
 
 
 

  
OSHTEMO CHARTER TOWNSHIP BOARD 

7275 West Main Street, Kalamazoo, MI  49009 
269.375.4260 

August 27, 2019 
BOARD WORK SESSION 

6:00 p.m. 
AGENDA  

A.  Call to Order 
B.  Public Comment  
C.  Discussion of Township Policies – Cash receipting, Sunshine Fund, Records Management 
D.  Discussion on 2019 Budget (Continued) 

 
 

                REGULAR MEETING 
                                                             7:15 p.m. 
                                                             AGENDA 
 
1. Call to Order 

2. Pledge of Allegiance 

3. Public Comment on Non-Agenda Items 

4. Consent Agenda  
a.    Approve Minutes – August 13, 2019 
b.    Receipts & Disbursements Report 
c.    IT Job Description  
d.    Planning Commission By-laws  

 
5. Consideration of Autumn Grove - Site Condominium Step Three  

6. Consideration of Zoning Lighting Ordinance (Repeal & Replace) – First Reading 

7. Discussion of 2020 Census - Participation and Consideration of Liaison  

8. Other Township Business 

9. Public Comment 

10. Board Member Comments 

11. Adjournment  



Policy for Public Comment 
Township Board Regular Meetings, Planning Commission & ZBA Meetings 

All public comment shall be received during one of the following portions of the Agenda of an open meeting:  

a. Citizen Comment on Non-Agenda Items or Public Comment – while this is not intended to be a forum for dialogue
and/or debate, if a citizen inquiry can be answered succinctly and briefly, it will be addressed or it may be delegated
to the appropriate Township Official or staff member to respond at a later date. More complicated questions can be
answered during Township business hours through web contact, phone calls, email (oshtemo@oshtemo.org), walk-
in visits, or by appointment.

b. After an agenda item is presented by staff and/or an applicant, public comment will be invited.
At the close of public comment there will be Board discussion prior to call for a motion. While comments that include
questions are important, depending on the nature of the question, whether it can be answered without further
research, and the relevance to the agenda item at hand, the questions may not be discussed during the Board
deliberation which follows.

Anyone wishing to make a comment will be asked to come to the podium to facilitate the audio/visual capabilities 
of the meeting room.  Speakers will be invited to provide their name, but it is not required.   

All public comment offered during public hearings shall be directed, and relevant, to the item of business on which 
the public hearing is being conducted.  Comment during the Public Comment Non-Agenda Items may be directed to 
any issue. 

All public comment shall be limited to four (4) minutes in duration unless special permission has been granted in 
advance by the Supervisor or Chairperson of the meeting.  

Public comment shall not be repetitive, slanderous, abusive, threatening, boisterous, or contrary to  the orderly 
conduct of business.  The Supervisor or Chairperson of the meeting shall terminate any public comment which does 
not follow these guidelines.  

(adopted 5/9/2000) 

(revised 5/14/2013) 

(revised 1/8/2018)

Questions and concerns are welcome outside of public meetings during Township Office hours through phone 
calls, stopping in at the front desk, by email, and by appointment. The customer service counter is open from 
Monday-Thursday 8:00 am- 5:00 pm, and on Friday 8:00 am-1:00 pm. Additionally, questions and concerns are 
accepted at all hours through the website contact form found at www.oshtemo.org, email, postal service, and 
voicemail. Staff and elected official contact information is provided below. If you do not have a specific person to 
contact, please direct your inquiry to oshtemo@oshtemo.org and it will be directed to the appropriate person.   

Oshtemo Township 

Board of Trustees 

Supervisor   
 Libby Heiny-Cogswell  216-5220      libbyhc@oshtemo.org  

Clerk   
Dusty Farmer   216-5224       dfarmer@oshtemo.org   

Treasurer   

 Grant Taylor 216-5221     gtaylor@oshtemo.org   

Trustees   

Deb Everett 375-4260     deverett@oshtemo.org  

Zak Ford  271-5513     zford@oshtemo.org

Ken Hudok       548-7002     khudok@oshtemo.org

Township Department Information 
Assessor: 

Kristine Biddle 216-5225  assessor@oshtemo.org

Fire Chief: 

Mark Barnes 375-0487  mbarnes@oshtemo.org

Ordinance Enf: 

Rick Suwarsky  216-5227   rsuwarsky@oshtemo.org
Parks Director: 

Karen High 216-5233   khigh@oshtemo.org
     Rental Info      216-5224   oshtemo@oshtemo.org

Planning Director: 

Julie Johnston 216-5223    jjohnston@oshtemo.org

Public Works: 

Marc Elliott 216-5236    melliott@oshtemo.org

Cheri L. Bell 372-2275 cbell@oshtemo.org
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Oshtemo Township 
CASH RECEIPTING POLICY 

 
General Purpose 
Oshtemo Township, recognizing that proper management of cash and checks received by the Township 
is vital to transparent stewardship of taxpayer assets, enacts the following cash receipting policy: 
 
Summary Statement of Policy 
This records management policy shall apply to all employees who receive checks or cash at the counter, 
open or handle incoming mail, and open or handle items received through the drop box.  
 
