) A person who is a licensed physician and who
is responsible for receiving and reviewing laboratory results generated by an

August 25, 2009



employer's drug testing program and evaluating medical explanations for
certain drug test results.

o Negative Dilute means a drug test result which is negative for the five
drug/drug metabolites but has a specific gravity value lower than expected for
human urine.

» Negative test result means a verified presence of the identified drug or its
metabolite below the minimum levels specified In 49 CFR Part 40, as
amended. An alcohol concentration of less than 0.02 BAC is a negative test
result.

e Non-negative test result means a test result found to be adulterated,
substitute, invalid, or positive for drug/drug metabolites.

¢ Performing (a safety-sensitive function) means a covered employee is
considered to be performing a safety-sensitive function and includes any
period in which he or she is actually performing, ready to perform, or
immediately available to perform such functions.

¢ Positive test result means a verified presence of the identified drug or
metabolite at or above the minimum levels specified in 49 CFR Part 40, as
amended. A positive alcohol test result means a confirmed alcohol
concentration of 0.04 BAC or greater.

+ Prohibited drug _means marijuana, cocaine, opiates, amphetamines, or
phencyclidine at levels above the minimum thresholds specified in 49 CFR
Part 40, as amended.

e Refuse to submit means any circumstance outlined in 49 CFR 40.191 and
40.261.

+ Revenue Service Vehicles are all transit vehlcles that are used for passenger
transportation service or that require a CDL to operate. Includes. all ancillary
vehicles used in support of the transit system.

¢ Safety-sensitive function means any of the following duties, when performed
by employees of recipients, subrecipients, operators, or contractors:

(1) Operating a revenue service vehicle, including when not in revenue
service;

(2) Operating a nonrevenue service vehicle, when required to be operated by
a holder of a Commercial Driver's License;

(3) Controlling dispatch or movement of a revenue service vehicle,

(4) Maintaining (including repairs, overhaul and rebuilding) a revenue service
vehicle or equipment used in revenue service. This seclion does not apply to
the following: an employer who receives funding under 49 U.S.C. 5307 or
5308, is in an area less than 200,000 In population, and contracts out such
services: or an employer who receives funding under 49 U.S.C. 5311 and
contracts out such services;

(5) Carrying a firearm for security purposes.

¢ Substance Abuse Professional (SAP) A person who evaiuates employees
who have violated a DOT drug and alcohol regulation and makes
recommendations concerning education, treatment, follow-up testing, and
aftercare.

August 25, 2009



¢ Vehicle means a bus, electric bus, van, automobile, rail car, troiley car, trolley
bus, or vessel. A mass transit vehicle is a vehicle used for mass
transportation or for ancillary services.

lll. PROHIBITIONS

1. Use, possession, sales, or distribution of illegal drugs, unauthorized
prescriptive drugs, controlled substances, and alcochol on OCBS
premises or while working for OCBS is prohibited.

2. Covered employees are prohibited from using alcohol

1) 4 (four) hours prior to performing safety-sensitive functions.
2) 8 (eight) hours following an accident or untii a post-accident
alcohol test is performed.

3. On-call employees are prohibited from the consumption of alcohol for the
specified on-call hours of each covered employee who is on-call.

The on-call employee will be given the opportunity to:

a) Acknowledge the use of alcoho! at the time he or she is
called to report to duty and the inability to perform his or her
safety-sensitive function.

b) Take an alcohol fest, if the covered employee has
acknowledged the use of alcohol, but claims ability to
perform his or her safety-sensitive function.

4. Being under the influence, impaired, or having detectable amounts,
above the cut-off levels established by DHHS, of illegal drugs,
controlled substances, or alcoholic beverages in your system, while
on OCBS premises, while working for the OCBS, or while operating or
in physical control of an OCBS vehicle, is prohibited.

5. Consumption of the following 5 drugs is prohibited at all times. Employees
can be tested anytime while on duty for these specified drugs.

1) Marijuana metabolites
(i) Delta-9-tetrahydrocanna-binol-9-car boxylie acid (THC);

2) Cocaine metabolites (Benzoylecgo nine);
3) Opiate metabolites
(i) Codine
{ii) Morphine
(iii) 6-acelylmorphine (6-AM);
4) Amphetamines
(i} Amphetamine
(ii) Metamphetamine:
5) Phencyclidine (PCP).
8. Employess holding a CDL (Commercial Drivers License) are prohibited from
committing a disqualifying offense as defined by CFR 49 Part 383.51
This includes but is not limited to;
If a driver operates a motor vehicle and is convicted of:
1) Being under the influence of alcohol as prescribed by State law.
2) Being under the influence of a controlled substance.

August 25, 2009



3) Having an alcohol concentration of 0.04 or greater while
operating a CMV.

4) Refusing to take an alcohol fest as required by a State or
jurisdiction under its implied consent laws or regulations as
defined in § 383.72 of this part.

5) Using the vehicle in the commission of a felony involving
manufacturing, distributing, or dispensing a controlled
substance.

A copy of the full regulation is available from the DER.

7. Covered employees are prohibited from using prescription medication,
without verification by a licensed physician, in writing, to OCBS that
the medication poses no hazard to the individual or to others, and that
it will not interfere with the safe performance of required duties.

IV. REQUIREMENTS

A. REPORTING REQUIREMENTS FOR COMMERCIAL DRIVER’S LICENSES.

1. Persons with commercial drivers licenses must notify OCBS within
thirty (30) calendar days of any conviction for a traffic violation
(other than a parking violation). The notlfication must be in writing
and contaln the following Information:

2. Each

Driver's license number.

Date of conviction.

The specific offenses and violations relating to motor vehicle
control and any suspension, revocation, or cancellation of
driving privileges.

Indication of whether the violation was In a commercial motor
vehicle.

L ocation of offense.

Driver's signature.

employee who has a drivers license suspended, revoked or

cancelled or loses the right to operate a commercial motor vehicle
for any period must notify OCBS before the end of the business day
following the receipt of notice of any suspension, revocation,.
cancellation, lost privilege or disqualification.

B. PRESCRIPTION DRUGS.

Anyone

taking medication by a physician’s order must have this

verified, in writing, to OCBS by a licensed physician who must also
verify that the medication poses no hazard to the Individual or to others,
Violation of this policy may result In disciplinary action, up to and
including discharge.

August 25, 2009



C. CIRCUMSTANCES OF DRUG AND ALCOHOL TESTING

Following are the specific circumstances under which a covered employee is
required to be tested per FTA regulations.

1. PRE-EMPLOYMENT TESTING: Drug Only

Applicants for safety sensitive positions will be required to have
a negative drug test result before their 1** performance of a
safety sensitive function. If the test is canceled, the employee
must retake and pass the test before being hired. An employee
being transferred into a safety sensitive position must provide a
verified negative result prior to performing a safety sensitive
function; or

A covered employee or applicant who has previously failed or
refused a DOT pre-employment drug test must provide
evidence that they have completed a referral, evaluation, and
freatment plan and have a verified negative result before
returning to safety-sensitive duties; or

If a covered employee who has not performed a safety sensitive
function for 90 consecutive days or more and has not been in
the employer's random selection pool shall iake a pre-
employment drug test with a verified negative result before
returning to safety sensltive duties,

2. RANDOM TESTING - Drug and Alcohol

August 25, 2009

The number of employees randomly selected for drug/alcohol
testing during the calendar year shall be not less than the
percentage rates established by Federal regulations for those
safety-sensitive employees subject to random testing by Federal
regulations.  The current random testing rate for drugs
established by FTA equals twenty-five (25%) percent of the
number of covered employees in the pool and the random
testing rate for alcohol established by FTA equals ten (10%)
percent of the number of covered employees in the pool.

All covered employees have an equal chance of being selected
for random testing each time the selections are made
throughout the year. Selections will be made quarterly.

The selection is by a scientifically valid, computer based random
number generator used by our C/TPA - OMS Compliance
Services, Inc.

The random tests will be conducted throughout the year and
could be conducted on all days and hours during which OCBS is
in operation. _

The random tests will be unannounced and employees are
required to proceed to the test site Immediately.



A covered employee will only be randomly tested for alcohol
misuse while the employee is performing safety-sensitive
functions; just before the employee is to perform safety-
sensitive functions; or just after the employee has ceased
performing such functions. A covered employee may be
randomiy tested for prohibited drug use anytime while on duty.

