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Routine Activities

Freedom of Information Act Requests - The Police Department received one hundred ten
(110) requests in March. Five (5) requests were received by the Fire Prevention Bureau,
seven (7) requests were made to the Building Division, and two (2) requests were made
to the Finance Department in March.

City Council, Planning Commission, Board of Appeals

Agenda packets were prepared and distributed for City Council. The City held three City
Council meetings, one work session, one Planning Commission and one Zoning Board of
Appeals meeting in March. Forty (40) agenda items were reviewed. Following the
meetings, minutes were prepared for approval.

Administration

Shelly completed all correspondence for the City Administrator as well as the monthly
Information Update. She also responded to or coordinated meetings for the City
Administrator and Mayor.

Insurance

Accident and Injury Reports — One (1) employee injury claim was filed in March as well
as one (1) liability claim.

Elections

Voter Registration — During the month of March 188 new registrations and address
changes were processed and 147 voters were cancelled for various reasons.

Presidential Primary 2016 — The Presidential Primary was held on March 8, 2016. A total
of 2,034 absentee ballots were mailed with 1,915 being returned for processing.

May 3, 2016 Special Election

On May 3™ Muskegon and Grand Haven Public Schools each will have millage proposals
being presented to voters. In Norton Shores, voters in those particular districts are
located in two precincts. As of March 31, absentee ballots had been issued to 202
voters and 25 were returned for processing.

Staff continually monitors proposed changes in Election Law.




Business Registration

As of March 30, 2016 the Clerk’s office received 608 business registrations.

Human Resources

The 312 arbitration hearing with the part-time Norton Shores Firefighters’ Association
(NSFFA) has been postponed and we are back at the negotiating table.

Staff is preparing for negotiations to renew the Collective Bargaining Agreement with
the Local 2559 of the International Association of Fire Fighters (IAFF) which expires on
June 30, 2016.

A Safety Committee meeting was held in March and consisted of a review and
discussion on all injury and accident reports submitted during the last 3-4 months.

Special Projects — Staff is in the final stages of completing the Classification and
Compensation Study with the Mercer Group. Once completed, the study will classify
current Management, Professional, Technical, and Clerical (MPTC) employees based on
a point-factor evaluation system with a purpose of establishing equitable job
classifications and pay levels.

Community Development Block Grant (CDBG) — Staff has completed the Five Year (2016-
2020) Regional Consolidated Plan with the Cities of Muskegon and Muskegon Heights.
The 2016 Action Plan is incorporated into the Five Year Plan.

Recruitment and Selection — The recruitment process for Police Cadets has begun and
interviews will take place in April.

Performance Evaluations and Status Change Forms — Performance evaluations were
distributed for three (3) employees and five (5) were returned after completion.

Five (5) status change/updates were prepared for approval, distributed appropriately
and recorded in personnel files.