Actual Policy as Written 
All cash and checks received by the Township is ultimately the responsibility of the Township Treasurer 
and the Board of Trustees. Staff designated by the Treasurer are permitted to receive cash and checks. 
All cash and checks shall be recorded through the Cash Receipting software.  
 
Cash and checks shall be received and processed by the Township in the following situations: 
 
At the counter: People can come into the Township office and pay taxes or other fees using a check, 
cash, or credit card at the front counter. Designated staff shall receive the payment and process it 
immediately through the Cash Receipting software, creating a system receipt and a paper receipt for the 
customer.  
 
Drop box: The drop box can be used to drop off payments to the Township. Each morning the box will 
be checked under dual control.  
 
Mail: Payments can be sent through the mail. Only persons designated by the Treasurer may open and 
sort mail. Payments received through the mail must be recorded through dual control as soon as 
possible after it is received. The mail will either be left on the counter under the security camera or 
locked in a secure drawer until it can be sorted and recorded under dual control.  
 
Documentation 
Cash receipting is recorded and journalized through the Board approved software into the General 
Ledger.  
 
Checks and cash received through the mail and drop box are recorded in an initialed log that is 
maintained by the Treasurer’s Office.  
 
 



Oshtemo Township 
SUNSHINE FUND POLICY 

 
Oshtemo Township will manage a fund to hold voluntary contributions from 
employees that will be used to contribute to the memorials of family members 
who have passed away, flowers and cards when employees fall ill, or any other 
purchase agreed upon by the contributors.  
 
Fire Department employees will have a separate Sunshine Fire Fund.  
 
To begin making contributions to the fund, employees will fill out an agreement 
form and submit to the payroll Clerk.  
 
To stop contributions to the fund, employees will provide written notice to the 
payroll Clerk.   
 



Oshtemo Township 
RECORDS MANAGEMENT POLICY 

 
Oshtemo Township, recognizing that good records management is vital to the effective 
and efficient operation of government operations, enacts the following records 
management policy: 
 
Applicability 
This records management policy shall apply to all employees, agents, independent 
contractors, and volunteers of Oshtemo Township. 
 
Definitions 
 
Agency-specific schedule: covers records that are unique to a particular government 
agency. Agency-specific schedules only address the records of the agency named on 
the schedule, and may not be used by another agency. Any record that is not covered 
by a general schedule must be listed on an agency-specific schedule. Agency-specific 
schedules always supersede general schedules. 
 
General schedule: covers records that are common to a particular type of government 
agency. General schedules may not address every single record that a particular office 
may have in its possession. General schedules do not mandate that any of the records listed 
on the schedule be created. However, if they are created in the normal course of business, 
the schedule establishes a minimum retention period for them. Retention for longer 
periods is authorized if the individual has reason to believe that a record may be 
required beyond the minimum retention period for the efficient operation of the agency. 
 
Non-record Materials: include, but are not limited to, extra copies of documents 
retained only for convenience of reference, and letters of transmittal/routine 
correspondence that do not document significant activities of the agency. A more 
comprehensive description may be found within Appendix A. 
 
Public Records: recorded information “prepared, owned, used, in the possession of, or 
retained by a public body in the performance of an official function, from the time it is 
created.” Michigan Freedom of Information Act (FOIA) (M.C.L. 15.231 - 15.232) 
Retention and Disposal Schedule: define how long each record, regardless of its 
physical format, should be retained. Retention and Disposal Schedules also indicate 
which records have archival value, and when those records should be transferred to the 
Archives of Michigan. According to Michigan law, no public records may be destroyed 
without the authorization of an approved Retention and Disposal Schedule. All 
schedules are approved by the Records Management Services, the Archives of Michigan 
and the State Administrative Board. 
 
Records 
Each individual who creates, sends, or receives official records is responsible for 
retaining these records in accordance with this records management policy. 
 



Non-Records 
Employees are not required to retain non-record materials once their reference value to 
the individual has expired. However, if a FOIA request is received, or if the agency 
becomes involved in litigation, non-records may be requested and may be released, if 
they have not already been destroyed. See Appendix A for more information about Non-Records.  
 
