
 

    
Public Safety Committee Meeting Agenda  

 

 
 

      PUBLIC SAFETY COMMITTEE MEETING 
     Hamburg Township Hall 
 10405 Merrill Road 

 Hamburg Township, MI 48139 
 

 AGENDA 
  Wednesday, October 6, 2021 

    3:00 p.m. 
 

1. Call to Order 

2. Roll Call of the Committee 

3. Approval of the Agenda 

4. Approval of Minutes 

5. Call to the Public 

6. General Topics 

  A.  Personnel/Reassignments 
  B.  Police Department – Explorer Program 
  C.  Parks & Recreation – ADA Transition Update 

7. Old Business 
     
8. New Business 
  A.  Public Safety 
   1.  Public Safety Restructuring 
 
  B.  Parks & Rec 
   1.  Public Safety Concerns:  PowerAde Tournament 2021 
  
9. Adjournment 
 

Copies to: 1 Pat Hohl 8 Fire Dept. Chief:  Nick Miller 
 2 Chuck Menzies 9 Fire Dept. Ref.: Jordan Zernick 
 3 Pat Hughes 10 Police Dept. Chief Rick Duffany 
 4 Mike Dolan 11 Police Dept. Rep.: Dariusz Nisenbaum 
 5 Mary Kuzner 12 Police Dept. Rep:  Gary Harpe 
 6 Deby Henneman 13 Police Dept. Rep.: Justin Harvey 
 7 Brenda Richardson 14 File 

 

A GREAT PLACE TO GROW 

FAX: 810-231-4295 
PHONE: 810-231-1000 
www.hamburg.mi.us 

P.O. Box 157 
10405 Merrill Road 

Hamburg, Michigan 48139 
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TO:         Public Safety Committee  

FROM:   Chief Richard Duffany 

DATE:    October 4, 2021 

RE:          Public Safety Restructuring  
 

Requested Action 

Motion to recommend that the Township Board approve the Public Safety restructuring plan as 
outlined in this memo. 

Background  

On September 18, 2018 the Township Board authorized the creation of the Hamburg Township 
Public Safety Administration and the creation of the position of Director of Public Safety to lead 
it. Among the reasons for creating the Public Safety Administration was more effective use of 
the administrative assistant positions, more coordination of services between the police and fire 
departments, more administrative support in the delivery of fire services, more consistency in 
administrative functions and policies between the police and fire departments, more unity of 
command in emergency management and more efficient use of police/fire resources.  

The original concept has in large part been successful in accomplishing its initial goals and has 
improved the delivery of public safety services to the residents of Hamburg Township. However, 
the structure of the Public Safety Administration, as originally implemented and currently 
constructed, has some shortcomings which have been exposed over the past 3 years and are in 
need of modification.  

To start with, the current job titles of the Public Safety Administration include the Director of 
Public Safety/Chief of Police, Fire Chief/Deputy Director of Public Safety and Deputy 
Chief/Deputy Director of Public Safety. Not only are these job titles cumbersome but they can 
also be confusing as to the exact nature of the roles and authority of each position.  

Additionally, you currently have the anomaly where one department head (the Police Chief) is 
the supervisor of another department head (the Fire Chief). This dual-department head structure 
can be confusing in determining where the Fire Chief’s authority ends and the Director’s begins. 
Having a clear line of delineation in authority is essential in matters of oversight.  

Further, having two department heads within the Public Safety Administration format can lead to 
many areas of confusion. It can be confusing to the Board and the public as to why some Fire 



        

Hamburg Township 
Public Safety Administration 

PO BOX 157 ∙ HAMBURG, MICHIGAN 48139 
PHONE: (810) 222-1171 ∙ FAX: (810) 231-9401            

RICHARD DUFFANY, DIRECTOR OF PUBLIC SAFETY/CHIEF OF POLICE 

  

 
 

Department topics are presented to the Board by the Fire Chief while others are presented by the 
Director, confusing for other Township department heads as they may be unaware of what 
requests need to go through the Director instead of the Fire Chief (or vice versa), confusing for 
Township employees when determining what information needs to go to the Fire Chief and what 
needs to go the Director and confusing among Fire Department personnel as to the role of the 
Director. 

Finally, the Public Safety Administration, as adopted by the Board in 2018, currently consists of 
the Director of Public Safety/Chief of Police, Fire Chief, Deputy Police Chief, Fire Marshal and 
the Administrative Supervisor. The intent was to have two command officers from the Police 
Department, two command officers from the Fire Department and the Administrative Supervisor 
so that there would be equal representation “at the Table” during discussions with the Director 
having the final authority on decisions. This has led to another anomaly in that you have two 
mid-level supervisors (Fire Marshal and Administrative Supervisor), who are hourly/non-exempt 
employees, being systematically placed on what should be an upper management (“exempt-
level”) decision-making team. 

This is the perfect time to time to address these issues with the Public Safety Administration 
format as we begin to move forward with reorganizing the command structure of the Fire 
Department. As you are aware, one of the key goals for the Fire Department listed in their  
FY 21/22 Goals & Objectives was to improve command and staffing coverage. This was to be 
accomplished by taking the following actions to implement 24/7 command coverage and 24/7 
staffing at both fire stations: 

1. Hiring one additional full-time Captain. 
2. Adding 1 additional part time/paid-on-call (POC) shift on nights 

and weekends.  
3. Upgrading the interior of Station 12 to accommodate 24/7 crew 

quarters and additional office space. 

The increase to the Fire Department’s budget for the additional staffing is in excess of $200,000 
per year with an additional cost of approximately $80,000 in capital improvements to build the 
new crew quarters at Station 12. 

Upon completion of the recent review of Fire Department operations, which revealed some 
deficiencies, it was determined that certain roles and responsibilities needed to be amended to 
adequately address these deficiencies. Specifically, as they relate to the roles and responsibilities 
of the Director, Fire Chief, Fire Marshal and Duty Captains. As such, new job descriptions, with 
amended job titles and job responsibilities, are being proposed. Not only do these new job 
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descriptions help address issues within the Fire Department but they also address the 
aforementioned issues with the current format of the Public Safety Administration.  

I have included a copy of the new proposed Hamburg Township Public Safety Organizational 
Chart as well as the new job descriptions. Some of the major changes that this amended 
organizational format contemplates is the reformation of the Public Safety Administration, the 
elimination of the dual-department head framework and significant changes in primary job 
responsibilities. These changes will provide a clear line of authority and more clearly define the 
roles and responsibilities of the command staff within the Public Safety system. 

In light of these proposed changes, over the past 3 weeks I have held numerous meetings with 
the command staff of the Fire Department (Fire Chief, Fire Marshal and Captains) regarding the 
implementation of the plan to add 24/7 command coverage and 24/7 staffing at both stations.  

In re-examining the implementation plan, two specific plans were discussed. This included a 
“12-hour” plan which put the Fire Marshal and 3 full-time Captains on a 12-hour platoon 
schedule (and added a part-time Fire Inspector position) and the original “24-hour” plan which 
placed 3 full-time Captains on a 24-hour platoon schedule.  

In the end it was decided to proceed at this time with a modified version of the original “24-
hour” plan. This modified plan calls for the addition of one full-time Captain (at a salary lower 
than originally proposed) with the 3 Captains working a 24-hour platoon schedule. The Captains 
would work out of Station 12 (while the duty crews would continue to work out of Station 11). 
There would be no additional part time/POC shifts added which eliminates the need to build 
crew quarters. Under this modified version we would still achieve 24/7 command coverage and 
24/7 staffing at both fire stations. Additionally, the modified plan allows for the flexibility of 
transitioning to the “12 hour” plan should the need arise. 

According to Accounting Director Thelma Kubitskey, this modified plan would save over 
$125,000 per year in wage costs from the original plan and save the approximate $80,000 to 
build the crew quarters. 

Respectfully, 

 
Chief Richard Duffany 
Director of Public Safety 

 



Hamburg Township Public Safety Organizational Chart 
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shift Hours: 

Days:        6am – 6pm  
Flex:       12pm – 12am 
Nights:     6pm – 6am  
24-hour:   6am – 6am 
  8-hour:   8am – 4pm  

Captain – 24 hour 
Station #12 

Captain – 24 hour 
Station #12 

Captain – 24 hour 
Station #12 

Duty Crew – Days 
Station #11 

Duty Crew – Days 
Station #11 

Duty Crew– Days 
Station #11 

Duty Crew – Nights 
Station #11 

Duty Crew – Nights 
Station #11 

Duty Crew – Nights 
Station #11 

Director of Public Safety 

Admin. Supervisor 

Admin. Assistants  

Deputy Director - Fire 

Fire Marshal – 8 hour 
Station #12 

Deputy Director - Police 

Officer-LAWNET 
8 hour 

Sergeant - Days (A) 
Investigations 

Sergeant - Days (B) Sergeant - Nights (A) Sergeant - Nights (B) 

Officer- Days 
 Investigations 

Sergeant - Flex (A)  Sergeant – Flex (B) 
Traffic Safety 

Officers - Days (A) Officers - Nights (B) Officers - Days (B) Officers - Nights (A) 
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JOB TITLE:    Director of Public Safety  
      
  

(Full Time/At-will/Salaried/Exempt)  

REPORTS TO:   Township Supervisor 
        
  
JOB SUMMARY:  
  
The Director of Public Safety is a Michigan Commission on Law Enforcement Standards 
(MCOLES) licensed position that also serves as the Chief of Police and directs the day-to-day 
activities and staff of the Hamburg Township Police Department. The Director of Public Safety 
has responsibility of overseeing the Public Safety Administration to ensure the efficient delivery 
of police, fire and emergency management services, has administrative oversight of the Hamburg 
Township Fire Department and carries out duties as the department head of Hamburg Township 
Public Safety (Police & Fire).  The Director of Public Safety is also required to perform the basic 
duties of a law enforcement officer as necessary to carry out the mission of the police 
department.  