3. POST-ACCIDENT — Drug and Alcohol

Drug and Alcohol testing will be required after any accident that
meets the FTA threshold (see Accident definition above) and;

i. Involves the loss of human life requires testing all
surviving employees operating the mass transit vehicle
and all other covered employees whose performance
couid have contributed to the accldent.

ii. Does not involve the loss of human life requires the
testing of all covered employees operating the mass
transit wvehicle unless their performance can be
completely discounted as a contributing factor based on
the best information available at the time of the decision.
All other covered employees whose performance could
have contributed to the accident also must be tested.

Drug testing must be completed as soon as possible, but not
fonger than 32 hours following the accldent.

Alcohol testing must be completed as soon as practicable and
within 2 hours of the accident; and

If not able to obtain a specimen within 2 hours, employer must
file a report why not able and continue attempts to obtain a
specimen; and

If not able to obtain a specimen in 8 hours, cease attempts to
obtain a specimen and update the two-hour wrilten report.

A covered employee subject to post-accident testing must
remain readily available for such tesling. Testing will be stayed
while the emplayee assists in the resolution of the accident or
receives medical attention following the accident.

An employee subject to post accident testing who fails to remain
readily available, including notifying OCBS or it's representative
of his or her location if he or she leaves prior to the submission
to such test, may be deemed by OCBS to have refused to
submit to testing.

4. REASONABLE SUSPICION — Drug and Alcohol

August 25, 2009

Drug and or Alcohol testing will be required when one or more
trained supervisors or company officials can ariculate and
substantiate physical, behavioral, and performance indicators of
probable drug use or alcohol misuse by personally observing



the appearance, behavior, speech, or body odors of the covered
employee.

The employee may be directed to undergo reasonable suspicion
alcohol testing only while the employee is performing, just prior
to performing, or just after performing safety sensitive functions.

Drug testing may be performed at any time the covered
employee is on duty.

The employee shall not be permitted to perform safety sensitive
functions until a verified negative drug test result and an alcohol
test with an alcohol concentration level of less than 0.02% is
received by OCBS,

The supervisor and/or company official shall file a signed,
written record of the observations leading to the reasonable
susplcion fest within twenty-four (24) hours of the observed
behavior or before the results of the test s are released,
whichever is earfier.

In the interest of safety, OCBS will arrange for someone to take
the emplovee to and from the colleclion site.

5. RETURN-TO-DUTY & FOLLOW-UP TEST

An employee, who is receiving assistance In resolving problems
associated with alcohol misuse andfor use of controlled
substances from a qualified Substance Abuse Professional
(SAP), will be required to have a verified negative drug test
and/or an alcohol test with a concentration level of less than
0.02% before being permitted to perform safety sensitive
functions.

Follow-up tests will be unannounced and wil meet the
requirements, as determined by the SAP, and will consist of no
less than six (6) tests within the first twelve (12) maonths of the
employees return to duty.

Return to duty and Follow-up testing will be conducted in
accordance with 49 CFR 40, subpart O, including requiring an
observed specimen collection.

D. DRUG AND ALCOHOL TESTING PROCEDURES

» All drug and alcohol testing will be conducted in accordance with DOT
regulation 48 CFR Part 40 as amended.

» This ensures the protection of the employee and the integrity of the
testing process;

+ Safeguards the validily of the test results; and

¢ Ensures that test resuits are attributed to the correct employee.

+ A copy of regulation 48 CFR Part 40 is available for review by any
employee, when requested from the DER,
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¢ Urinalysis for drug:;

o Split specimen collection method

o USDOT Chain of Custody and Control Form with unique
number for identification

o Initial screen

o Confirmatory test — gas Chromatography/mass spectrometry

o Medical Review Officer review

e Breath testing for alcohol
o Initial screen; evidential or non-evidential breath or saliva test
o Confirmatory test; evidential breath testing device
s Specimen validity will be conducted on all urine specimens provided
under DOT authority.

o Validity Testing is the evaluation of the specimen to determine if
it is consistent with normal human urine (i.e. adulteration,
dilution, substitution).

o Employees do not have access to a test of their split specimen
following an invalid result.

E. REQUIREMENT TO SUBMIT TO DRUG AND ALCOHOL TESTING

« All covered employees are required to submit to drug tests, as defined
in C) Circumstances of drug and alcohol testing, administered in
accordance to Part 655.

» All covered employees are required to submit to alcohol fests, as
defined in C) Circumstances of drug and alcohol testing, administered
in accordance to Part 655.

F. DILUTE NEGATIVE POLICY

» Employees who produce dilute negative specimens, as reported by the
MRO, shall be required to submit another specimen immediately, per
49CFR Part 40, under non-ohserved conditions.

¢ The result of the second test becomes the test of record, on which the
employer will rely for purposes of this policy.

* An applicant or employee with a dilute negative result, having a
Creatinine level greater than 2mg/dL, but less than Smg/dL will be
directed to take another test immediately under direct observation in
accordance with the directions of the MRO, as authorized under 49
CFR Part 40. No third collection is authorized if the second collection
is dilute; it becomes the test of record.

G. REFUSAL TO TEST

Refusal to take a required drug or alcohol test constitutes a violation of OCBS
Controlled Substances and Alcchol Policy, and is treated the same as a
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positive resuit under DOT regulations. This section explains the situations
that are considered to constitute a refusal to test per DOT regulation 49 CFR
Part 655.

REFUSAL — DRUG AND ALCOHOL TEST

1.

You have refused to test if you fail to appear in a reasonable time, except
for a pre-employment test. Upon notification of a required test, you must
immediately stop performing any safety sensitive function and proceed
directly to the collection site.

You have refused to test if you fail to remain at the testing site until the
testing process is complete. An employee who leaves the testing site
before the testing process commences for a pre-employment test is not
deemed to have refused to test.

You have refused to test if you fail to provide a breath or urine specimen
for any drug or alcohol test required by DOT agency regulations.

You have refused to test if you fail to provide a sufficient specimen, with
no medical explanation, for any drug or alcohol test required by DOT
agency regulations.

You have refused to test if you fail to undergo a medical examination or
evaluation, as directed by the MRO or DER, as part of the verification
process.

You have refused to test if you fail to follow the observer's instructions or
fail cooperate with any part of the testing process, for example, refusing to
empty pockets when directed by the collector, or behaving in a
confrontational way that disrupts the process.

You have refused a test if you are a covered employee who leaves the
scene of an accident without legitimaie explanation prior to submission to
drug/alcohol tests.

You have refused a test if you possess or wear a prosthetic or other
device that could be used to interfere with the collection process.

You have refused a test if you admit to the collector or MRO that you
adulterated or substituted the specimen.

REFUSAL - DRUG TESTING

1.
2.

3.

Failure to permit monitoring or direct obhservation, as directed by the DER,
Collector, or MRO, is a refusal to take a drug test.

Failure to take a second test as directed by the DER or Collector is a
refusal to take a drug test.

If the specimen provided is verified as adulterated or substituted, by the
MRO that constitutes a refusal to test.

REFUSAL - ALCOHOL TESTING

1.

Refusal to sign the certification at Step 2 of the alcohol testing form
constitutes a refusal to test.
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2.

A covered employee who consumes alcohol within eight (8) hours
following involvement in an accident without first having submitted to post-
accident drug/aicohol tests.”

Note: for pre-empioyment purposes, the following do not constitute a refusal:
1) Failure to appear; 2) Failure to remain at the collection site prior to the
commencement of the test; or 3) Aborling a collection before the test
commences. |n addition, for DOT purposes, a refusal to take a company non-
DOT test does not constitute a refusal 1o take a DOT test.

V. CONSEQUENCES FOR VIOLATION OF OCBS CONTROLLED
SUBSTANCES AND ALCOHOL POLICY

1.

Immediately after receiving written notice from the MRO or a
consortium/third party administrator (C/TPA) that a covered employee has
a verified positive drug test result, or refused to submit to a drug test,
OCBS shall require the employee to cease performing safety sensilive
functlons.

. Any employee who has a confirmed positive drug test will be medically

ungualified to perform safety sensitive functions until they complete an
approved substance abuse program, have a negative Return to Duty drug
test and have agreed to Follow-Up testing as prescribed by the substance
abuse professional (SAP).

Immediately after receiving written notice of a positive confirmed alcohol
test or an employee refuses to submit to an alcohol test, the employer
shall require the employee to cease performing safety sensitive functions.
Any employee who has a confirmed positive alcohol test (0.04%
concentration or greater) will be medically unqualified to perform safety
sensitive functions until they complete an approved substance abuse
program, have a negative Return to Duty alcohol test and have agreed to
Follow-Up testing as prescribed by the substance abuse professional
(SAP).