Record Retention 
All public records shall be retained in accordance with an approved Retention and 
Disposal Schedule. Records not listed on an approved Retention and Disposal Schedule 
may not be disposed of until a schedule is approved. Michigan Penal Code (MCL 
750.491) 
 
Record Maintenance 
Individuals and offices shall organize their records to promote fast and efficient retrieval of information. 
Appropriate and cost-effective office equipment, indexes and tools shall be used to maintain records. 
 
Records that will be retained for more than 10 years shall be stored in an environment that facilitates 
the security and stability of the storage media. They type of storage media (e.g. paper or electronic) 
shall be determined for each record. See Appendix B for more information about email retention and 
storage.  
 
The Township Clerk shall work with the IT Director to determine the most cost effective and reliable 
method of maintaining electronic records for their full retention period, so technology changes do not 
render them inaccessible and unusable. The Clerk shall publish that method to all affected individuals.  
 
Oshtemo Township shall comply with the State of Michigan’s standards for record reproduction, as 
authorized by the Records Reproduction Act (MCL 24.401-24.406).  
 
Records containing sensitive or confidential information shall be protected against unauthorized access, 
especially records that are protected by state or federal laws, records containing private information, 
financial information, background checks, medical information, and social security numbers. Individuals 
and offices shall employ appropriate locks, passwords, and other devices to protect the privacy of this 
information. 
 
Separation from Employment 
Employees shall not take public records with them when they terminate employment with the Township 
and they shall not destroy records that have not yet fulfilled their approved retention period.  
 
Supervisors are responsible for ensuring that the records (including e-mail and other electronic records) 
of employees who are separating from employment with the Township continue to be retained in 
accordance with this policy. 
 
Disposal 
Public records which have reached their minimum retention period, and which are no longer required 
for the efficient operation of the agency, may be disposed of. The Township shall destroy sensitive or 
confidential information through a secure shredding service that destroys the documents on site.  
The Township shall destroy open records by recycling or regular trash disposal. 



Some records possess permanent or historical value. These records may be designated 
for eventual transfer to the Archives of Michigan for permanent preservation. The 
Township shall follow the Archives’ procedures for transferring records. 
 
Litigation, Investigations, and Freedom of Information Act Requests 
No records that are the subject of litigation, a pending investigation request, or a 
pending Freedom of Information Act (FOIA) request shall be destroyed until the legal 
action or activity has ended, even if the records are otherwise scheduled for destruction 
pursuant to this policy. Any individual with knowledge of pending litigation, a 
pending investigation, or a FOIA request shall immediately inform the Township Attorney. The Attorney 
shall direct all relevant individuals to immediately cease disposal of all records relevant to the pending 
litigation, pending investigation, or FOIA request. If the relevant records are in electronic form (including 
e-mail) the Attorney shall notify the IT Director so they can protect the records from destruction (which 
may include stopping the rotation of backup tapes). Should questions arise as to what records are 
relevant to the pending litigation, pending investigation, or FOIA request, the Attorney shall direct the 
immediate cessation of the disposal of all records. The moratorium on the disposal of all records 
relevant to the pending litigation, pending investigation, or FOIA request shall remain in effect for the 
duration of the litigation, investigation, or until the FOIA request had been fully processed. 
 
Failure to Adhere to this Records Management Policy 
Failure to adhere to this records management policy may result in applicable discipline, up to and 
including discharge from employment, termination of the contractor status, termination of the 
volunteer relationship, or expulsion. Further, the removal, mutilation, or destruction of public records 
may result in civil and criminal liability, up to and including a penalty of not more than two years in state 
prison or a fine of not more than $1,000.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix A – Non Record Materials 
 
State of Michigan General Schedule #1: Non Record Materials (Approved November 16, 20114) 
 
Non-record materials are recorded information that are in the possession of an agency, but are not 
needed to document the performance of an official function. An agency's disposition practices need to 
include managing non-record materials, because their volume may exceed that of records that do 
document official functions.  
 
Examples of non-records may include:  
--Draft documents that are replaced by new or final versions. Drafts that are not needed to document 
the development of the final record. Drafts that are not required to be retained by an agency-specific 
schedule.  
--Duplicate copies of a document that are retained for convenience of reference.  
--Information that does not document official activities.  
--Letters of transmittal (including routing slips) that do not add any information to the transmitted 
material.  
--Notes and recordings that have been transcribed into another format for record retention.  
--Publications that are received from outside sources that are retained for reference purposes, such as 
newsletters, brochures, catalogs, books, professional development materials, etc. 
 --Mass mailings, notices, flyers, etc. that are received for informational purposes. 
 --Advertisements, spam and junk mail.  
--Tracking documents or tools that are used to ensure that all steps in a business process take place, but 
are not the official documentation of the action or activity.  
--Research and reference materials that are collected from outside sources, but are not needed to 
document how the final decision is made.  
 