 

PRIMARY DUTIES & RESPONSIBILITIES:  

1. Directs the day-to-day activities and staff of the police department.  Duties include 
training, assigning duties, counseling and evaluating staff performance, assuring availability 
of necessary materials and equipment.  

2. Oversees the work of all Public Safety Administrative Assistants including training, 
scheduling, assigning duties, counseling and evaluating staff performance.  

3. Develops and implements emergency planning, training, resource allocation and 
policies/procedures through management of the Public Safety Administration; 

HAMBURG TOWNSHIP PUBLIC SAFETY 

 

 
STANDARD OPERATIONAL PROCEDURE 

Title:             Director of Public Safety 
                           Job Description                    No. 700-01 

 

 Effective Date:                Michigan Accreditation Standard(s) 

☒New               ☐Amended           ☐Rescinds             ☐Reviewed 
    

DRAFT 
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4. Works in conjunction with the Deputy Director of Public Safety (Fire) to ensure 
coordination between the police and fire departments for the efficient delivery of public 
safety services.   

5. Prepares and presents memorandums, reports, and communications to the Township 
Board on behalf of the police and fire departments. 

6. Attends department head meetings, Personnel Committee meetings, Public Safety 
Committee meetings and Township Board meetings representing the police and fire 
departments as the department head.  

7. Establishes policies, procedures and processes in labor and personnel matters within the 
police and fire departments in accordance with applicable collective bargaining agreements 
provisions, Township policies and state/federal laws. (Includes hiring processes, promotions, 
discipline, grievances/complaints and performance reviews).  

8. Ensures that all police department and fire department labor/employment matters are 
handled in a manner that is in compliance with established departmental policies, Township 
policies, collective bargaining agreements and state/federal laws.  

9. Has final department-level authority on all disciplinary matters arising out of the police 
and fire departments.  

10. Oversees the development and implementation of policies and procedures within the 
police and fire departments in accordance with applicable laws and ordinances.  

11. Creates and administers departmental budget within the police department and fire 
department; assures expenditures are within the approved budgets.  

12. Oversees emergency management planning, implementation and training including 
responsibility for reviewing, implementing and updating the Hamburg Township Emergency 
Management Preparedness Policy.  

13. Oversees and establishes policy for the fulfillment of Freedom of Information Act 
(FOIA) requests received by the police and fire departments.  

14. Oversees the development and implementation of Public Safety collaborative teams and 
programs involving both police and fire personnel. 

15. Acts as department spokesperson establishing and maintaining effective relationships 
with neighboring school district officials, community groups, the news media, criminal 
justice agencies and fire agencies.  

16. Assumes command of major crime scenes and incidents as circumstances warrant.  

17. Participates in police department union contract negotiations and assures that contract 
provisions are administered in an equitable manner.  

18. Prepares reports regarding police/fire department activities and operations as required.  
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19. Ensures that all mandated stated and federal reporting requirements for the police and fire 
departments are properly submitted. 

20. Maintains current knowledge of local, state and federal mandates related to the delivery 
of law enforcement services.  

21. Oversees the regular maintenance of police and fire department vehicles and equipment; 
authorizes the purchase of new vehicles/equipment as needed.   

 

JOB QUALIFICATIONS:  

1. Must be licensed or licensable as a police officer by the Michigan Commission on Law 
Enforcement Standards (MCOLES).   

2. Must possess a minimum of a Bachelor’s degree in law enforcement, criminal justice, 
public administration, or a related field from an accredited university.  

3. Must have a minimum of 15 years of experience as a police officer with a minimum 10 
years of police command experience.  

4. Must have completed an advanced command training school such as the FBI National 
Academy, School of Staff and Command or comparable command leadership school.  

5. Must possess a valid driver’s license.  

6. Must have the ability to successfully complete all phases of the selection process 
including passing an extensive background check, physical examination, psychological 
examination and drug screening test.  

7. Must have the ability to perform the essential job functions of a police officer.  

8. Interpersonal skills necessary to establish and maintain effective relationships with 
neighboring school district officials, community groups, the news media, criminal justice 
agencies, and other public safety agencies.  The incumbent is also required to represent and 
act as an official spokesperson for the Township.   

9.  Demonstrated supervisory skills to effectively manage the administration of assigned 
function(s).  

        10.  Physical ability to access major crime scenes and stand for prolonged periods of time  
         at emergency scenes.  The incumbent is also required to move items weighing up to 80  
         pounds and properly operate required tools and equipment.  

11.  Mental ability to adapt and respond to multiple priorities and demands, handle pressures 
related to emergency/problem situations, and resolve problems in a positive manner.  
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WORKING CONDITIONS:  

1. Normal office environment with little, if any, discomfort due to heat, dust, noise and the 
like.  

2. Work involves travel to various locations throughout the Township with exposure to 
bodily injury, hazardous materials, adverse weather, fumes, odors and the like at emergency 
scenes.   

3. On-call availability to handle work problems, respond to emergency situations, etc.  
at all hours is required. 

 

 
This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job.  They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified. 
 
  
       

Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
Approved by the Hamburg Board of Trustees:  DRAFT 
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JOB TITLE: Deputy Director of Public Safety – Fire  
(Full-time, At-will, Salaried, Exempt)  

 
REPORTS TO: Director of Public Safety 

 
I. JOB SUMMARY 

 
The Deputy Director of Public Safety (Fire) works under the direction of the Director of 
Public Safety and directs the day-to-day activities and staff of the Township’s Fire 
Department which is responsible for the delivery of fire/rescue, fire prevention and 
emergency medical services. The Deputy Director (Fire) is the operational head of the 
Hamburg Township Fire Department (HTFD) responsible for directing, managing, 
evaluating and overseeing all operational aspects of the department and assumes command 
directing all firefighting activities at major fire scenes and incidents exercising Fire Chief 
level authority. 
 
The Deputy Director (Fire) also performs a wide variety of administrative and supervisory 
functions in the course of managing the department and is responsible for working with the 
Director of Public Safety in the carrying out of administrative functions and all other 
administrative matters for the development and improvement of HTFD. 

 
II. PRIMARY DUTIES & RESPONSIBILITIES 
 

1. Directs the day-to-day activities and staff of the department. Duties include overseeing 
and assigning duties, preparing work schedules, counseling and evaluating staff 
performance; assuring availability of necessary materials and equipment.  
 

HAMBURG TOWNSHIP PUBLIC SAFETY 

 

 
STANDARD OPERATIONAL PROCEDURE 

 Title: Deputy Director of Public Safety-FIRE 
                           Job Description                    No. 700-02 

 

 Effective Date:                Michigan Accreditation Standard(s) 

☒New               ☐Amended           ☒Rescinds             ☐Reviewed 
 HTFD #300-01   

DRAFT 
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2. Serves as the department’s Training Officer and is responsible for developing, 
coordinating and facilitating all department training which includes scheduling, 
implementation, documentation, compliance verification, standards/best practices 
program audits, attendance monitoring, and coordination of make-up sessions. 
 

3. Works in conjunction with the Director of Public Safety and the Hamburg Township 
Public Safety Administration to ensure coordination between the police and fire 
departments for the efficient delivery of public safety services. 
 

4. Assists the Director of Public Safety, as directed, in the overall administration of the 
department including the work and discipline of staff, handling of personnel matters, 
requisitioning of material and equipment, preparation of department budget, maintenance 
of records, preparation of reports and accounting of department assets.  
 

5. Ensures for the proper training, mentoring and development of the Duty Captains.  
 

6. Oversees preparation of HTFD payroll. 
 

7. Organizes platoons of firefighters, assigns and supervise the maintenance of shift 
schedules for the entire department and ensures proper staffing levels are maintained at all 
times.  
 

8. Assists the Director of Public Safety in preparing rules and regulations for the efficient 
operations of the department, and consults with supervisors regarding major policy 
determinations.  
 

9. Responds to alarms of fire and other emergencies as required coordinating emergency fire 
and medical resources in the most advantageous manner for the preservation of life and 
property.  
 

10. Oversees the enforcement of all fire prevention regulations as established by Township 
ordinance and state mandates.  
 