. Any employee who tests between 0.02% but less than 0.04% will be

asked to stand down from safety-sensitive duties for eight hours or until
their alcohot level is below 0.02%.

in addition to the penalties imposed by the Department of
Transportation, the Company reserves the right to impose
disciplinary action, up to and including discharge, for any violation
of the Company's Substance Abuse Policy.

Any driver who is disqualified from driving because of a motor
vehicle violation or who has their CDL suspended, revoked, or
cancelled will be subject to disciplinary action, up to and including
discharge.

Depending on the circumstances involved, OCBS may, at its sole
discretion, offer employees who voluntarily request help with a drug
or alcohol problem, the option of rehabilitation in lieu of discharge.
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Employees offered this option will be referred to a qualified
professional or employee assistance program. The employee will be
expected, as a condition of continued employment, to sign a return
to work agreement, to follow the counselor's advice or any
recommended program of rehabilitation, and to agree to follow up
testing. Failure to do so, or any positive test result within a period of
up to 60 months after the completion of the rehabilitation program,
will result in disciplinary action, up to and including discharge.

8. Any prospective employee who refuses fo submit to pre-employment
drug testing or who receives a verified positive test result will not be
hired.

Vi, CONDITION OF EMPLOYMENT

Compliance with OCBS Controlled Substances and Alcohol Policy is a condiiion
of employment. Failure or refusal of an employae to cooperate fully or submit to
any inspection or drug test as provided will be grounds for termination.

VIl. System Contacts:
Medical Review Officer (MRQOY);

John G. Cametas, M.D.
Pembrook Occupational Heallh
2307 N. Parham Road
Richmond, VA 23229

Phone: (804) 346-1010

Fax: (804) 346-5050

Substance Abuse Professional:

Catholic Human Services

1165 Elkview Drive

Gaylord, Ml 49735

(989) 732-6761

HHS Certified Laboratory Primary Speciman
Medtox Laboratories

PO Box 120119

Saint Paul, MN 55112-0012

HHS Certified Laboratory Split Speciman
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The MRO will advise the employee or applicant that they have the right to have
their split specimen tested at a HHS certified laboratory of their choice. Some of
the certified laboratories choices are listed below:

Labcorp of America

Quest Diagnostics
Kroll Laboratory Specialists
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VIli. Employee’s  Acknowledgement of OCBS  Controlied
Substances and Alcohol Policy

| acknowledge that | have been provided a copy of OCBS Controlled Substances
and Alcohol policy.

I acknowledge that policy items in italics are based on the Independent
authority of OCBS and are in addition to the provisions mandated by FTA
regulations. :

| acknowledge that | understand the policy and that the following information was
included in the materials.

1. The name of the person designated by the employer (DER) to answer
employee questions about the policy.

2, The categories of employees who are subject to the provisions of Part 655;

3. Sufficient information about the safety sensitive functions performed by those
employees to make clear what period of the day the driver Is required to be in
compliance with Part 655,

4. Specific information concerning employee behavior and conduct that is
prohibited;

5. The circumstances under which an employee will be tested for prohibited
drugs or alcohol misuse under Part 655;

6. The procedures that will be used fo test for the presence of alcohol and
drugs, protect the driver and the Integrity of the testing processes, safeguard
the validity of the test resuits, and ensure that those results are attributed to
the correct driver,

7. The requirement that an employee submit to alcoho! and drug tests
administered in accordance with Part 655;

8. An explanation of what constitutes a refusal to submit to a controlled
substances or alcohol test and the consequences of refusal;

9. The consequences of violation of this policy, including the mandatory
requirement to remove covered employees from performing safety sensitive
functions when they have a verified drug test result or confirmed alcohol
concentrations of 0.04%, and the consequences for an employee who is
found to have an alcoho!l concentration of 0.02% or greater but less than
0.04%.

Employee’s Printed Name:

Employee’s Signature:

Date:
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IX. EMPLOYEE ASSISTANCE PROGRAM

Otsego Counly Bus System supports Employee Assistance Programs.
This policy supports the treatment of employees for controlled substances
and alcohol abuse. Depending on the circumstances invoilved, OCBS may,
in its sole discretion, offer employees who voluntarily request help with a
controlled substance or alcohol problem the option of rehabilitation in lieu
of termination.

a) The DER will supply employees of OCBS with information about
treatment programs on a timely basis.

b) Employees offered this option will be referred to a qualified professional
or employee assistance program. The employee Is responsible for the
cost of all rehabilitation treatment, return to duty tests, and follow-up
testing. .

¢) As a condition of continued employment, the employee is required:

1. To sign a return to work agreement; :

2. To follow the counselor's advice and/or any recommended program
of rehabilitation; and

3. To agree to follow up testing.

d) Failure to follow the program, or any positive test result within a period
up fo 60 months after the completion of the rehabilitation program will
result in discipline actlon, up to and including termination.

I acknowledge that 1 have been provided a copy of the OCBS Employee
Assistance Program, and that | understand the policy and the
consequences for violating the policy.

Employee’s Printed Name:

Employee’s Signature:

Date:
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Covered Job Classifications:

Bus Driver
Dispatcher

Chief Dispatcher
Mechanic

Lead Mechanic
Driver/Dispatcher
Lead Driver

General Maintenance
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OTSEGO COUNTY
BUDGET AMENDMENT

FUND/DEPARTMENT: Parks and Recreation

As provided for in the Uniform Budget and Accounling Act of 1978, as amended, and conslstent with Otsego County
Policy, the Administrator and Finance Director are hereby authorized to record the following adjusiments to the budget,

Fund Type: [OGeneral [special Revenue CDebt Sorvice Ocapltal Project  [IBusiness-Type (Enterprise of Internal Svc)

REVENUE  to adjust 2009 payroll fo actual

Account Number Decrease Increase
208-050-400.001 Budgeted use of fund balance $ $16,000
- . $ $
- . $ $
- - $ $
Total $ $
EXPENDITURE
Account Number Increase Decrease
208-751-703.060 Part time wages $24,500 3
208-751-703.030 Regular hourly § $4,500
208-751-703.070 Overtime $ $4,000
208-752-703.030 Regular hourly $7,000 $
208-752-703.060 Part time wages $ $2,000
208-752-703.070 Overtime $ $2,000
208-752-940,010 Outsida contracted svcs % $3,000
Total $31,500 531,500
/2 achud Fiaak ¥-30-09 it et |
Department Head Signature Date Entored;
By:
Adminlstrator's Signature Date
Board Approval Date (If necessary) Budget Adjustment # Posting Number

OCF-3 (10/14/05)
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F v W OTSEGO GOUNTY
| covndl; BUDGET AMENDMENT

FUND/DEPARTMENT: { Qe \neral- Fiencl,

As provided for In the Uniform Budget and Accounling Act of 1978, as amended, and consistent with Otsego County
Policy, the Administrator and Finance Director are hereby authorized to record the following adjustments to the budget.

Fund Type: ﬁGeneral [Jspecial Revanue [JDebl Semvice [JCapital Project Buslnass-Type {Enterprise or Internal Sve)

REVENUE  transfer fund for the BSA annual support fee

Account Number Decrease Increase
3 $ $
N $ $
- - 3 b
- - 3 $
Total $ $
EXPENDITURE
Account Numbey Ihcrease Decrease
10 | ~41.999.000 Transfer Out /Conngency| | $ 1, 100
101-228-920.410 Service Contracts " $11,700 $
: : $ $
. - $ $
- - $ $
- - $ $
Total $ $
Racheld Gnioah F~20-0 (AhenGe DEEREE |
Department Head Signafure Date Entered; o
By:
Administrator’'s Signature Dato
Board Approval Date (If necessary) Budget Adjustment # Posting Numbhasr

OCF-3 {10/14/05)
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BUDGET AMENDNENT
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FUND/DEPARTMENT: Equipment Fund

As provided for in the Uniform Budgef and Accounting Act of 1978, as amended, and consistent with Olsego Counly
Policy, the Administrator and Finance Director are hereby authorized to record the following adjustments to the budget.