Non-record materials can be disposed of when they are no longer needed for reference purposes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix B – Email Retention 
 
Electronic mail (e-mail) is a means of exchanging messages and documents using 
telecommunications equipment and computers. A complete e-mail message not only includes 
the contents of the communication, but also the transactional information (dates and times 
that messages were sent, received, opened, deleted, etc.; and any attachments. 
 
In accordance with the Michigan Freedom of Information Act (FOIA) (Public Act 442 of 
1976, as amended), e-mail messages are public records if they are created or received as 
part of performing a public employee’s official duties. All e-mail messages that are 
created, received or stored by a government agency are the property of Oshtemo Township. 
They are not the property of its employees, vendors, or customers. E-mail accounts are 
provided to employees for conducting public business. Employees should have no expectation 
of privacy when using the agency’s computer resources. 
 
EMAIL RETENTION 
 
Just like paper records, e-mail messages are used to support a variety of business 
processes. Just like paper records, senders and recipients of e-mail messages must 
evaluate each message to determine if they need to keep it as documentation of their 
role in a business process. Just like paper records, the retention period for an e-mail 
message is based upon its content and purpose, and it must be retained in accordance with the 
appropriate Retention and Disposal Schedule.  
 
Employees will establish folders for arranging e-mail according to their content, and they are 
responsible for disposing of e-mail that has met all of its retention requirements. 
 
EMPLOYEE RESPONSIBILITIES 
 
Employees will establish folders for arranging e-mail according to their content, and they are 
responsible for disposing of e-mail that has met all of its retention requirements. 
 
Employees are responsible for organizing their e-mail messages so they can be located 
and used. They are responsible for keeping e-mail messages for their entire retention 
period, and for disposing of e-mail messages in accordance with an approved Retention 
and Disposal Schedule.  
 
Records, including e-mail, cannot be destroyed if they have been requested under FOIA, or if 
they are part of ongoing litigation, even if their retention period has expired.  
 
Employees who use a home computer and a personal e-mail account to conduct government 
business must manage their work-related e-mail the same way as those messages that are 
created and received using government computer resources. Just like paper records, e-mail 



messages might be subject to disclosure in accordance with FOIA. They can also be subject to 
discovery once litigation begins.  
 
INFORMATION TECHNOLOGY STAFF RESPONSIBILITIES 
 
Individual employees are responsible for deleting messages in accordance with the appropriate 
Retention and Disposal Schedule. However, deleted messages may be stored on servers and 
backup tapes for two weeks after the information is deleted. After two weeks, the IT Director 
will ensure that deleted messages are rendered unrecoverable.   
 
Note: The destruction of e-mail messages on servers and backup tapes must cease when an 
agency becomes involved in litigation or when it receives a FOIA request. Many e-mail 
messages need to be kept longer than the original technology that was used to send and 
receive them. New technology is not always compatible with older technology that agencies 
may have used. The IT Director will ensure that older e-mail messages remain accessible as 
technology is upgraded or changed. Each time technology upgrades and changes take place, the 
IT Director will ask agency administrators for information about the existence and location of 
older messages so they can be migrated to the new technology. 
 
ADMINISTRATOR RESPONSIBILITIES 
 
The Clerk is responsible for ensuring that employees are aware of and implement this policy. 
The Clerk is also responsible for ensuring that the Township has an approved Retention and 
Disposal Schedule that covers all records (regardless of form or format) that are created and 
used by departments. 
 
The IT Director is responsible for ensuring that the e-mail (and other records) of former 
employees are retained in accordance with approved Retention and Disposal Schedules. 
 
ATTORNEY RESPONSIBILITIES 
 
Just like paper records, e-mail messages might be subject to disclosure during the 
discovery phase of litigation. Attorneys representing Michigan government agencies are 
responsible for identifying if the records that are requested during the discovery process 
are stored in e-mail, even if the discovery order does not specifically request e-mail. 
They are also responsible for ensuring that the IT Director is notified that a discovery order 
involving e-mail was received to prevent the destruction of relevant messages. 
 
The Township Attorney is responsible for notifying the IT Director when the agency becomes 
involved in litigation or when a FOIA request that involves e-mail is received. 
 



IVEMORANDUM

To: Ed Hellwege

James W. Porter

August 15,2019

Proposed IT Director Position Description

FRolu:

D.lrr:

St BJEcr:

Attached is the formatted position description for the IT Director for the upcoming

Township Board meeting on August 27, 2019. We will insert the effective date after it has beelt

adopted.