11. Implements effective, coordinated, and comprehensive programs for the prevention and 
suppression of fire, preservation of life and property, fire investigation and enforcement 
of fire codes and ordinances.  
 

12. Assists the Director of Public Safety in preparing memorandums to the Township Board 
and obtaining any necessary documentation. 
 

13. Oversees the preparation of departmental records, documents, and reports. 
 

14. Oversees the regular maintenance and repair of firefighting equipment; recommends the 
purchase of new equipment as needed.  
 

15. Participates in civic programs, emergency management activities, fire prevention and 
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safety campaigns, as well as attend meetings and address groups.  
 

16. Participates with other governmental and public service agencies, participates in 
professional development sessions, joint conferences, regional and national meetings to 
stay current on local, state, and federal mandates related to the delivery of fire service 
best practices and the overall administration of HTFD.    

 
III. REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 
1. A broad knowledge of modern firefighting, fire prevention, and emergency medical 
 methods including the use of apparatus and equipment. 
 

2. A thorough knowledge of rules and regulations governing the activities of the fire 
department.  
 

3. A thorough knowledge of all federal, state and local laws relative to the activities of the 
fire department.  
 

4. Knowledge of high hazard occupancies, fire prevention techniques, and community risk 
reduction practices.  
 

5. The ability to evaluate the effectiveness of the department and to correlate its 
development with changes in conditions in the township. 
 

6. Ability to implement employee development programs which include succession 
planning and employee mentoring.  
 

7. Ability to maintain harmonious relationships with township officials and the general 
public.  
 

8. Ability to initiate and develop public relation policies for the department. 
  

9. Ability to provide leadership and make sound decisions in directing the operations of 
personnel and equipment under emergency conditions.  
 

10. Ability to work with the Director of Public Safety to implement strategic planning for 
HTFD including financial, capital, and employee programs. 
 

11. Ability to establish direction, gain commitment, and motivate employees.  
 

IV. JOB QUALIFICATIONS  
 

1. Bachelor’s degree from an accredited university in Fire Science, Public Administration  
      or related field.   
 

2. Minimum of 15 years in the fire service in which 10 years are in a command capacity.  
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3. Completion of Michigan Firefighter Training Council Firefighter I and II, Hazardous 

Material Operations, Fire Officer III, Emergency Medical Technician Basic, Eastern 
Michigan Fire Staff and Command, and Fire Instructor II.  
 

4. Interpersonal skills necessary to establish and maintain effective relationships with 
neighboring fire departments, the news media, community groups and others. The 
incumbent is also required to handle problem situations in a tactful, courteous and 
respectful manner.  
 

5. Demonstrated supervisory skills to effectively manage the administration of assigned 
function(s).  
 

6. Physical ability to walk over various types of terrain and stand for prolonged periods of 
time at emergency scenes. The incumbent is also required to move items weighing up to 
150 pounds and properly operate required tools and equipment.  
 

7. Mental ability to adapt and respond to multiple priorities and demands and handle 
pressures related to emergency/problem situations.  

 
V. WORKING CONDITIONS 

 
1. Normal office environment with little, if any, discomfort due to heat, dust, noise and 

the like. 
  

2. Work involves travel to various locations throughout the Township with exposure to 
bodily injury, hazardous materials, adverse weather, fumes, odors and the like at 
emergency scenes.  
 

3. On-call availability to handle work problems, respond to emergency situations, etc. 
at all hours is required.  

 
This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job. They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified. 
 
Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
Approved by the Hamburg Board of Trustees:  DRAFT 
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JOB TITLE:    Deputy Director of Public Safety – Police   
      
  

(Full Time/At-will/Salaried/Exempt)  

REPORTS TO:   Director of Public Safety 
        
  
JOB SUMMARY:  
  
The Deputy Director of Public Safety (Police) is a Michigan Commission on Law Enforcement 
Standards (MCOLES) licensed position serving as second-in-command of the Hamburg 
Township Police Department working under the direction of the Director of Public Safety/Chief 
of Police and assumes command of the police department in the absence of the Director of 
Public Safety. The Deputy Director (Police) performs a wide variety of administrative and 
supervisory functions in the course of managing the police department and is also required to 
perform the basic duties of a law enforcement officer as necessary to carry out the mission of the 
police department.  

  

PRIMARY DUTIES & RESPONSIBILITIES:   

1. LAW ENFORCEMENT DUTIES  

• Supervises the activities of all subordinate personnel under the direction of the 
Director of Public Safety. In the absence of the Director of Public Safety, assumes 
command of the Hamburg Township Police Department.  

• Conducts criminal investigations and traffic-related investigations, as needed.  

• Affects custodial arrests for violations of the law.  

• Enforces the Michigan Motor Vehicle Code and issues traffic citations.  

HAMBURG TOWNSHIP PUBLIC SAFETY 

 

 
STANDARD OPERATIONAL PROCEDURE 

 Title: Deputy Director of Public Safety-POLICE 
                           Job Description                    No. 700-03 

 

 Effective Date:                Michigan Accreditation Standard(s) 

☒New               ☐Amended           ☐Rescinds             ☐Reviewed 
    

DRAFT 
 



Page 2 of 6 
 

• Writes initial criminal and traffic incident reports.  

• Represents the Hamburg Township Police Department at a variety of community 
and public events.  

   
2. COMMAND ADMINISTRATIVE DUTIES  

• Serves as a member of the Hamburg Township Public Safety Administration and 
performs all administrative tasks assigned by the Director of Public Safety for the 
efficient delivery of police, fire and emergency management services.  

• Attends meetings of the Public Safety Administration and Public Safety 
Committee.  

• Verifies, corrects, approves and submits crime reports, arrest reports and 
clearance reports to the Michigan Incident Crime Reporting (MICR).  

• Reviews, assigns and disposes of all incident reports using the dashboard module 
in the Records Management System (RMS).  This includes regular case reviews 
to assure proper follow up is being conducted.     

• Serves as Point of Contact for State of Michigan UD-10 accident electronic 
submission.  Corrects any rejected accident reports and resubmits them to the 
state.  Notifies officers of any changes or updates to the accident reporting 
procedure.  

• Coordinates all criminal investigations and assigns cases needing follow up 
investigation by department investigators.  Appropriate cases are assigned to the 
department investigators for follow up. Assists department investigators, as 
needed.  

• Reviews use of force incidents, officer-involved traffic accidents, officer injuries 
and vehicle pursuits.  

• Submits use of force data monthly to the National Use-of-Force Data Collection 
program. 

• Conducts internal investigations on members of the department for possible 
violations of policies and procedures and reports findings to the Director of Public 
Safety.    

• Conducts investigations into complaints from citizens as directed by the Director 
of Public Safety.  

• Assists the Director of Public Safety in completing annual employee performance 
evaluations.  
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• Serves as the department’s quartermaster approving and documenting all 
equipment and uniform purchases made by officers.  

• Conducts background investigations of new officers and police explorers.  
Assigns background investigations to subordinate supervisors for any new reserve 
officers, interns, ride-alongs, or volunteers.  

• Oversees all forfeiture of vehicles and other property on drug investigations 
initiated by road patrol officers. 

• Serves as the point of contact for the Michigan Municipal Risk Management 
Authority (MMRMA). Duties include reporting any accidents, injuries to officers 
or arrestees, use of force incidents, or any other liability issues and applying for 
Risk Avoidance Program (RAP) grants.  

• Assists the Public Safety Freedom of Information Act (FOIA) coordinator, as 
needed. 

• Serves as the department’s liaison/point of contact to Livingston County 9-1-1 
Central Dispatch.  

• Serves as the department’s representative on the Livingston County 9-1-1 
Administrative Oversight Board (AOB).  Passes on any concerns or issues to the 
board and communicates relevant information from the board to the police and 
fire chiefs.  

• Serves as the department’s primary Court Officer.  Duties include processing and 
signing of criminal complaints (warrants).   Point of contact for any issues with 
the district and circuit court or prosecutor’s office.  Informs officers of any 
changes in procedure.  Maintains agreements with the courts and prosecutor’s 
office.  

• Serves as the department’s Police Explorer program post advisor, chairman, 
treasurer.  Duties include selection of new police explorers, planning of weekly 
meetings, training sessions and general oversight of the program with the 
assistance of post advisors.   Serves as a judge at the Michigan Law Enforcement 
Youth Advisory Committee (MLEYAC) Competitions and is the point of contact 
for Learning for Life/Boy Scouts of America and the MLEYTAC.    

• Serves as the department’s Accreditation Manager responsible for obtaining and 
maintaining the department’s state accreditation through the Michigan 
Association of Chiefs of Police. 
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3. INFORMATION TECHNOLOGY COORDINATOR   

• Administers the department’s in-car video system and body-worn camera 
systems.  Duties include back-up of video, maintenance and coordination of 
repairs and upgrades to hardware, server and software related to the systems.  
Searching, reviewing and copying of videos for FOIA requests, discovery 
requests and prosecutor requests.  