Fund Type: OGeneral [Ispecial Revenue CInebt Service [cCapital Projscl XBuslness-Type {Enlerprise or Inleral Sve)

REVENUE _ to purchase a trailer for the marlne safety watercraft

Account Number Decrease Increase
266-050-400.001 Budgeted Use of Fund Balance $ $500
- - $ $
- - $ $
- - $ $
Total $ $
EXPENDITURE
Account Number Increase Decrease
266-901-970.420 Property Vehicles $500 $
. - $ $
- - $ $
- - $ $
- - $ $
- - $ $
Total $500 $500
Q&W m ?’“glo ‘“Oﬂ :l?rilEliml—ITfﬁW i
Départment Head Signature Date [Enterod: |
By:
Administrator's Slgnature Date
Beard Approval Date (If necessary) Budget Adjustment # Fosting Number

OCF-3 (10/14/05)
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Pollcy No Subleci Date Issued
500.01 Purchasing 4/13/04
Application Ravlised
General Fond Functions Business-Type Functions 08/25/09
PQ  General Fund Depariments IX] Delinquent Tax Revolving
] 46" Trial Court Commissary Applicabls Forms
{3 Joint Building Authority I Bus System
D4 Other Jointly Governed Qrganizations B4 Administrative Services
Building and Grounds
Special Revenue Funetions
X Parks and Recreation Compoitent Units
(] Library [] Universiiy Center
[] Sacial Welfare (Family Independence Agency) 1 Road Commission
[[] Commission on Aging . [] Ambulance
[ Other Special Revenue Funds [J Sportsplex
B Building Authority [1 Other
Conlact Department Contact Phone Number Contact Fax Number | Contact E-Mall
Administration 989-731-7520 989-731-7529 | jbuit@otsegocountymi.gov

Summary
The puipose of this policy is to establish procedures for the purchase of all supplies, equipment,

vehicles, and all construction or altering of County facilities for any depairtment of the County of Otsego
in a manner that maximizes the purchasing value of public funds in procurement. This policy includes
capital leases on any such item as listed above. This policy shall apply to every expenditure of public
funds. When the procurement involves the expenditure of federal or state assistance or contract funds,
the procurement shall be conducted in accordance with any mandatory applicable federal or state laws
and regulations. Nothing in this policy shall prevent any public agency from complying with the terms
and conditions of any grant, gift or bequest that is otherwise consistent with law.

Procedures
1, Definitions
1.1 Capital Outlay Ifems: Non-expendable items itemized in the County’s capital

improvement budget/plan.

1.2 Competitive Bids: Prices received from vendors on items or services $10,001 or more.
Competitive bids arc received as sealed bids only and are opened at advertised public bid
openings. The requirement for sealed competitive bids shall not apply to intergovernmental
contracts, contracts for professional services or emergency repairs, or for the reauthorization of
contracts, which have been previously approved by the Otsego County Board of Commissioners,

1.3 Expendable/Recurrent Supplies: Routine supplies needed to carry on the County’s daily
business (i.e. food, medical supplies, office supplies). Expendable supplies are generally
acquired nsing preferred vendors.

Page Number
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Procedures

1.4 Final Approver: Person(s) designated to utilize the electronic purchasing system with the
authority to convert requisitions to purchase orders.

1.5  Formal Bidding: Formal bidding procedure should be used for purchases from $5,001 to
$10,000. Tt includes solicitation of written bids through the mail, e-mail, and facsimile.

1.6  Informal Bidding: Purchases of $501 to $5000 are subject to informal bidding. Informal
bids (quotes) includes solicitation of written bids and may be solicited by telephone, personal
contact, or in writing.

1.7 Public Bid Opening: A place, date and time established to open competitive bids
recetved on items and/or services being procured. Adequate public notice of the invitation for
bids shall be given not less than 10 calendar days prior to the date set forth therein for the
opening of bids. Such notice may include publication in a newspaper of general circulation
within the County for a reasonable time prior to the bid opening.

1.8 Request for Proposal (RFP): A document issued by the County Administrator, which
contains specifications and County bidding procedures for procurement of items and/or services.
An RFP is sent out to vendors as a mechanism to solicit for competitive bids.

1.9 Request for Quotation (RFQ): A document (less formal than an RFP) issued by the
County Administrator/Management Team Member, which contains specifications for the
procurement of items and/or services. An RFQ is sent out to vendors as a mechanism to solicit
for competitive quotes.

2. POLICY: The County utilizes an electronic accounting system with a purchasing module that
includes a requisition and purchase order system. Every purchase on behalf of the County (unless
specifically exempted) shall require a requisition and purchase order. Except as otherwise specified
herein, purchases / contracts will be awarded to a contractor or bidder based on price, record of
performance, availability, dependability and experience. All purchases by contract, or otherwise, as
herein authorized, will be in accordance with such appropriations as have been made by the Board of
Commissioners for the support of the respective departments.

It shall be unethical for any County employee to participate directly or indirectly in a procurement
contract when (the County employee knows that) the County employece or any member of the County
employee’s immediate family has a financial interest pertaining to the procurement confract,

2.1 Basic Purchases: ltems valued at $500 or less are considered basic purchases., There are
not any bidding requirements for these purchases; however, the requisition and purchase order
system must be utilized. Management Team Members or their designee(s) are authorized to draft
requisitions and act as the final approver. The responsible party shall exercise reasonable
scrutiny when expending funds under the $500 threshold.
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Informal Bidding: Purchases of $501 to $5000 are subject to informal bidding.

Individual employees, with approval of their Management Team Member, may solicit informal
bids as outlined below, Bids must be written, The Management Team Member (their designee
when absent) must act as final approver.

A.

2.3

24

Bid Information: To insure fairness in, each vendor solicited should be given the same
information. This information should include:

e Description of items to be purchased

o Special terms and/or specifications

¢ Desired delivery date

Record of Bids: All bids solicited shall be in writing and will be electronically recorded
in the requisition “Post It” note window. Each record should contain:

¢ Bid Information

¢ Record of all bids

+ Manager’s explanation if lowest priced vendor not selected.

Formal Bidding: Purchases from $5,001 to $10,000 are subject to the formal bidding
procedure. The respective department shall follow the formal bidding process. The
Management Team Member must approve with the County Administrator or designee
acting as the final approver, It includes solicitation of written quotations/bids through
direct contact, public advertisement or any combination of the same,

A. The solicitation/advertisement must include the following:
Identification of item(s) to be bid upon

Location bids are to be submitted

Date and time of bid deadline for submission

Contact for further information

Statement of County’s rights to reject bids

Contract compliance fexms

Product specificalions

B. Record of Bids: All bids solicited shall be electronically recorded in the
requisition “Post It” note window. Each record should contain:

¢ Bid Information
+ Record of all bids
» Department Head explanation if lowest priced vendor not selected.

Competitive Bidding: Purchases with an anticipated obligation of $10,001 or more are
required to have sealed, competitive bidding and comply with Public Act 167 and 168 of
1993, Two (2) competitive bids are required for purchases of $10,001 or more.

Page Number

3of9




ﬂ v, COUNTY OF OTSEGO

cownfty  Administrative Policy Manual | ™™™

ISTASUSID I M 1 € 16 A K

500.01

Procedures .
Professional services and intergovernmental contracts and emergency repairs, or

reauthorization of contracts that have been previously approved are exempted from this
policy. A copy of all bid document material must be provided to the Administration
Department, '

A. I a bid document must be prepared ($10,001 or more), it shall include:;
Bid Reference Number as assigned by the Administration Department
Bid advertisement

Bid preparation instructions

Proposal

Contract

General conditions

Special conditions

General specifications

Detailed specifications

State or Federal guidelines (if necessary)

* @& 4 & & 2 9 & @

The County reserves the right to accept, reject or negotiate any or all bids, to waive or not waive
informalities or irregularities in bids or bidding procedures, lo rebid the project/purchase, and to accept
any bid determined by the County to be in the best interest of the County, regardless of price. The
reason for rejection may include past performance issues, and compatibility with existing equipment or
software. Vendors located in Otsego County are hereby granted a 5% cost variance for low bid
determination, ’

A “local vendor” is defined as a vendor that operates a business within the legally defined boundaries of
Otsego County. To be considered a local vendor, the vendor must provide a verifiable business address
{not a PO Box) at which business is being conducted.

B. All bids shall be opened at the time, date and place specified, and the opening and
inspection of all bids shall be made by the County Administrator. A complete
summary of the bids, including the bidding firm’s name, cost, qualifying data, and
any other relevant information, shall be kept on file. Final approval, acceptance
and selection of bids that are low bid and meet specifications shall be
recommended by the County Administrator to the Board of Commissioners,

2.5  Expendable Supplies: For cach expendable category of purchases, the County
Administrator, with the assistance of the respective department staff (i.e. maintenance/jail
food staff), will compile and maintain a list of preferred suppliers. Such lists will be
reviewed and updated periodically. Typically one — fhree vendors will be listed to provide
comparison pricing and selection options.