 

 

CHARTER TOWNSHIP OF OSHTEMO 

POSITION DESCRIPTION 

 

Position Title:  IT COORDINATOR 

General Summary: 

Under the direct supervision of the Township Supervisor performs professional and technical 

information technology duties for the Township; performs supervisory and administrative duties 

in planning and coordinating all information technology services and projects. 

 

Physical Requirements: 

 

Physical requirements described herein are representative of those requirements which must be 

met by an employee to successfully perform the essential job functions of this job.  Reasonable 

accommodations may be made upon request to enable an individual with a disability to perform 

these essential job functions. 

The employee must be able to drive in order to visit properties within the Township.  Property 

visits will be required to evaluate development projects, site design, water run-off, water retention, 

compliance with construction plans and design, etc.  While on site the employee must be able to 

traverse rough terrain in order to complete on-site inspections. 

While at the office, the IT Coordinator must be able to type reports.  In addition, the employee 

must be able to meet with outside agencies and organizations. 

Several days of the month, the employee must be able to work up to 12 hours per day and attend 

necessary public meetings.  During the Township Board meetings, the employee must also be able 

to present reports publicly using a computer and a projector system.  

The ability to operate a computer, copy machine, and answer the telephone is absolutely necessary. 

The ability to communicate the goals of the Township, prepare reports and analyses and 

recommendations for the Township Board, orally and in writing, in English, is required.  

Typical Responsibilities: 

1. Leadership and development of IT processes. 

2. Ensures IT’s internal customer service standards, while meeting strategic goals. 

3. Evaluates Township’s initiatives and provides recommendations on technology 

components, solutions, or improvements to help achieve corporate objectives. 

4. Develops information technology strategies, policies, and procedures by evaluating 

organization outcomes; identifying problems; evaluating trends; anticipating requirements. 

5. Challenges self and team to innovate with technology. 

6. Demonstrates high integrity and collaboration with the management team to achieve 

organizational goals. 

7. Ability to direct technological research and initiatives by studying organization goals, 

strategies, practices, and understanding user projects.     



 

 

8. Budget analysis related to IT Infrastructure and systems: forecasting requirements, 

scheduling expenditures, and analyzing variances. 

9. Strong team development, superb interpersonal skills combined with problem solving, and 

providing great customer service is a must.  

10. The desire to learn, continuously improve and be willing to accept responsibility. 

11. Ability to work individually, or as a member of a team, use common sense and build a 

network of relationships with a positive attitude.   

12. Provide clear communication and engage team members in projects. 

13. Provide staffing, budget development, quality management, and coordination to 

accomplish all Township IT needs. 

14. Possess a high level of energy and the ability to work independently with an interest in 

continuous learning and creative problem solving. 

15. Exhibit a high level of written and verbal communication with a variety of audiences 

16. Ability to adjust priorities on the fly while keeping the big picture in focus. 

17. Provide clear instruction to both technical and non-technical disciplines. 

 

Employment Qualifications: 

DRIVERS LICENSE REQUIREMENT:  Must maintain a current Michigan motor vehicle 

operator’s license without restrictions (other than corrective lenses). 

EDUCATION: Bachelor’s degree in Information Technology is required  

 

EXPERIENCE: 4-6 years of leadership experience as an IT Coordinator with a history of 

achievement with an emphasis on strategic thinking plus a history of progressive advancement in 

Information Technology or related business systems.  

 

These qualifications represent guidelines; alternative qualifications may be substituted if sufficient 

to perform duties required by position. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Effective Date: ___________ 



 

Memo 
To: Oshtemo Charter Township Board 

From: Julie Johnston, AICP 
 Planning Director 
 
Date: August 21, 2019 

Mtg Date: August 27, 2019 

Subject: Planning Commission By-Laws 

 
OBJECTIVE 
 
Consideration of approval of the amended Planning Commission by-laws. 
 
BACKGROUND 
 
The Planning Commission by-laws had not been reviewed or updated since 2009.  Recently, staff began 
developing new by-laws for the Zoning Board of Appeals and thought this was an ideal time to make 
improvements to the Planning Commissions as well.  The Planning Commission reviewed the by-laws over 
three meetings before forwarding them to the Township Board for approval. 
 
At the August 13th Township Board work session, two changes were requested to the document.  These 
changes are provided in blue and are as follows: 
 

Section 3.1 - Responsibility. Minutes shall be prepared by the Recorder of Minutes designated by the 
Planning Commission. The Recorder of Minutes shall be appointed by the Planning Commission and 
may be an employee or contractor of the Township, or a member of the Planning Commission. If a 
contractor of the Township, the Recorder of Minutes shall be recommended by the Planning 
Commission and approved by the Township Board. 
 