• Administers the station CCTV system, including maintenance, upgrades to 
hardware, server and software related to the system.   Searching, reviewing and 
copying of videos for FOIA requests, discovery requests and prosecutor requests.  

• Maintains and upgrades all patrol car laptop computers (MDT) and patrol car 
radios.    

• Maintains and upgrades all mobile prep radios.  

• Serves as point of contact for both the Township and Livingston County IT 
departments on any technical issues relating to the various computers/software 
utilized by the police department.  

• Serves as the departments Law Enforcement Information Network (LEIN) Local 
Agency Security Officer.  Duties include serving as point of contact between the 
Michigan State Police (MSP) and the Hamburg Township Police Department on 
network and security issues.  Serving as the point of contact for computer incident 
notification and distributing security alerts.  Coordinates start-up and upgrades to 
the network. Monitors all security policies. Discovers, investigates, documents, 
and reports on all security incidents/violations.  Provides security awareness 
training for all new employees, contractors, current employees and volunteers.    

• Serves as the department’s LEIN Terminal Agency Coordinator.  Duties include: 
Ensuring compliance with all rules, regulations and ensuring system integrity, and 
records verification.  Training all employees on LEIN procedures, regulations, 
basic LEIN operation and maintaining training records.  Establishing and 
maintaining policies and reporting any violations.  

• Serves as a member of the Livingston County Public Safety System 
Administration.  Duties include solving technical issues with computers/software, 
such as computer aided dispatch, records, property and jail management computer 
systems used by public safety agencies in the county.  In addition, the team 
provides training when needed and when new software is introduced.  The board 
is proactive by identifying, researching and recommending any future upgrades 
needed by the public safety community in Livingston County to the AOB.  
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4. VEHICLE MAINTENANCE COORDINATOR  

• Oversees routine maintenance of all department vehicles.  

• Oversees and coordinates all repair work for damaged vehicles including working 
with insurance company representatives.   

• Oversees and plans all patrol car purchases and builds.  

• Ensures that all vehicles are properly equipped and resupplied with all necessary 
emergency equipment.  
  

JOB QUALIFICATIONS:  

1. Must be licensed or licensable as a police officer by the Michigan Commission on Law 
Enforcement Standards (MCOLES).   

2. Must possess a minimum of a Bachelor’s degree in law enforcement, criminal justice, public 
administration, or a related field from an accredited university.  

3. Must have a minimum of 15 years of experience as a police officer with a minimum 5 years 
of police command experience.  

4. Must have completed an advanced command training school such as the FBI National 
Academy, School of Staff and Command or comparable command leadership school.  

5. Must possess a valid driver’s license.  

6. Must have the ability to successfully complete all phases of the selection process including 
passing an extensive background check, physical examination, psychological examination 
and drug screening test.  

7. Must have the ability to perform the essential job functions of a police officer.  
 
 WORKING CONDITIONS:  

1. Normal office environment with little, if any, discomfort due to heat, dust, or noise.  

2. Work involves travel to various locations throughout the Township with exposure to 
 bodily injury, hazardous materials, adverse weather, fumes, odors and the like at 
 emergency scenes.   

3. On-call availability to handle work problems, respond to emergency situations, etc.  
 at all hours is required. 
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This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job.  They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified.  
       

Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
Approved by the Hamburg Board of Trustees:  DRAFT 
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JOB TITLE:    Public Safety Administrative Supervisor    
                                   (Full Time/At-will/Hourly/Non-exempt)  

REPORTS TO:   Director of Public Safety 
        
  
JOB SUMMARY:  
 
Provides a wide-range of secretarial and administrative support to the Director of Public safety, 
Public Safety Administration, Township Public Safety Committee and police/fire departmental 
staff.   Provides supervisory oversight of Public Safety administrative assistants including 
scheduling, training and performance reviews. Also serves as the Township’s Public Safety 
FOIA Coordinator.  
  
PRIMARY ADMINISTRATIVE DUTIES & RESPONSIBILITIES:   
  
1.  Customer Service/General Office   

• Greets walk-ins and assists as needed.  

• Administers court-ordered preliminary breath tests.  

• Signs release forms for impounded vehicles.  

• Answers telephones.  

• Retrieves/distributes mail.  

• Replenishes and stocks office supplies.  

• Orders blood kits, drug test kits and Michigan State Police forms.  

HAMBURG TOWNSHIP PUBLIC SAFETY 

 

 
STANDARD OPERATIONAL PROCEDURE 

 Title: Public Safety Administrative Supervisor  
                           Job Description                    No. 700-04 

 

 Effective Date:                Michigan Accreditation Standard(s) 

☒New               ☐Amended           ☐Rescinds             ☐Reviewed 
    

DRAFT 
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• Runs monthly event list reports.  

• Provide monthly Call for Service summary to the Director of Public 
  Safety. 

• Notifies schools of reportable incidents involving their students per Public 
             Act 102 of 1999.  

• Checks voicemail for any messages. Returns appropriate phone calls.  
             Forwards messages to appropriate police officer or firefighter.  

• Registers personnel for departmental training and makes reservations for  
             lodging when necessary.  

• Completes general administrative tasks as requested by police/ fire staff.  

• Monitors Red Barrel drug collection receptacle and notifies sergeants 
             when it needs emptying. 

• Forwards all training notices to employees. 

• MiCJIN Agency Access Administrator – responsible for entering and  
             maintaining the names and passwords of all users within the  
  SUBSCRIBER who are authorized to access various MSP software 
  systems.   

2.  Record Management System (RMS) Administrator  

• Runs daily log from OSSI Apps and posts it on the Daily Event List 
  board.  

• Checks MOBLAN for any reports/traffic stops that need to be approved.  
             Reviews, corrects and either approves or denies reports.  

• Completes “Name Candidating” in RMS to insure reports are transferred  
             into OSSI/RMS systems. 

• Corrects errors in RMS Name Module using LEIN, TLO, and RMS.   
 
• Scan Michigan State Police lab reports and Medical Examiner reports into  
             RMS and attach to officer’s report.    

• Records pawn slips into RMS adding name of person and items that were  
             pawned. Places the pawn slip on the bulletin board for review by officers. 



Page 3 of 10 
 

• Enters homeowner’s information into RMS when they request vacation 
             checks on their residence.  

• Works cooperatively with insurance companies, residents and the Fire  
             Marshal’s office regarding Insurance Services Office (ISO) rating to 
   assure residents are being appropriately rated.  

• Submits NEMSIS EMS data to the State of Michigan.  

• Maintains NFIRES fire reporting which includes compiling and  
  calculating fire department incident run reports and submitting to the State 
  of Michigan for accountability.  

• Notarizes appropriate documents as necessary (becoming a Notary Public  
             is required of the position).  

• Checks citation log daily and logs unit and date the ticket was uploaded.  
  Notifies the Deputy Chief of any citations not uploaded or lost. 

• CARFAX – Upload UD-10’s to the CARFAX website. 

3.  Law Enforcement Information Network (LEIN)  

• Responsible for LEIN testing and recertification of all employees.   

• Monitors LEIN for messages, broadcasts, and “Be on the Lookout” (BOL)  
             teletypes.  Prints appropriate messages and post to the BOL chart on the  
             bulletin board.  

• Runs LEIN as requested by officers including Secretary of State checks,  
            warrant checks, criminal history checks stolen articles, vehicles, license  
             plates, guns, and missing persons.  

• Enters, cancels, modifies stolen items, paper plates,  
            impounded/abandoned vehicles and breath tests into LEIN.   

• Sends administrative messages/responses.   

• Builds, maintains, and disseminates accurate, timely and complete  
            criminal history records.  

• Serves as a department LEIN TAC. The LEIN TAC is responsible for  
             maintaining accuracy of our records, and creating and maintaining log  
             books for criminal history checks and second party Checks.  Making sure  
             all LEIN related training books are updated.  Preparing for and  
             completing the LEIN Audit Process when required.  
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• Completes validation on LEIN records on a monthly basis.  

• Reviews criminal history open case file and makes necessary corrections.  

• Locates and prints current lab reports.  Update breath test results in LEIN 
            and update BAC results in applicable UD-10 reports. 

• Check and pack warrants with current, accurate and updated  
             information. 

• CORE contact to report issues with TALON, assist officers with login and   
             lost passwords.   

4.  License to Purchase (LTP) Gun Permits and Pistol Sales  

• Responsible for administering LTP gun permits utilizing the MiPistol   
             application in the MiCJIN Portal.  

• Notarizes the permit and enters name into RMS as receiving a gun permit.  

5.   Sex Offender Registrations   

• Utilizes the new Offender Watch System to complete sex offender  
             registrations.   

• Collects the required annual fee from all sex offenders and    
             creates a purchase requisition for the fee that is forwarded to the 
             Michigan State Police.    

• Signs and uploads all sex offender verification paperwork to the Michigan  
             State Police Sex Offender Registration Unit via Offender Watch.  

• Prints and gives sex offender reports to the patrol sergeants for random  
             home/address checks.  

• Updates the Sex Offender Registry with a current photo using SNAP or  
  MIDRS.  