2.6 Open Purchase Orders: Open Purchase Orders shall be utilized for vendors that provide

Page Number

4 0f 9




ﬁ{ ) COUNTY OF OTSEGO
cowndi Administrative Policy Manual

l;mmsnmlm ML et é h

Pollcy Number

500.01

Procedures

routine repetitive services, Open Purchase Orders may be opened and closed within any
calendar month. Examples of authorized open purchase orders include: oil changes, car
wash and other similar services.

2,7 Emergency Purchase Orders: In case of emergency needs, appropriate departments

2.8

2.9

(maintenance, sheriff) are authorized to make emergency procurements of supplies, services
or conslruction items when there exists a threat to public health, welfare or safety. Electronic
access shall be provided to authorize the issuance of emergency purchase orders. Emergency
procuremeits shall be made with such competition as is practicable under the circumstances
and the cost shall not exceed $5,000. An emergency purchase of up to $10,000 may be made
by the County Administrator without prior approval by the chair or vice-chair of the Board of
Commissioners. The very nature of emergency expenditures may necessitate a significant
financial decision without prior approval. All emergency expenditutes in excess of $10,000
shall be reported to the Board of Commissioners, in writing, within three business days.

In the case of emergency repairs where delays may cause further damage to county property,
the County Administrator is authorized to spend up to $10,000 without prior approval by the
chair or Vice-Chair. Emergency repairs in excess of $10,000 may be made by the County
Administrator with advanced authorization from the chair or vice-chair.

Cooperative Government Contracts: Bidding requirements shall be waived if the County
is able to secure favorable prices on purchases by joining with other local governments,
or patticipating with the State of Michigan or the Federal Government in purchasing.
The County Administrator is authorized to enter into the necessary agreements or
contracts on behalf of the County.

Exempted Purchases: Exempted purchases include maintenance agreement billings,
utility billings, contracted service invoices, insurance payments, and other like services as
noted in the Otsego County Payables Policy, The appropriate account number and
signature of a Management Team member is required for exempted purchases, and shall
appear across the mvoice,

2.10  Papment Procedure: The vespective Management Team member will be responsible for

inspection of all orders, upon receipt of the order and prior to the acceptance of the
delivery. Upon acceptance of items, verification that the packing slip matches the
purchase order must accompany the invoice in order to obtain payment. Whenever a
department rejects any orders, the County Administrator shall be notified immediately
and given the reason for the rejection.

2.11  Capital Leases: The process for bidding capital leases shall be similar to other purchases.

Should the price of the purchase nol be reasonably known prior to engaging the bidding
process, the Formal Bidding Process shall be used.
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2.12

2,13

2.14

215

2.16

2.17

2.18

Bid Specification Changes: All changes in bid specifications shall be reported to all
known potential bidders. Such notification shall provide appropriate time for all such
potential bidders to have adequaie time to make adjustments to their bids.

Demo Models: Bidding requirements shall be waived if the County is able to secure
favorable prices on purchases by purchasing a demonstration model.

Rebidding: Should it become necessary to rebid a project/purchase, the County
Administrator may waive the newspaper posting requirement for Competitive Bids, with
notification being given to the Budget & Finance Committee members.

Amending contracts on projects requiring bids: The County Administrator may approve
minor amendments to capital project conlracts up {0 an amount of $5,000, not to exceed
more than 10% of the original contract amount. The County Administrator may
approve minor amendments to capital project contracts up to an amount of $10,000, not
to exceed 10% of the original contract amount, with pre-notification to the Budget &
Finance Committee. Any contract amendment beyond the limits specified above requires
approval by the Board of Commissioners.

Bond Requirements: Bid bonds are required for construction or repair projects in the
amount of $100,000 or more. Bid bonds and performance bonds are required for
construction or repair projects in the amount of $250,000 or more, Bid bonds shall be in
the amount of 10% of the total contract price. Performance bonds will be in the amount
of 100% of the total contract price. Bond requirements cannot be waived.

Lien Waivers: For construction or repair projects in the amount of $50,000 or more, the
confractor is required to provide partial lien waivers, verifying all subcontractors and
suppliers have been paid for their work to date, for payment requests beyond 25% of the
total contract price. The final 10% of the contract price can be paid prior to receipt of lien
waivers. The contractor will provide final lien waivers within 30 days of contract
completion. In the event that a contractor does not provide the required lien waivers, the
contract will not be eligible for future County projects without the consent of the County
Infrastructure Committee.

Insurance Requirements: All contractors and/or vendors are required to have the
following Insurance:

A. Workers Compensation and Employers’ Liability, Michigan Statutory Limits of
Liability.

B. Commercial General Liability Insurance

C. Motor Vehicle Liability Coverage, and Michigan No-Fault Coverages including all
owned, non-owned, and hired vehicles.

D. Otsego County will be named as Additional Insured on all insurance coverage, with
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the exception of Workers Compensation and Employers’ Liability insurance.

Limits of Liability for General Liability, and Vehicle Llablllty shall be within the
following guidelines based on contract amount:

Projects up to $750,000: Minimum of $1,000,000 per occurrence and aggregate.

Projects $750,001 to $1,750,000: Minimum of $2,000,000 per occurrence and
aggregate,

Projects $1,750,001 to $2,750,000: Minimum of $3,000,000 per occurrence and
aggregate,

The required amounts continue to escalate by adding $1,000,000 to the beginning
and ending project range and to the minimum insurance requirement.

A Waiver of Subrogation is required on the certificate of liability insurance,

The certificate of liability insurance is required to have a 30-day notice of
cancellation.

2.19  Professional Services Contracts Requirements: Professional Liability Coverage
(Errors and Omissions) is required for all contracts for professional services such as
architect, engineer, design firm or similar professions, and the medical professions, etc.

Limits of Liability for Professional Liability Coverage shall be within the
following guidelines based on contract amount:

Projects up to $750,000; Minimum of $1,000,000 per occurrence and aggregate.

Projects $750,001 to $1,750,000: Minimum of $2,000,000 per occurrence and
aggregate.

Projects $1,750,001 to $2,750,000: Minimum of $3,000,000 per occurrence and
aggregate.

The required amounts continue to escalate by adding $1,000,000 to the beginning
and ending project range and to the minimum insurance requirement.

A Waiver of Subrogation is required on the certificate of liability insurance.

The certificate of liability insurance is required to have a 30-day notice of
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220 Ofher Contracter Insurance Reqirements:

For projects of over $250.000, all vendor insuranee must be obiained through an
insurance company that has a financial strength rating of A or better by a reputable
insurance rating company such as A.M, Best.

The County of Otsego will accept delivery of and authorize payment of only those services,
supplies, merchandise or articles authorized for purchase, and acceptable under terms of the
purchase agreement, in accordance with the procedures stated herein,

Payment for any services, supplies, merchandise or articles not authorized for purchase by the
County Administrator and/or the Otsego County Board of Commissioners in accordance with the
policies and procedures stated herein becomes the responsibility of the person or persons
requesting such service, supplies, merchandise or article and the County may deny payment of
the claim.

Any service being performed for the County that has not been authorized in accordance with the
policies and procedures stated herein, shall be immediately disconfinued and the original
conditions restored at the expense of the person or persons requesting such service.

Payment in full for any service, supplies, merchandise or articles not accepiable for delivery or
the use required, as put forth in the bid specifications or purchase agreement for such service,
supplies, merchandise or articles, will be held m abeyance until such time as a replacement or
replacements meeting the specifications put forth in the purchase agreement and acceptable for
the use required are received.

TABLE 1
Dollar Amount Bidding Requirement Final Approval
$0 - $500 None Management Team Member or
Designee
$501 - $5,000 Informal Bid County Administrator
$5,001 - $10,000 Formal or Competitive County Adninistrator
Quote
$10,001 or more Competitive Bids (2) Board of Commissioners
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PURPOSE

The purpose of this policy is to provide a guide on property and liability insurance coverage
for Otsego County Component Units,

POLICY
All Otsego County Component Unifs are required to carry the following insurance coverage.

Property Insurance. The Component Unit, at its cost, shall maintain property
insurance which shall cover all real and personal property on the premises on a 100%
replacement cost basis. Such policy shall be on an all risk policy form and shall insure
against the perils of fire and extended coverage and physical loss or damage
including, without limitation, flood, theft, vandalism, and malicious mischief.