Section 5.2.b - The Planning Commission member has a business or financial interest in the property 
or project involved in the request or has a business or financial interest greater than five one percent 
in the applicant’s company, agency or association. 

 
INFORMATION PROVIDED 
 
• Draft By-Laws 
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CHARTER TOWNSHIP OF OSHTEMO  
 

PLANNING COMMISSION BY-LAWS 
 

DRAFT 08-08-2019 
 

The following rules of procedure are hereby adopted by the Charter Township of Oshtemo Planning 
Commission to facilitate the performance of its duties. 
 
SECTION 1.0: OFFICERS 
 
1.1 Election. At the first regular meeting of each year, the Planning Commission shall elect from its 

membership a Chair and Vice-Chair. The Board of Trustee member may not serve as an officer.  
 
1.2 Tenure. The Chair and Vice-Chair shall take office immediately following their election and shall 

hold office for a term of one (1) year or until their successors are elected and assume office. All 
officers are eligible for re-election. 

 
1.3 Duties. The Chair shall preside at all meetings and perform such other duties as may be ordered by 

the Planning Commission. 
 

The Vice-Chair shall act in the capacity of Chair in his/her absence; and in the event the office of 
the Chair becomes vacant. The Vice-Chair shall succeed to the office of Chair for the unexpired 
term. The Planning Commission shall elect a successor to the office of Vice-Chair for the unexpired 
term. 

 
The secretary shall be responsible for the minutes of each meeting that is not attended by the 
Township Attorney, execute documents in the name of the Planning Commission, maintain 
attendance records, and perform such other duties as may be ordered by the Planning Commission. 

 
1.4 Absence of the Chair and Vice-Chair.  If both the Chair and Vice-Chair are absent from a meeting, 

the Planning Commission shall vote in a chairperson to perform the necessary duties for that 
meeting.  The Chair and/or Vice-Chair shall resume normal duties at the next scheduled meeting. 

 
1.5 Vacancies. If a vacancy should occur in any office, the Planning Commission shall elect another 

person to fill such vacancy in the same manner and under the same conditions outlined above for 
the remainder of the term of said office. 

 
SECTION 2.0: MEETINGS 
 
2.1 Regular Meetings. Meetings of the Planning Commission will be held at the Township Hall the 

second and fourth Thursdays of each month at 7:00 p.m. a time established by the Planning 
Commission, at the Township Hall unless noticed otherwise. 
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When the regular meeting day falls on a legal holiday, the Planning Commission shall may select a 
suitable alternate date. 

 
Regular meetings shall be formally established at the first last meeting of the Planning Commission 
in each new calendar year for the following calendar year and notice thereof given pursuant to the 
Open Meetings Act. 

 
2.2 Special Meetings. Special meetings of the Planning Commission shall be held when necessary and 

may be called by the Planning Director and the Chair or, in the absence of the Chair, any two (2) 
members of the Planning Commission. 

 
Special meetings may be called by the Chair when necessary.  In the absence of the Chair, special 
meetings may be called by two (2) members of the Planning Commission. If a special meeting is 
called based on a request by an applicant, the applicant will be responsible for all costs associated 
with the meeting as outlined in an annual fee schedule adopted by the Township Board of Trustees.  
 
The purpose of the meeting shall be stated in the call. The business of the special meeting shall be 
held in compliance with the Michigan Open Meetings Act.  Public notice of the time, date, and 
place of the special meeting shall be given in the manner required in the Open Meetings Act.  A 
notice of the special meeting shall be sent to the Planning Commission not less than one (1) week 
in advance of the meeting, except that any such meeting at which all regular members of the 
Planning Commission are present or have waived the allotted one week notice in writing, shall be 
a legal meeting for all purposes without notice,  subject to the Michigan Open Meetings Act. 

 
2.3 Quorum. A majority of the total number of members shall constitute a quorum for the taking of 

official action on all matters.  All public hearings without a quorum present shall be rescheduled 
for the next regular or special meeting and no additional public notice shall be required, provided 
that the date, time, and a place for the rescheduled public hearing is announced at the meeting. 

 
2.4 Order of Business.  The order of business for each meeting shall be as follows: 
 

(a) Call to Order 
 
(b) Pledge of Allegiance 
 
(c) Approval of Agenda 
 
(d) Public Comment on Non-Agenda Items 
 
(e) Approval of Minutes 
 
(f) Public Hearing Items 
 
(g) Consideration of other Agenda Items 
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(h) Discussion Items Old Business 
 
(i) Other Business 
 
(j) Planning Commissioner Comments 
 
(k) Adjournment 

 
2.5 Noticing. All public hearing items shall be noticed pursuant to the Michigan Open Meetings Act 

and the Zoning Enabling Act, Planning Enabling Act, or any other applicable statute under which 
the public hearing is being held. 