• Enters and forwards all tips to the Michigan State Police. 

6.       Police Reports and Freedom of Information Act (FOIA) Requests  

• Serves as Public Safety FOIA Coordinator processing all requests for 
  police and fire reports from citizens in accordance with applicable state 
  and federal law.  

• Provides reports to C.P.S., D.H.S and the M.E.’s office as requested. 
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• Provides reports to other police agencies and background investigators  
            upon obtaining a signed release of information and records request. 

• Enters FOIA requests into the FOIA Log Sheet and determines the  
            appropriate due date.  

• Processes all requests for reports by insurance companies in accordance  
             with applicable state and federal law.   

• Works in conjunction with the Administrative Assistants to process all  
             Freedom of Information Act (FOIA) requests ensuring that proper  
             redactions are made and that the FOIA requests are handled pursuant  
             to the Michigan FOIA statute.  

• Reviews all video and processes all requests for in-car and body-cam  
             video. 

• Creates a FOIA Cost Sheet, if applicable, upon completion of FOIA and  
             create an invoice.   
               

7.  Collection and Tabulation of Fees  

• Oversees the collection and receipt of fees collected for a variety of  
             services including, reports, background checks, fingerprinting, notary  
             service, DVD’s, PBT’s, salvage inspections, solicitor’s permits and FOIA  
             requests.    

• Prepares a tabulation of all fees collected for each service and forwards  
             all monies, receipts and tabulation forms to the Hamburg Township  
             Accounting Department. 

8.  Petty Cash   

• Oversees the receipt and proper documentation for the use of the  
             departmental petty cash fund. 

• Responsible for replenishing the petty cash fund as necessary in  
            accordance with Hamburg Township Purchasing Policy.  

 9.  Purchasing  

• Ensures that all purchases made by department personnel are in  
  accordance with the Hamburg Township Purchasing  Policy.  

• Enters purchase requisitions and purchase orders for all purchases in the  
            Township Purchase Order software program.  
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• Ensures that all purchase requisitions/orders are properly  
            authorized/signed.  

• Maintains copies of all signed purchase requisitions/orders and invoices  
             and forwards copies of all signed purchase requisitions/orders and  
             invoices to the appropriate personnel at the Township Hall.  

    
10.  Solicitor Applications/Permits  

•              Processes solicitor applications/permits which includes conducting a   
         background check and collecting the appropriate permit fees.  

11.  Bond Money  

•              Ensures that all bond money collected by police officers is properly 
         receipted and forwarded to the Hamburg Township Treasury  
         Department to be forwarded to the appropriate court.  

12.  Backgrounds   

• Runs background for residents upon a local background check request for  
             adoptions, employment and visa clearances.   

• Runs background checks for other agencies such as Armed Forces  
             recruitment, FBI, government job clearances, private security services  
             and other agencies pre-employment checks.  

• Prints a clearance letter if applicable or prints report if one exists.    

13.  Prosecutor’s Office and Court Liaison    

• Works directly with the prosecutor’s office to ensure complete case files  
             are forwarded to their office.    

• Fulfills requests for Michigan State Police lab sheets, Medical Examiner  
             reports, DVD’s and supplemental reports made by the prosecutor’s  
             office.    

• Accepts subpoenas and ensures that they are served.   

• E-mails subpoena Proof of Service to the court.  

• E-mails vacation and training notices to the prosecutor’s office.  

• Distributes informal hearing notices and adds the court date to officer’s  
             schedule.   
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• Checks for any e-mails requesting that supplements/attachments/follow- 
             ups be forwarded to the prosecutor’s office.  

• Forwards reports and attachments, for any lodged subjects, to the  
             prosecutor’s office.  

• Prints tickets at court’s request.  

• Collects signed copies of all tickets and e-mail to court.  

• Reviews all in-car video and body-cam video for all felony arrests,  
             and other cases as requested, and provide two copies of all video to the  
             prosecutor’s office.  Make arrangements to have the video delivered to  
             the prosecutor’s office by their requested date. 

14.       Police Department Payroll  

• Completes payroll sheets for police department employees which includes 
              documenting hours worked, calculating overtime hours, calculating  
              vacation time, calculating personal/sick time and calculating  
              compensatory time hours.    

• Ensures all payroll sheets are signed by Chief’s office and forwarded to  
              the Hamburg Township Accounting Department.  

• Completes holiday pay sheets and compensatory cash out requests as  
              needed.  

15.         MCOLES 

• Completes annual state training fund expenditure report.   

•             New Hires – Police Officers – Obtain an MCOLES Signed Authorization   
   of Release of information.   

 
PRIMARY SUPERVISORY DUTIES & RESPONSIBILITIES:   
  
1.  Public Safety Administration   

• Attends all scheduled Public Safety Administration meetings and provides  
  secretarial and administrative support as needed. 

• Takes all necessary administrative actions needed to help implement the  
             responsibilities and duties of the Public Safety Administration.  

• Ensures that Public Safety administrative assistants are kept informed of  
             changes in policies and procedures.  
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• Creates and distributes agenda for the Public Safety Committee (PSC)    
             meetings, attends the PSC meetings, records and distributes minutes. 

2.  Scheduling  

•               Oversees the scheduling of all administrative assistants ensuring proper  
           staffing based upon police and fire department needs.  

3.  Training  

• Oversees initial training of newly hired administrative assistants.  

• Ensures that all administrative assistants receive all required  
             certifications/training.  

• Ensures that administrative assistants maintain all their required  
             certifications up-to-date.  

• Makes recommendations to the Director of Public Safety with regard to 
             training courses for administrative assistants that are necessary or would  
             be beneficial in the carrying out of their duties.   

4.  Performance Reviews   

•    Provides input to the Director of Public Safety on the work performance  
             of administrative assistants for annual performance reviews. 
 

MICHIGAN LAW ENFORCEMENT ACCREDITATION 
 
1.  Accreditation Manager    

• Manages the departmental accreditation process for the agency as  
             mandated by the Michigan Law Enforcement Accreditation Commission. 

• Attends Power DMS training, including Power DMS University, and  
             continues on-going training as offered. 

• Prepares annual reports, attends necessary training, oversees annual 
              reviews, coordinates sand oversees mock and full onsite assessments, and    
              attends the full Commission review hearings. 

• Collects proofs of compliance and documents adherence to established   
              standards. 

• Assists with staff inspections and provides advice on standards updates. 



Page 9 of 10 
 

•  Represents the police department at accreditation meetings and training  
              functions. 

• Maintains accreditation compliance documentation to include 
              collecting and uploading proofs of compliance.  

• Provides training to department personnel on the accreditation 
              process and Power DMS. 

• Assists with the review and revision of department forms and written 
              directives to determine their compliance with MLEAC standards. 

• Reviews, suggest revisions, develops and implements agency written 
              directives. 

• Schedules, conducts and documents agency inspections, reviews and 
              analysis. 

 

JOB QUALIFICATIONS:  
  

1. High school diploma or equivalent plus additional coursework/training in office     
       management, business or criminal justice fields.  

2. Minimum of five years of related secretarial/administrative experience preferably in a  
       public safety setting with experience in utilizing the Law Enforcement Information  
       Network (LEIN), public safety records management systems, computer-aided dispatch  
       systems and working with other agencies within the criminal justice system.  

3. Writing, typing and computer skills necessary for the creation and compilation of  
       various documents, communications and reports.  The incumbent is also required to  
       utilize word processing, spreadsheet, and database software applications.  

4. Interpersonal skills necessary to provide courteous and accurate information to all levels  
      of staff, the general public, and others.  The incumbent is also required to handle  
      problem situations in a tactful, courteous and respectful manner and have the ability to  
      maintain harmonious relationships with Township officials, Township employees and the  
      general public.  

5. Physical ability to properly operate required office equipment, retrieve documents from  
      office files, transport items weighing up to 10 pounds, and periodically sit in one position  
      for extended periods of time.  

6. Mental ability to handle pressures related to meeting deadlines and working on tasks 
      requiring accuracy and attention to detail.  
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WORKING CONDITIONS:  
  
1. Normal office environment with little, if any, discomfort due to heat, dust, noise and the like.  
  
This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job. They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified. 
 
 
                         
Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
Approved by the Hamburg Board of Trustees:  DRAFT 



Page 1 of 9 
 

 

JOB TITLE:    Public Safety Administrative Assistant 
      
  

(Part time/At-will/Hourly/Non-exempt)  

REPORTS TO:   Public Safety Administrative Supervisor 
        
  
JOB SUMMARY:  
  
Provides secretarial and administrative support to the Director of Public safety and police/fire 
department staff.   Duties include, but are not limited to, assisting individuals in person and over 
the phone, typing various documents, preparing reports, compiling and data entry of statistical 
data, receiving and distributing incoming mail, ordering departmental 
supplies/materials/equipment, and maintaining departmental files.  
 

PRIMARY ADMINISTRATIVE DUTIES & RESPONSIBILITIES:   
  
1.  Customer Service/General Office   

• Greets walk-ins and assists as needed.    