Liability Insurance. The Component Unit shall maintain, at its cost, commercial
general liability insurance,

Emplovee/Board Liability Insurance. The Component Unit shall maintain, at its cost,
liability insurance coverage for employees of the Component Unit, its Board of
Directors, and its operations. Such policy shall name the County as additional
insured.

Motor Vehicle Insurance. The Component Unit shall maintain, at its cost, motor
vehicle insurance for all vehicles owned by the Component Unit. Such policy shall
name the County as additional insured.

Workers Disability Insurance. The Component Unit shall maintain, at its cost,
worker’s disability insurance,

It is typically preferred that the Component Unit obtain theit insurance through the County’s
insurance vendor, but exceptions may be approved by the Otsego County Board of
Commissioners providing that the insurance is of an equal coverage to that maintained by the
County of Otsego and that the insurance vendor has a financial strength rating of A or better
by a reputable insurance rating company such as A.M. Best,



46" CIRCUIT COURT OTSEGO DEFENSE CONTRACT

87-A DISTRICT COURT OTSEGO DEFENSE CONTRACT

OTSEGO COUNTY PROBATE COURT DEFENSE CONTRACT

_August 1, 2009 — July 31, 2012

The undersigned agree as follows:

1.

That Gary L. Gelow, (hereinafter “Contract Administrator™)
shall provide legal representation to all indigent parties charged
with offenses cognizable in the Otsego County Court System
(understood by all parties to include the circuit, district, and
probate courts of Otsego County Michigan only) pursuant to
MCR 6.101. Further, the Contract Administrator shall provide
representation to all minors whose parents or guardians are
indigent and who are charged with criminal offenses. Further,
the Contract Administrator shall provide legal representation to
all parties who are indigent and are involved in a matter or
allegation of abuse and/or neglect of a minor child, or who are
involved in protective proceedings (DD, MI, LIP, etc.). Logal
representation shall be provided by and through the Contract
Administrator through a sexies of subcontracts with various
attorneys and/or law firms. The Otsego County Courts, by and
through its Chief Judges, retains the right to approve or reject
any of the subcontractors tendered by and through this instant
agreement.

The Otsego County Courts, by and through its Chief Judges,
does hereby agree that the Contract Administrator shall be
compensated at the rate of Eleven thousand, two hundred,
fifty and 00/100 ($11,250.00) dollars per month for the term of
August 1, 2009, through July 31, 2010, for the services

provided in #1 above.

The Otsego County Courts, by and through its Chief Judges,
does hereby agree that the Contract Administrator shall be
compensated at the rate of Eleven thousand, four hundred,
seventy five and 00/100 ($11,475.00) doilars per month for the



10.

term of August 1, 2010, through July 31, 2011, for the services
provided in #1 above,

The Otsego County Courts, by and through its Chief Judges,
does hereby agree that the Contract Administrator shall be
compensated at the rate of Eleven thousand, five hundred,
eighty-nine and 50/100 ($11,589.50) dollars per month for the
term of August 1, 2011, through July 31, 2012, for the services
provided in #1 above.

‘The monthly payment shall be made in advance, commencing
on or about August 1, 2009, and continuing through each and
every month thereafter during the term of the contract, based on
Otsego County’s warrant (check disbursement) schedule.

The Contract Administrator shall accept, without further
compensation, representation of five indigent parties who desire
to appeal a final disposition of the Otsego County Courts.

Court ordered appointment shall, pursuant to the provision of
this contract, apply only to those circumstances where

Michigan Constitution, Michigan statutes, or Michigan Rules of
Coutt require the appointment of counsel, including probation
violation charges.

Contract attorneys must resolve conflicts to ensure legal
representation is present at the scheduled hearing so the hearing
can proceed as scheduled.

.The Contract Administrator has the affirmative obligation to

review an indigent defendant’s financial status and advise the
appropriate presiding judge in the event the Contract
Administrator or any attorney determines that a defendant is not
entitled to court appointed counsel for lack of indigency.

The parties agree that either party to the instant contract may be
cancelled without liability upon ninety (90) days written notice.



M “bhe-contractattorneys-shallmaintainprofessional Hability  See Adbulom one
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12,  The Contract Administrator shall serve as liaison to the Chief
Judges of the Otsego County Courts regarding the
administration and/or procedural matters involved in the
administration of this instant contract.

13.  Those appointments which are made during the term of this
instant contract shail be completed through final disposition
without additional compensation irvespective of the
cancellation, revocation, or non-renewal of this instant contract.

Dated: géiég / ﬁ@ ?4; 4%;//@
‘ Horigrable Janet M. Allen, Chief Judge

46" Circuit Court

Dated: 7’.9? 6/07 W f22 —

Honorable Patrigfa A. Morse, Chief Judge
87-A District Caurt

Deted /A// CV%

Honorable Michdel K. Zooper, Chief Judge
Otsego County Probate Court

Dated: §- ~09 QW

J ohgigﬁ't, Otsego County Administrator

Dated:

Gary L. Gelow, Contract Administrator



Addendum One

The contract attorneys shail maintain professional liability insurance in an amount no less
than $1,000,000 per claim and $1,000,000 aggregate throughout the term of this confract.



- Otsego County Building
Emergency Response Manual
Purpose of Manual

The Otsego County Building Emergency Response Manual Is to be used to asslst
our employees during the emergency situatlons outlined in.this manual,

Responsibilities of Personnel

County Administrator

Each county building will have its own emergency plan and will have a
designated Building Emergency Coordinator (B.E.C.). The deslgnated B.E.C. will
be the County Administrator for the County Bullding. If Court related, contact
Trial Court Adminlistrator.

Otsego County Employees

All Otsego County personnel will have the followlng responsibllities and dutles:

1. All personnel have the responsibliity to report emergencies
Immediately.

2. If an evacuation alarm sounds, evacuate the building Immediately to
the assigned designated area.

3. All personnel are responsible for famillarizing themselves with the
evacuation routes and the location of all fire extingulshers.

4, All personnel are to know the location of the nearest emergency exit in
all areas they may enter.

5. All personnel are to know the action plans contalned In this manual
and follow them when initiated.

6. All personnel are to assist any employee or visitor who has a disabllity.
7. All persannel are to assist those in need during an emergency.

8. Provide First Aid and CPR to those in need only If safe to do so and if -
you are trained.

PLANS:bldgemerresp 08/07/2009



HOW TO PROCEED IN MOST EMERGENCY
SITUATIONS

1. Determine what the situation is:

Life Threatening Emergencies

A. DIAL 911 or 9-911 and report the incident.

B. Notify the County Administrator Office at ext, 520, or
731-7520. If Court related, contact Trial Court
Administrator.,

Non-Life Threatening Emergencies

A.  Notify the County Administrator Office at ext. 520, or 731-7520.
If Court related, contact Trial Court Administrator.

PLANS:bldgemerresp 08/07/2009
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Section 1:

Bomb Threat Procedures

Procedure Steps
1. Report the bomb threat Immediately by calling 911 or 9-911.

2. Inform the County Administrator immediately at ext. 520, or 731~
7520. If Court related, contact Trial Court Adminlstrator,

Rei:eiving a Threat

1. If you receive a call, locate the Bomb Threat Checklist attached o
the next page.

2. Review "What to do while speaking to a caller that is making the
threat.”

3. Be calm and courteous.

4, Listen, do not Interrupt the caller,

5. Try to keep the caller on the line as long as possible.

6. Be aware of any background noises.

7. If possible, while you are on the phone, notify a nearby co-worker
to assist you. Have them notify the County Administrator at ext.

520, or 731-7520. If Court related, contact Trial Court
Administrator.

PLANS:bldgemerresp 08/07/2009



THREAT RECEIVED BY OTSEGO COUNTY EMPLOYEE/DEPARTMENT

WHAT TO DO WHEN SPEAKING TO A CALLER THAT IS MAKING A
THREAT

INFORMATION NEEDED

—

. Location of Incident.
a. Speciflc area at locatlon.
. Time set to explode,
. What type of explosive used.
a. How fused?
4. Why does caller want to blow up that particular location?