 
A copy of the meeting agenda and all related material shall be provided to each member of the 
Planning Commission prior to the scheduled meeting. 

 
2.6 Public Hearings. The absence of the applicant or a representative of the applicant at the scheduled 

public hearing may result in a postponement of proceedings. The absence of the applicant or a 
representative at the postponed public hearing shall be treated as the voluntary withdrawal of the 
application by the applicant. Public hearings conducted by the Planning Commission shall be run in 
an orderly and timely fashion, which shall be accomplished by adhering to the following public 
hearing procedure: 

 
(a) Opening Announcement. The Chairperson shall give an official opening announcement of the 

public hearing indicating the basic nature of the request. 
 

(b) Order of Hearing. The Chairperson shall conduct the public hearing in the following order: 
 

(1) Presentation of the application by Township staff (staff report presentation). 
(2) Questions from Planning Commission to Township staff. 
(3) Comments and explanations by the applicant. 
(4) Questions from Planning Commission to the applicant. 
(5) Opening of Public Hearing, comments from public. 
(6) Closing of Public Hearing to public comments. 
(7) Planning Commission deliberation. 
(8) Consideration of action by the Planning Commission. 

 
(c) Public Input. All regular and special meetings, hearings, and records shall be open to the public.  

All persons present at a meeting shall be given an opportunity to speak and present any 
relevant information or evidence at such meeting in accordance with the following rules: 

 
(1) All public comment shall be received only during the public comment portion of the 

meeting, i.e., at such time(s) during the meeting that the Chairperson asks for public 
comment on the item of business. 
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(2) All public comment offered during the meeting shall be directed and relevant to the item 
of business on which the meeting is being conducted. 
 

(3) All public comment shall be limited to four (4) minutes in duration per person unless special 
permission has been granted in advance by the Chair of the meeting. 
 

(4) Public comment shall not be repetitive, irrelevant, slanderous, abusive, threatening, 
boisterous, or contrary to the orderly conduct of business. 
 

(5) The Chair of the meeting shall terminate any public comment which is in contravention of 
any of the principles and procedures set forth herein. 

 
(d) Presentation of Application. The Chair shall recognize Township staff and request a 

presentation of their staff report.  The staff report will outline the applicants request, the 
specific sections of the Zoning Ordinance related to the request, and the regulations that are 
impacted by the subject request.  At the conclusion of the staff report, the Chair will ask the 
Planning Commission members if they have any questions of staff. Once all questions have 
been answered, the Chair will then ask the applicant to provide a concise summary of the 
reasons for their request and respond to questions raised by the Planning Commission. 

 
(e) Opening of Hearing to Floor. The Chair then opens the public hearing to comments from the 

floor, reminds the public of the rules of conduct, and indicates that once a person has been 
recognized by the Chair, they are invited to give their name and address and a concise 
statement of their concerns and/or input. In the event of a large hearing, the Chair may 
encourage groups in attendance to be represented by a spokesperson. The Chair may elect 
during the course of public comments to obtain brief answers from the Township staff or from 
the applicant if such comments may expedite the hearing. The Chair shall accept for the official 
record any documentation received by the Planning Commission regarding the matter at hand 
and shall read and/or summarize these materials. 

 
(f) Closing the Public Hearing. When all public comments have been received the Chair shall close 

the public hearing. After the public hearing is closed, no further comments shall be received 
from the public. 

 
(g) Consideration of the Matter by the Planning Commission. Once the public hearing has been 

closed to public comments, the Chair may recognize any Planning Commission member to 
discuss and seek additional information from others concerning the matter at hand. Planning 
Commission members shall address the Chair when speaking and shall request additional 
information through the Chair.  When discussion on the matter at hand by the Planning 
Commission has been completed, they may take action. 

  
2.7 Motions. Motions shall be restated by the Chair before a vote is taken. The names of the maker 

and supporter of a who seconded the motion shall be recorded. 
 

A motion shall include the action and any conditions imposed., and reasons supporting the motion. 
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Motions to table or adjourn a matter to a future meeting shall include the date, time, and place at 
which the matter will be further considered. 

 
2.8 Voting.  Voting shall be by voice and shall be recorded by yeas and nays.  An affirmative vote of the 

majority of the Planning Commission shall be required for the approval, denial, or tabling of any 
requested action or motion.  Voting shall ordinarily be by voice vote; provided however that a roll 
call vote shall be required if requested by any Planning Commission member or directed by the Chair.  
All members of the Planning Commission, including the Chair, shall vote on all matters, but the Chair 
shall vote last in any roll call vote. Any member may be excused from voting only if that person has 
a bona fide conflict of interest. Any member abstaining from a vote based on a conflict of interest 
shall not participate in the discussion of that item. 