• Administers court-ordered preliminary breath tests.  

• Signs release forms for impounded vehicles.  

• Answers telephones.  

• Retrieves/distributes mail.  

• Replenishes and stocks office supplies.  

HAMBURG TOWNSHIP PUBLIC SAFETY 

 

 
STANDARD OPERATIONAL PROCEDURE 

 Title: Public Safety Administrative Assistant  
                            Job Description                   No. 700-05 

 

 Effective Date:                Michigan Accreditation Standard(s) 

☒New               ☐Amended           ☐Rescinds             ☐Reviewed 
    

DRAFT 
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• Orders blood kits, drug test kits and Michigan State Police forms.  

• Runs monthly event list reports.  

• Checks voicemail for any messages. Returns appropriate phone  
             calls. Forwards messages to appropriate police officer or  
             firefighter.  

• Registers personnel for departmental training and makes 
             reservations for lodging when necessary.  

• Completes general administrative tasks as requested by  
             police/fire staff.  

• Notifies schools of reportable incidents involving their students  
             per Public Act 102 of 1999.  

• Monitors Red Barrel drug collection receptacle and notifies  
             sergeants when it needs emptying. 

• Forwards all training notices to employees. 

• Accepts reflective address sign requests and payments.  

2.  Record Management System (RMS) Administrator  

• Runs daily log from OSSI Apps and posts it on the Daily Event List  
             board.  

• Checks MOBLAN for any reports/traffic stops that need to be  
             approved.  Reviews, corrects and either approves or denies  
             reports.  

• Completes “Name Candidating” in RMS to insure reports are  
             transferred into OSSI/RMS  

• Corrects errors in RMS Name Module using LEIN, TLO, and RMS.   
 
• Scans Michigan State Police lab reports and Medical Examiner  
             reports into RMS and attach to officer’s report.    

• Records pawn slips into RMS adding name of person and items  
             that were pawned. Places the pawn slip on the bulletin board for  
             review by officers  
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• Enters homeowner’s information into RMS when they request  
             vacation checks on their residence.  

• Works cooperatively with insurance companies, residents and the  
             Fire Marshal’s office regarding Insurance Services Office (ISO)  
             rating to assure residents are being appropriately rated.  

• Submits NEMSIS EMS data to the State of Michigan.  

• Maintains NFIRES fire reporting which includes compiling and  
             calculating fire department incident run reports and submitting to  
             the State of Michigan for accountability.  

• Notarizes appropriate documents as necessary (becoming a  
             Notary Public is required of the position).  

• Citation Logs – Checks citation log daily and logs unit and date the  
             ticket was uploaded.  Notifies the Deputy Chief of any citations      
             not uploaded or lost. 

• CARFAX – Upload UD-10’s to the CARFAX website.   
               

3.  Law Enforcement Information Network (LEIN)  

• Monitors LEIN for messages, broadcasts, and “Be on the Lookout”  
             (BOL) teletypes.  Prints appropriate messages and post to the BOL  
              chart on the bulletin board.  

• Runs LEIN as requested by officers including Secretary of State  
             checks, warrant checks, criminal history checks stolen    
             articles/vehicles/plates/guns, and missing persons.  

• Enters, cancels, modifies stolen items, paper plates,  
             impounded/abandoned vehicles and breath tests into LEIN.   

• Sends administrative messages/responses.   

• Builds, maintains, and disseminates accurate, timely and  
             complete criminal history records.  

• Serves as a department LEIN TAC. The LEIN TAC is responsible for  
             maintaining accuracy of our records, and creating and  
             maintaining log books for criminal history checks and second         
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             party checks.  Making sure all LEIN related training books are     
             updated.  Preparing for and completing the LEIN Audit Process  
             when required. TAC’s are required to complete LEIN TAC training  
             on a regular basis.    

• Completes validation on LEIN records on a monthly basis.  

• Reviews criminal history open case file and makes necessary  
             corrections.  

• Locates and prints current lab reports.  Update breath test results  
             in LEIN and update BAC results in applicable UD-10 reports. 

• Checks and packs warrants with current, accurate and updated  
             information. 

4.  License to Purchase (LTP) Gun Permits and Pistol Sales  

• Responsible for administering LTP gun permits utilizing the  
             MiPistol application in the MiCJIN Portal.  
 
• Notarizes the permit and enters name into RMS as receiving a gun  
             permit.  
 

5.   Sex Offender Registrations   

• Utilizes the new Offender Watch System to complete sex offender  
             registrations.  

• Collects the required annual fee from all sex offenders and  
             creates a purchase requisition for the fees that is forwarded  
             to the Michigan State Police.    

• Signs and uploads all sex offender verification paperwork to the  
             Michigan State Police Sex Offender Registration Unit via Offender  
             Watch.  

• Prints and gives sex offender reports to the patrol sergeants for random  
             home/address checks.  

• Updates the Sex Offender Registry with a current photo using SNAP or 
   MIDRS.  
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• Enters and forwards all tips to the Michigan State Police. 

6.  Police Reports and Freedom of Information Act Requests  

• Processes all requests for police reports from citizens in  
             accordance with applicable state and federal law.  

• Provides reports to C.P.S., D.H.S and the M.E.’s office as requested. 

• Provides reports to other police agencies and background  
             investigators upon obtain a signed release of information and  
             records request. 

• Enters FOIA requests into the FOIA Log Sheet and determines the  
            appropriate due date. 
 
• Processes all requests for reports by insurance companies in  
             accordance with applicable state and federal law.   
 
• Works in conjunction with the Hamburg Township Clerk’s Office  
             to process all Freedom of Information Act (FOIA) requests  
             ensuring that proper redactions are made and that the FOIA  
             requests are handled pursuant to the Michigan FOIA statute.  
 
• Reviews all video and processes all requests for in-car and body- 
             cam video. 

• Creates a FOIA Cost Sheet, if applicable, upon completion of FOIA  
             and creates an invoice.  

7.  Collection and Tabulation of Fees  

• Oversees the collection and receipt of fees collected for a variety  
             of services including, reports, background checks, fingerprinting,  
             notary service, DVD’s, PBT’s, salvage inspections and solicitor’s  
             permits.    

• Prepares a tabulation of all fees collected for each service and  
             forwards all monies, receipts and tabulation forms to the  
             Hamburg Township Accounting Department. 
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8.  Petty Cash   

• Oversees the receipt and proper documentation for the use of the  
            departmental petty cash fund. 

• Responsible for replenishing the petty cash fund as necessary in    
            accordance with Hamburg Township Purchasing Policy.  

 9.  Purchasing  

• Responsible for ensuring that all purchases made by department  
             personnel are in accordance with the Hamburg Township    
             Purchasing Policy.  

• Enters purchase requisitions and purchase orders for all  
             purchases in the Township Purchase Order software program.  

• Ensures that all purchase requisitions/orders are properly  
            authorized/signed.  

10.  Solicitor Applications/Permits  

•               Processes solicitor applications/permits which includes  
           conducting a background check and collecting the appropriate  
           permit fees.  

11.  Bond Money  

•                Ensures that all bond money collected by police officers 
           is properly receipted and forwarded to the Hamburg  
           Township Treasury Department to be forwarded to the  
           appropriate court.  

12.  Backgrounds   

• Runs background for residents upon a local background check  
             request for adoptions, employment and visa clearances.   

• Runs background checks for other agencies such as Armed Forces  
             recruitment, FBI, government job clearances, private security  
             services and other agencies pre-employment checks.  

• Prints a clearance letter if applicable or prints report if one exists.    
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13.  Prosecutor’s Office and Court Liaison    

• Works directly with the prosecutor’s office to ensure complete  
             case files are forwarded to their office.    

• Fulfills requests for Michigan State Police lab sheets, Medical  
             Examiner reports, DVD’s and supplemental reports made by the  
             prosecutor’s office.    

• Accepts subpoenas and ensures that they are served.   

• E-mails subpoena Proof of Service to the court. 

• E-mails vacation and training notices to the prosecutor’s office. 

• Distributes informal hearing notices and adds the court date to  
             officer’s schedule.   

• Checks for any e-mails requesting that supplements/attachments/  
             follow-ups be forwarded to the prosecutor’s office. 

• Forwards reports and attachments, for any lodged subjects, to the  
             prosecutor’s office. 

• Prints tickets at court’s request.  

14.        Police Department Payroll  

• Completes payroll sheets which includes documenting hours  
              worked, calculating overtime hours, calculating vacation time,  
              calculating personal/sick time and calculating compensatory time  
              hours.    

• Ensures all payroll sheets are signed by Chief’s office and  
             forwarded to the Hamburg Township Accounting Department.  

• Completes holiday pay sheets and compensatory cash out  
              requests as needed.  

15.        Fire Department Payroll  

• Collects run sheets, timesheets and training sheets. 
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• Calculates paid and no pay credit hours where appropriate to 
   shift and paid-on-call employees. Enters all information on   

timesheets and training sheet into Emergency Reporting System  
ensuring holiday and overtime pay where needed.  
 