ACTION REQUIRED

. Attempt to keep caller on phone as long as possible,
a. May provide clue as to Identity,
b. The more subject’s voice is heard, the greater the chance of successfully
identifying
. Do not antagonize the caller, Do not express dishelief or disinterest.
. Study and analyze caller’s volce.
a. Adult or juvenile?
b. Racial, ethnlc tone?
¢. Voice tone and quallty.
d. Speech Impediments?
e. Peculiar pronunciations?
f. Sounds Intoxicated or drugged?
4. Listen for background noises (may be a clue to origin of call).
a. Publlc place.
b. Traffic nolses.
¢. TV or radlo In background.
d. Other people In background.
e. Unusual nolses,
. Advise supervisor,

L N

[y

(SN, ]

w
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Section 2:

Building Evacuation

The evacuation procedure can be used for a variety of situations.

1.

Note:

When an evacuation alarm Is given (Intercom page over the phone),
evacuate the building Iimmediately to the designated area. The
designated evacuation area will be designated at the time of the Incldent.
Be aware that people may not hear the alarm/announcement. Please
make sure all Individuals in the building are notifled of the evacuation.

Upon notification that an evacuation Is In progress, all personnel and
visitors will immediately use the approprlate emergency exits and proceed
to the designated assembly location.

. Prior to leaving the building, each Department Head/Elected Officlal will

be responsible for notifying the personnel within her/his divislon of the
evacuatlon.

Once in the deslgnated assembly area, an attendance for employees and
visitors will be conducted.

The attendance results will be reported to the County Administrator or the
assighed alternate as soon as posslbie. The person reporting the results
shall highlight the names of the person(s) who may still be in the building.
This will be given to the police or fire department Incldent Commander.

All personnel will stay assembled at the evacuation location untll further
Instructlons are received from the County Administrator.

It is important fo understand that in some emergencies employees must
deviate from these instructions. Use common sense. For example, if
smoke Is present employees need to begin evacuating even if the alarm
has not been sounded.

PLANS:bldgemerresp 08/07/2009



Section 3:

Building Lock Down

A bullding lock down can occur for a variety of reasons (a dangerous individual Is
loose In the area, chemlcal spil, etc.). You wlill be notifled by the County
Adminlistrator, the County Sherlff's Department or Central Dispatch if a lock down
is warranted.

1. Notlfication of a lock down will be announced on the intercom page
over the phone system.

2. When the lock down Is in progress, all exterior doors of the hullding
will be locked and everyone will stay away from exterior windows.

3. There may be a volce message delivered over the phone system
providing more Information In regard to the emergency incldent.

4, If an employee comes back to the office and finds it locked, the
employee should go to the nearest phone and call the office to find
out why the building Is locked.

Otsego County standardized signals:
Emergency Lock Down signal —

» If the danger is inside the building — intercom page
“"Lock Down — Inside”

= If the danger is outsitde the building — intercom page
“Lock Down — Outside”

= If the danger is outside the building and relates to
hazardous materials — intercom page
“Lock Down — Shelter in Place”
*x*SEE HAZARDOUS MATERIALS SECTIQON**¥

If a lock down has occurred, the all clear signal wlill be glven In person and
individually to each office. It will be made by a uniformed law enforcement
officer .
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Section 4:

Fire Procedures

1. If a fire alarm Is triggered, someone from the administration office
and/or the receptionist will call 911.

2. When the fire alarm sounds, all bullding occupants must evacuate.
Take care to be certain that all hearing impalred building occupants
are alerted when the alarm sounds.

3. Locations of fire extinguishers can be found on the floor maps in
section 12 and posted on most doorways.

4, During an emergency visibility may be limited. It may be necessary to
hold onto the person In front of you in order to successfully exit the
building.

5. The last person to leave the building should close any doors that could
help contaln the fire.

6. Assist all visitors to the nearest exit.
7. Proceed to designated assembiy location which will be determined at
the time of the accident.
Remember.....
If your clothing catches on fire.....
1. STOP moving — Do Not Run!
2. DROP to the ground, cover your face; and
3. ROLL to smother the flames.
If you see someone on fire.....

1, Use a coat or a blanket to smother the flames or tell them to
roll on the ground to smother the flames.
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HOW TO USE A
FIRE EXTINGUISHER

P ULL PIN
AIM AT BASE OF FIRE
S QUEEZE HANDLE

S WEEP AT BASE OF FIRE
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Sectlon 5: _
Hazardous Materials

Hazardous materials are present both Inslde the County Bullding and In the
surrounding community. Therefore, emergencles dealing with these materlals
can affect the County employees and the County Buliding.

If hazardous materials have been exposed to the interior of the building please
follow the evacuation plan. The designated assembly location will be determined
at the time of the accident by the County Administrator, police or fire
commander.

Otsego County Standardized Signals:
Emergency Lock Down signal —

» If the danger is outside the building — intercom page
“Lock Down — Shelter In Place”

If you are told to “shelter in place”, a problem exists on the outside of the
building. It would not be safe to leave the bullding and the safest place Is to be
In an interior room with no windows. The goal of a “Lock Pown - Shelter in
Place” Is to minimize your exposure to the outside environment. Air handles and
fans should be turned off.

As soon as possible after a “Lock Down — Shelter in Place” Is ordered, more
Information will be put out via the voicemall system or intercom as appropriate.
Therefore, Team Leaders should check thelt volcemalt after a few minutes. Do
NOT call the Administrator’s office. This will tie up the lines of
communication. Administration staff will call you as scon as it is practical, This
may take some fime. If you have not heard from Administration within 45
minutes of the initial “Lock Down — Shelter In Place” alarm, the Team Leader
should call the Administrator's Office. The ALL CLEAR signal will be an
intercom page or personal notification at each office.
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Sectlon 6:
Hostage Situation

If an employee witnesses or receives information about a person(s) In the
building belng taken hostage, Immediately dial 911 or 9-911 to report the
Incident, Then contact the County Administrator at ext. 520, or 731-7520. If
Court related, contact Trial Court Administrator.

1. Resist belng taken hostage, unless your life would be placed in
jeopardy by refusing to be taken.
2., If you do become a hostage:

A. Try to remain calm.

w0

Do not act foolishly.

Do not arouse the hostility of your captor(s).

o O

Try to drink water and eat to maintain your strength,
E. Do not assist your captor(s).

F. If a rescue attempt Is made:

« Drop to the floor and cover your head.

¢ Listen to the instructions of the officers,

o Cooperate with authorltles so you can be properly identified.
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Section 7:

Medical Emergency

Medical emergencles can occur at any time. The following describes the
procedure that County employees should follow in the event of a life threatening
or serlous injury, iliness or death.

Medical Emergency Notification -- dial 911 or 9-911 then notify the

County Administrator at ext. 520, or 731-7520. If Court related,
contact Trial Court Administrator.

When you call 911 or 9-911......
1. Identify yourself.
2. Give the location of the victim and his or her Identity, if known.
3. Describe the victim’s condition and/or injury.
4, Tell whether he or she Is breathing and alert.

5. Tell the dispatcher the closest entrance for the emergency
responders.

6. Do not hang up untll the dispatcher tells you to do so or hangs up
first.

7. Send someone to the entrance closest to the location of the
Incident. Have them open the doors for emergency responders.

All non-life threatening emergencies.....
Notify the County Administrator at ext. 520, or 731-7520.

Note: If you are certified to provide medical aid, you can do so within the limits
of your certifled training.
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Section 8;

Power Outage

1, If a power outage occurs, stay calm,

2. Contact the County Adminlstrator’s Office at ext. 520, or 731-7520.
They will contact the power company and notify them of the outage.
The County Administrator, or designee, will then provide further

Instructions.

3. The loss of computer files during a power outage Is uhavoidable.
Protect yourself by remembering to save and back-up your computer

files on a regular basls.
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Section 9:

Suspicious Packages / Items

Action to take after receiving a suspicious package:
1. Do not handle the package.
2. Evacuate the area in which the package Is located,.
3. Notify the County Administrator.

4. The County Administrator will assess the situatlon and decide if further
emergency services are needed.

5. If It is determined that further emergency action is required, the police
and fire department will evaluate and decide if the building needs to
be evacuated.

6. The County Administrator will coordinate the evacuation of the
buliding. '

The following are letter and parcel homb recognition points:
1. Foreign mail, alr mall, special delivery 8. Qily stains or discolorations

2. Restrictive markings, such as 9, No return address
“confidential” or “personal”
10. Excessive weight
3. Excessive postage
11, Rigid envelope
4, Hand written or poorly typed addresses
12. Lopsided or uneven envelope

5. Incorrect title

13. Protruding wires or tinfoll
6. Titles but no names

14, Excesslve securing materlal, such
7. Misspeilings of common words as masking tape or string

15. Visual distractions
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Section 10;
Suspicious / Violent Situations

If an employee withesses or recelves Information abouf a person(s) in the
bullding being susplclous or violent, they are to notify the County Administrator
or designee and are to immediately dial 911 or 9-911 to report the incldent. If
Court related, contact Trial Court Administrator.

Non-Threatening (complaining, belligerent, yelling, etc.)

Threatening (weapon, verbal threats, contact, Injury, etc.)

Incident in Progress
1. Remain calm.
2. Avold action that might incite the person to act violently,

3. Obey the person’s Instructions, even If it appears that the employee or
visitor cannot be harmed.

After the Incident

Immediately after the Incldent, ensure that no employees or visitors have been
Injured.

If People are Injured:
1,  Call 911 or 9-911.

2. Immediately notify the County Administrator at ext. 520, or 731-
7520.

3. Close and secure the office until the police arrive (lock the door).
This procedure will heip preserve the scene of the crime for
fingerprints and other physical evidence,

4, Preserve the evidence--do not touch any notes that the Intruder
may have written, such as a request for money/valuables.

5. Each employee involved In the incident should write down her/hls
own description of the Intruder and the events that occurred.
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Please note that witnesses should not confer with others or
compare notes.
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DESCRIPTION OF PHYSICAL CHARACTERISTICS FORM

Perpetrator 1 Perpetrator 2
Male/Female -

Race/Natlonality -

Helght -

Waeight -

Build -

Hair Color/Length -

Glasses -

Eye Color -

Scars or Marks -

Weapon Type -
(revolver, automatic rifle, shotgun, etc.)

Jewelry -

Clothing:
Jacket -

Shirt -

Pants -

Hat -

Shoes -

Veahicle:
Type -

Model/Year -

Color -

Llcense Plate -

Additional Information on Perpetrator 1:

Addltlonal Information on Perpetrator 2:

Do not discuss any detalls of the event until the police are through taking statements from you
and your co-workers. Thank vou for your cooperatlon.
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Section 11:

Tornadoes / Bad Weather

Winter Weather

In the Northern Michigan area our weather can change hourly, if not more
frequently. Durlng the winter months before 8:00 a.m. if there Is a question as
to whether or not the County will be open, all employees should listen to local
radio stations for closing announcements. The radio station used by the County
for this announcement is 101.5 on the FM radio dial. The County Administrator
will normally make the decision to close before 6:00 a.m. and will have It
announced on the local radio station listed above. If bad weather occurs during
the day after we are already at work, the County Administrator will again make
the decision to close and will notify all departments.

Tornado
A Tornado Watch means conditions are right for a tornado to form.
Keep aware of weather conditions and be ready to take shelter.

A Tornado Warning means that a funnel cloud or tornado has been spotted In
the area,

Take shelter immediately in case a tornado approaches your
location.

Notification:

1, A tornado watch will be announced to the Otsego County personnel as
soon as possible after confirmation is made with the County
Administrator.

2. A tornado warning will cause the Reverse 9-1-1 system to be
activated,

3. When the tornado warning has been Issued, all building occupants and
Otsego County personnel MUST move to the designated safe area
within the building. {Downstairs on the first floor, In the hallway.)

4, Once in the safe area, personnel should be Instructed to seek shelter

under a desk or table, or kneel down in a fetal posltion facing the wall
and cover their heads with their arms. They are to remain in this
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position untll the ali-clear signal is given by the Otsego County Office
of Emergency Management.

Note: If County employees choose to leave the buillding during a
tornado warning and an all clear is issued hefore the end of the normatl
working day, the employees are required to return to work to
complete that day of work.

PLANS:bldgemerresp (8/07/2009



INSERT APPROPRIATE

FLOOR PLAN

THIS PAGE
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COUNTY OF OTSEGO
ACCIDENT / INCIDENT REPORT

INSTRUCTIONS: Complete all three pages and return to your supervisor, When
serious personal injury or property damage is Involved, immediately forward
form to the County Administrator’s Office.

A. GENERAL INFORMATION

1. Department: 2. Hire Date (Employees):
3. Phone! 4, Date: Time:
Personal Injury Property Damage Other
Clalm ___ Incident Clalm Incldent Clalm
Incldent

B. WHO'S INVOLVED

1. Name: 2. Telephone:

3. Address:

4. Occupatlom:

5, SS#: 6. Date of Birth:

C. IF PERSONAL INJURY OCCURRED

1. Nature of injury (e.g., cut, strain):

2. Part of Body Injured (e.qg., hand, back):

3. How was Injury treated (e.qg., first ald, etc.):

4, If employee, did he/fshe return to work:

same day following day lost time
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D. IF PROPERTY DAMAGE CCCURRED

1. Property damaged:

2. Nature of damage (e.g., theft, breakage, etc.):

3. Extent of Damage:

E. WHAT OCCURRED

1. Police report number, If any:

2. Describe clearly & fully what happened (attach any supporting data): _

F. WITNESSES

1. Name: Telephone No.:
Address:

2. Name; Telephone No.:
Address:

3. Name: Telephone No.:
Address:

PLANS:bldgemerresp 08/07/2009



G. SUGGESTIONS TO PREVENT RECCCURRENCE

H. SUBMITTED/RECEIVED BY

1. Submitted by: 2. Titte: 3. Date:

4, Recelved by: 2. Title: 3. Date:

PLANS:Dldgemerresp 08/07/2009
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. Transportation of Passengers with

Special Medical Needs

The Otsego County Bus System's goal is to provide a safe, reliable and efficient
transportation system for all residents of Otsego County. The Americans with Disabillities
Act of 1990 and Title VI covering Public Transportation that receives Federal dollars for
operations states that state and local governments may not discriminate on the basis of
disability (18 CFR 35.130). Each service, program, or activity must be operated so that,
when viewed in ifs entirety, it is readily accessible to and usable by individuals with
disabilities, unless it would result in a fundamental aiteration in the nature of a service,
program or activity or cause an undue financial and administrative burden (28 CFR
35.150). To this end, the Otsego Counly Bus System will make all plausible effort to
accommodate all potential bus passengers. It is necessary {o note that the Otsego County
Bus System is not categorized as Medical Transportation, Specialized or Ambulatory
Service, which is a separate category of Public Transportation, as we are not licensed,
trained/qualified or insured to perform that category of Public Transportation.

In the event of a medical emergency experienced by any Otsego County Bus
System passenger, Otsego Counly Bus System employees will attempt basic first aid, but
will hot provide any further medical freatment to the afflicted passenger., The Bus Driver
will immediately pull over to the side of the road and use the iwo-way radio to contact
dispatch, which will in turn contact 9-1-1 to report the medical emergency. The bus driver
and bus aide will wait for appropriate Emergency Medical Services (EMS) personnel to
arrive and handle the medical situation.

For passengers with known severe special medical conditions it would be helpful,
but not required, to have the passenger or caregiver report known medical conditions to the
Otsego County Bus Driver that will be transporting the passenger, in writing, so that if
necessary, on scene EMS personnel can be informed of these conditions in the event of a
medical emergency response. Bus passengers may elect to have the bus driver keep
medical information for future trips, or may request to have the information returned at the
end of the trip in which the information given. Any information kept by that bus driver will
be kept confidential and will be secured in a safe place when the driver is not on duty.
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BUDGET AMENDMENT
FUND/DEPARTMENT: bleatin i Fiemol

As provided for in the Uniform Budget and Accounting Act of 1978, as amended, and consistent with Qlsego Counly
Policy, the Administrator and Finance Direclor are hereby authorized to record the following adjustments {o the budgel.

Fund Type: [OGeneral {Jspectal Revenue {1Deb! Servica [TCapital Project XBus!ness-Type {Entorprise or Internal Sve)

REVENUE  Welless program cast -

Account Number Decrease {ncrease
647-050-400.001 Budgeted Use of Fund Balance $ $2,000
$ $
- - 3 $
- - 3 $
Total $ $
EXPENDITURE
Account Number Increase Decrease
647-851-704.112 Wellness Program - $2,000 $
$ $
- - 3 $
- - $ $
- - $ $
: : $ $
Total $2,000 . $2,000
Qa M M\_ . ? 4009 | (AN BRRR TG |
Department Head Slgnature Date “Entered: |
By:
Administrator’s Signature Date
Board Approval Date {if necessary) Budget Adjustment # Posiing Number

OCF-3 (10/14/05)