• Generates reports showing hours and pay for all shift and paid- 
on-call employees. 
 

• Submits signed reports to Hamburg Township Accounting   
            Department. 
 
• Scans & files run sheets, timesheets and training sheets into  

appropriate digital files in Emergency Reporting System and  
HTFD files. 

 
• Prints bi-weekly payroll report for distribution to paid-on-call 

employees.  
 

16.         Emergency Reporting System (ER) – Fire Department 

• Keeps records of employee’s contact information, history, pay 
  rates and promotions in ER. 
 
• Generates reports or logs where needed or requested. 
 
• Scans all report runs into ER into appropriate files. 
 

JOB QUALIFICATIONS:  
  

1. High school diploma or equivalent plus additional coursework/training in office  
       management, business or criminal justice fields.  

2. Minimum of two years of related secretarial/administrative experience preferably in a  
       public safety setting with experience in utilizing the Law Enforcement Information  
       Network (LEIN), public safety records management systems, computer-aided dispatch  
       systems and working with other agencies within the criminal justice system.  

3. Writing, typing and computer skills necessary for the creation and compilation of  
       various documents, communications and reports.  The incumbent is also required to  
       utilize word processing, spreadsheet, and database software applications.  

4. Interpersonal skills necessary to provide courteous and accurate information to all levels  
      of staff, the general public, and others.  The incumbent is also required to handle  
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      problem situations in a tactful, courteous and respectful manner and have the ability to  
      maintain harmonious relationships with Township officials, Township employees and the  
      general public.  

5. Physical ability to properly operate required office equipment, retrieve documents from  
      office files, transport items weighing up to 10 pounds, and periodically sit in one position  
      for extended periods of time.  

6. Mental ability to handle pressures related to meeting deadlines and working on tasks  
       requiring accuracy and attention to detail.  
  

  
WORKING CONDITIONS:  
  
1. Normal office environment with little, if any, discomfort due to heat, dust, noise and the like.  
  
This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job. They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified. 
 

        

Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
Approved by the Hamburg Board of Trustees:  DRAFT 
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HAMBURG TOWNSHIP FIRE DEPARTMENT 
     STANDARD OPERATING PROCEDURE  

Effective Date:  DRAFT       
Rescinds: 300-02 
(10/01/2019)     

Title: FIRE MARSHAL JOB DESCRIPTION        No: 300-02   

JOB TITLE: Fire Marshal 
(Full-time/At-will/Hourly/Non-exempt)  

 
REPORTS TO: Deputy Director of Public Safety (Fire) 
 

 
I. JOB SUMMARY 

 
The Fire Marshal is primarily responsible for overseeing fire code enforcement/inspections, 
site plan reviews, fire scene investigations and fire prevention activities. However, the Fire 
Marshal position falls within the operational chain of command of the Hamburg Township Fire 
Department and is expected to respond to emergency incidents to assist in fire suppression 
efforts, in providing medical care and/or assuming incident command exercising Chief Officer 
level operational command and authority. The Fire Marshal may also be called upon to provide 
supervisory oversight and direction of subordinate personnel as needed for the efficient 
operation of the department. 
 

II. PRIMARY DUTIES & RESPONSIBILITIES 
 

1. Ensures that all commercial buildings located within the Township are in compliance 
with the Fire Code, Township ordinances and state law through annual on-site 
inspections. 

2. Submits quarterly updates of the progress of annual inspections as directed by the 
Director of Public Safety. 

3. Ensures that corrective action is taken for violations and that follow-up inspections 
are conducted in a timely manner. 

4. Issues warning letters and/or citations for violations. 
5. Works with the Township Attorneys in the prosecution of violators. 
6. Works in conjunction of with the Township Zoning Departments on matters also 

involving violations of the Township Zoning Ordinance. 
7. Oversees the administration of all fire prevention programs. 
8. Performs site plan reviews on construction projects within Hamburg Township to 

ensure compliance with Township ordinances and regulations regarding fire codes 
and safety. 

9. Directs pre-incident planning, firefighter Right-to-Know reporting and compliance in 
addition to site specific planning for hazardous materials locations.  
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10. Conducts investigations into all fires preparing written reports and submitting all 
necessary documents and forms. 

11. Works in conjunction with law enforcement investigators on all cases of suspected 
arson. 

12. Works with property owners, insurance companies and other interested parties during 
post-incident activities.  

13. Reviews and makes determination of approval for firework permits. 
14. Serves as the Fire Department point of contact for all Parks & Recreation Special 

Events including reviewing event applications, making public safety 
recommendations and working with the Police Department point of contact and event 
organizers where necessary. 

15. Ensures that all special events are inspected where necessary and are in compliance 
with event application, the fire code, Township ordinances and state law. 

16. Responds to emergency incidents as needed and provides incident scene management 
support including fire suppression operations, emergency medical care and incident 
command. 

17. Attends meetings of the Public Safety Administration and Public Safety Committee 
as directed.  

18. Performs all administrative tasks assigned by the Director of Public Safety for the 
efficient delivery of police, fire and emergency management services. 

19. Researches available grant opportunities and completes/submits appropriate grant 
applications.    

20. Serves as “Acting Chief” in the absence of the Deputy Director (Fire). 
21. Recommends revisions to policies, ordinances, and standard operating procedures and 

assists in policy, directive and memo review. 
22. Job responsibilities will require attendance outside of scheduled work hours. 
23. Attends meetings, conferences and training sessions to keep current on technical 

standards and supervisory expertise. 
24. Participates in public education and community events. 
25. Coordinates, documents, and submits reports on all injury, accident, and health 

exposure reports, identifying unsafe work environments or behaviors, and taking 
approved action to prevent reoccurrence.  

26. Performs a wide-range of administrative and operational tasks as may be delegated by 
the Director of Public Safety or Deputy Director (Fire). 

 
 

III. REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of:  

1. Modern fire suppression, prevention, and inspection methods, technology, and 
equipment. 

2. Principles and practices of organization, planning, time management, and 
supervision. 

3. Fire codes, Township ordinances and state laws pertaining to fire prevention and 
safety.  
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4. Township streets, parks, schools, commercial businesses and other key locations. 
5. Modern public sector management techniques and practices related to communication 

methods. 
6. Building construction related to fire control and fire investigation. 
7. Fire investigation methods, procedures, and equipment. 

 
Ability to:   

1. Understand, interpret and act in accordance with the department Standard Operating 
Procedures, department directives, Employee Handbook and demonstrate skills in 
applying these toward specific situations. 

2. Effectively prepare clear, concise and complete oral and written reports. 
3. Interpret and explain laws, department and township policies, codes and regulations. 
4. Analytically develop plans of action to address a variety of fire code and safety 

violations in a cost-effective and timely-manner. 
5. Create and foster working relationships with subordinates, superiors and police 

department staff. 
6. Establish and maintain cooperative working relationships with Township personnel, 

property owners and residents contacted in the course of work. 
7. Effectively supervise and command personnel. 
8. Think and act quickly in various situations. 
9. Be physically capable of performing command, and control responsibilities in 

hazardous environments which may require physical agility and strength and be 
prepared to use specialized equipment. 
 

IV. ESSENTIAL JOB REQUIREMENTS 
 

1. Successfully complete department physical examination based on department policy 
and obtains written authorization from Township’s physician.  

2. Possess physical strength, endurance, agility; must participate and successfully 
complete department agility testing per department policy. 

3. Produce extreme effort and energy for periods of time in highly stressful situations. 
4. Ability to retain presence of mind during high stress situations.  
5. Apply knowledge of the streets, water supply points and building complexes within 

the Township, utilizing this information when in command of emergency situations. 
6. Provide appropriate instruction to firefighting personnel in both classroom and field 

applications of the principles of fire control and emergency medical services. 
7. Normal hearing and vision, or correctable to a normal level 
8. Retain presence of mind and working as a team member to abate an emergency. 
9. Operate equipment demonstrating manual dexterity and safety for all concerned. 
10. Ability to sit, stand, walk, kneel, crouch, squat, stoop, reach, crawl, twist, climb and 

lift 150 lbs.; exposure to cold, heat, extreme noise, outdoors confining work space, 
electrical hazards, vibration, chemicals, dust, toxic waste, mechanical hazards and 
explosive materials.   
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V. EDUCATION AND EXPERIENCE 
 

Education:   
1. Graduation from high school or GED equivalent. 
2. An Associate Degree in Fire Science or related field is highly desirable.   
 

Minimum Experience:   
1. Eight (8) or more years of fire service experience. 
2. Three (3) years of supervisory experience at an officer level. 

 
VI. LICENSES, CERTIFICATIONS, REGISTRATIONS 

1. Possession of a Michigan driver’s license with an acceptable driving record as 
prescribed by this department. 

2. State of Michigan Fire Fighter l & ll with Hazmat Operations, Fire Inspector, Fire 
Instructor I, and Fire Officer III  

3. Certified through the National Fire Protection Association or the International Code 
Council as a Fire Inspector II and Fire Plans Examiner 

4. EMT-Basic, or higher, license in the State of Michigan. 
5. Pre-Hospital Trauma Life Support (PHTLS) Certificate 

 
VII. WORKING CONDITIONS:  

1. Normal office environment with little, if any, discomfort due to heat, dust, noise and the 
like.  

2. Work involves travel to various locations throughout the Township with exposure to 
bodily injury, hazardous materials, adverse weather, fumes, odors and the like at emergency 
scenes.   

3. On-call availability to handle work problems, respond to emergency situations, etc.  
at all hours is required. 

 
This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job. They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified. 
 
Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
 
Approved by the Hamburg Township Board of Trustees: DRAFT 
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HAMBURG TOWNSHIP FIRE DEPARTMENT 
     STANDARD OPERATING PROCEDURE  

Effective Date:  DRAFT       
Rescinds: 300-03 
(10/01/2019)             

Title:  DUTY CAPTAIN JOB DESCRIPTION        No: 300-03   

 

JOB TITLE: Duty Captain 
(Full-time, At-will, Hourly, Non-exempt)  

 
REPORTS TO: Deputy Director of Public Safety (Fire) 
 

 
I. JOB SUMMARY 

The Duty Captain is a full-time position within the Hamburg Township Fire Department 
(HTFD) working a 24-hour shift work schedule (averaging 56 hours per week). The 
primary responsibility of the Captain is to provide supervision and direction to the 
scheduled duty crews and part-time/paid-on-call personnel working during their shift. This 
includes planning and supervising the activities of firefighting personnel in preparation for, 
and in performance of, responses to fire, rescue, and medical emergencies; ensuring 
firefighting personnel adhere to all HTFD Standard Operating Procedures and department 
directives; and managing HTFD buildings and equipment. The Captain may also be 
assigned administrative tasks, including fire prevention activities, as needed in fulfillment 
of the department’s mission and goals. 
 

II. PRIMARY DUTIES AND RESPONSIBILITIES 
 

1. Responds with personnel, equipment, and apparatus to fire, rescue, emergency 
medical, and hazardous materials incidents. 

2. Supervises, directs and evaluates the performance of firefighting personnel and 
makes recommendations for training and disciplinary action in accordance with 
HTFD Standard Operating Procedures, Township Employee Manual and all 
directives. 

3. Ensures station and staff are operationally ready to respond, including scheduling 
staff as necessary. 

4. Inspects, tests, and assures readiness of equipment and apparatus. 
5. Provides emergency medical services as required. 
6. Performs light to heavy rescue functions at emergencies. 
7. Performs community risk reduction and fire prevention activities as assigned. 
8. Ensures daily departmental tasks and run reports are being completed and 

documented. 
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9. Participates in and prepares thorough after-action reports for significant events to 
support the mission of the organization. 

10. Creates and fosters effective working relationships within the department among all 
ranks and with other departments. 

11. Analyzes staffing in relation to training practices, work methods, technology use, 
and resource allocation in order to continually identify and recommend process 
changes to improve the efficiency of department programs and services. 

12. Develops and monitors improvement plans of staff. 
13. Assists in coordinating and supervising the On the Job Training program for all 

personnel under their command. 
14. Participates in human resource functions involving employees; e.g., performance 

appraisal, accountability and discipline, group dynamics, facilitation, conflict 
resolution, diversity, and staffing. 

15. Job responsibilities will require attendance outside of scheduled work hours. 
16. Attends Officer meetings, conferences and training sessions to keep current on 

technical standards and managerial expertise. 
17. Recommends revisions to policies, ordinances, and standard operating procedures. 
18. Performs a wide-range of administrative and operational tasks as may be delegated 

by the Director of Public Safety, Deputy Director (Fire) or Fire Marshal. 

 
III. JOB-RELATED QUALIFICATIONS 

Knowledge of: 
1. Principles of supervision, time and project management. 
2. Considerable knowledge and proficiency in communications, both written and oral. 
3. Writing, typing and computer skills necessary for the creation and compilation of 

various documents, communications and reports.   
4. Techniques and equipment used in modern firefighting, emergency medical 

services, protection of life and property, and fire prevention. 
5. Building construction related to firefighter safety 
6. Incident stabilization with a primary focus on life safety and property conservation  
7. Emergency medical services and rescue practices. 
8. Incident command practices and principles. 

Ability to: 
1. Understand, interpret and act in accordance with HTFD Standard Operating 

Procedures, Township Employee Manual and department directives and 
demonstrate skills in applying these toward specific situations.  

2. Direct fire personnel and companies at fire scenes, hazardous materials incidents 
and medical and rescue situations. 

3. Assist in the supervision and management of the department. 
4. Give and accept constructive criticism as appropriate during emergency and 

nonemergency situations, so as to promote continuous learning and improvement 
for the organization and the individual. 
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5. Receive and carryout orders and/or assignments as may be given by a superior 
officer. 

 
IV. ESSENTIAL JOB REQUIREMENTS 

 
1. Successfully complete physical examination as required by HTFD and Township 

policy. 
2. Possess physical strength, endurance, agility; must participate and successfully 

complete HTFD Agility Test per policy. 
3. Produce extreme effort and energy for periods of time in highly stressful situations. 
4. Apply knowledge of the streets, water sources, building complexes, and the 

community. 
5. Provide appropriate instruction to personnel in both classroom and field 

applications of the principles of fire control and emergency medical services. 
6. Capable of providing for the safety and welfare of others. 
7. Ability to sit, stand, walk, kneel, crouch, squat, stoop, reach, crawl, twist, climb and 

lift 150 lbs.; exposure to cold, heat, extreme noise, outdoors confining work space, 
electrical hazards, vibration, chemicals, dust, toxic waste, mechanical hazards and 
explosive materials. 

8. Attends meetings both on and off-duty as assigned and performs public speaking on 
behalf of HTFD.    
 

V. ESSENTIAL JOB REQUIREMENTS 

 Education:   
1. Graduation from high school or GED equivalent. 
2. An Associate Degree in Fire Science or related field is highly desirable.   

 
 Minimum Experience:   

1. Eight (8) or more years of fire service experience. 
2. Three (3) years of supervisory experience at an officer level. 

 
VI. LICENSES, CERTIFICATIONS, REGISTRATIONS 
 

1. Possession of a Michigan driver’s license with an acceptable driving record as 
prescribed by this department. 

2. State of Michigan Fire Fighter I & II with Hazmat Operations, Fire Inspector, Fire 
Instructor I, and Fire Officer III. 

3. Certified through the National Fire Protection Association or the International Code 
Council as a Fire Inspector II and Fire Plans Examiner. 

4. EMT-Basic, or higher, license in the State of Michigan. 
5. Pre-Hospital Trauma Life Support (PHTLS) Certificate 

 

WORKING CONDITIONS:  
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1. Normal office environment with little, if any, discomfort due to heat, dust, noise 
and the like.  

2. Work involves travel to various locations throughout the Township with exposure 
to bodily injury, hazardous materials, adverse weather, fumes, odors and the like at 
emergency scenes.   

3. On-call availability to handle work problems, respond to emergency situations, etc.  
at all hours is required. 

 
This job description is intended to describe the general nature and level of work being performed 
by a person assigned to this job. They are not to be construed as an exhaustive list of all job 
duties that may be performed by a person so classified. 

  
 

Issued by: 

 
Richard Duffany  
Director of Public Safety 
 
 
Approved by the Hamburg Board of Trustees:  DRAFT 



 

 

 

 

 

Here are some suggestions from officers that worked the event this year which would be helpful to 
consider for future tournaments.    See attached drone images.   

 

• Better parking assistance from the event organizers.  They had too few parking volunteers 
working that were inexperienced and failed to communicate with each other or with public 
safety personnel.   We had no notification when lots were full. 
 

• Designated handicap parking and drop off location so parents aren’t stopping on Merrill Rd to 
drop off their children. 

 

• Better signage directing participants  to the appropriate fields.   We had 2 accidents during this 
years tournament which were caused by driver confusion over field locations.  Possibly having 
the organizer rent electronic signs to direct people to the correct fields. 
 

• Keeping the south entrance to west park closed as that location is utilized as the primary 
crosswalk with an officer presence .    
 

• Obtaining a portable Pedestrian crossing  sign to be placed in the center of Merrill Rd at the 
south entrance to the parks along with green cones to provide traffic calming and mark the 
temporary crosswalk.   
 

• Obtaining 2 portable or flip up congested  area ahead signs be placed prior to the north and 
south park entrances. 
 

• If reducing the speed limit temporarily to 35 mph is not possible getting temporary orange 35 
mph advisory signs would be beneficial.  We could even put the advisory sign on our speed 
trailer which would alert people to slow down.  If a 2nd speed trailer is purchased then we could 
place one prior to both the north & south park entrances. 

 

• Having the event organizer actually coordinate the event with public safety by having a meeting 
well in advance of the actual event. 
 

Dariusz Nisenbaum 

Deputy Chief 

Hamburg Township Police Department 

PowerAde 2021 























 