 
2.9 Decision. The Planning Commission will arrive at a decision concerning an application with all 

deliberate speed, and the results of the decision, as well as the reasons therefore, will be clearly 
set forth in the official minutes of the Planning Commission. 

 
2.10 Notice of Decision. A written notice, prepared by Township staff or their designee, containing the 

decision of the Planning Commission will be sent to the applicant. 
 
2.11 Site Visit. The Planning Commission reserves the right to view together as a Commission the real 

property which may be the subject of its review before arriving at its decision. Notice of site visits 
conducted as a Planning Commission shall be given pursuant to the Open Meetings Act or any other 
applicable statute. 

 
Section 3.0 PUBLIC HEARINGS 
 
3.1 Procedure. 
 

(a) Introduction of agenda item 
(b) Presentation of request summary and staff recommendations by Planning Department 
 
(c) Applicant representation 
 
(d) Public comment 
 
(e) Planning Commission deliberation 
 
(f) Motion 
 
(g) Planning Commission comments on motion 
 
(h) Vote 

 
3.2 Site Visit. The Planning Commission reserves the right to view together as a Commission the real 

property which may be the subject of its review before arriving at its decision. 
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Notice of site visits conducted as a Planning Commission shall be given pursuant to the Open 
Meetings Act or any other applicable statute. 

 
3.3 Decision. The Planning Commission will arrive at a decision concerning an application with all 

deliberate speed, and the results of the decision, as well as the reasons therefore, will be clearly 
set forth in the official minutes of the Planning Commission. 

 
SECTION 4.0 3.0: MINUTES 
 
3.1 Responsibility. Minutes shall be prepared by the Recorder of Minutes designated by the Planning 

Commission.  The Recorder of Minutes shall be appointed by the Planning Commission and may 
be an employee or contractor of the Township, or a member of the Planning Commission. If a 
contractor of the Township, the Recorder of Minutes shall be recommended by the Planning 
Commission and approved by the Township Board.   

 
The Recorder of Minutes is responsible for keeping a written record, in the English language, of the 
resolutions, transactions, findings, and determinations of the Planning Commission, which shall be 
a public record subject to the provisions of the Michigan Freedom of Information Act, Public Act 
442 of 1976, as amended. Within eight (8) days from the date of the Planning Commission 
meeting, copies of the tentative minutes shall be available at the Township office. 

 
3.2 Content. The minutes shall contain a brief synopsis of the meeting, including a complete 

restatement of all motions and recording of votes; complete statement of the conditions made on 
any action; and recording of attendance. 

 
3.3 Approval Process. Upon receipt of a copy of the tentative minutes, each member of the Planning 

Commission shall review the minutes for form and content. Planning Commission action shall be 
taken indicating approval of same, with all, if any, corrections. 

 
At such time as the minutes are approved at a meeting of the Planning Commission, the same shall 
become the official minutes of the Planning Commission and shall be filed with the Township 
Clerk’s office. 

 
SECTION 5.0 4.0: MATTERS TO BE CONSIDERED BY THE PLANNING COMMISSION 
 
4.1 The following matters shall be presented for consideration at a meeting of the Planning 

Commission. 
 

(a) Development of an amendment to a master land use plan. 
 
(b) Establishment of zoning districts and the boundaries thereof. 
 
(c) Zoning Ordinance text with the necessary maps and zoning regulations for each zoning district. 
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(d) Requests and proposals for changes in the Zoning Ordinance. 
 
(e) All planning documents, reports and plans. 
 
(f) Special Exception Use Permit/Site Plan Review requests. 
 
(g) Land subdivision plats and condominiums. 

 
(h) Such other matters as the Planning Director shall find it advisable to receive Planning 

Commission consideration. 
 
SECTION 6.0 5.0: CONFLICT OF INTEREST 
 
5.1 Adherence. The Planning Commission shall adhere to the provisions set forth in the Charter 

Township of Oshtemo Charter Township Planning Commission Enabling Ordinance, being 
Ordinance No. 503, regarding conflict of interest identified below: 

 
If a Planning Commission member may reasonably be considered to have a conflict of interest, the 
member shall disclose the potential conflict of interest to the Planning Commission. Failure of a 
member to disclose a conflict of interest as required by the Planning Commission Enabling 
Ordinance shall constitute malfeasance in office. 

 
5.2 Conflict of Interest Defined. For purposes of this section, conflict of interest is defined as, and a 

Planning Commission member shall declare a conflict of interest and abstain from participating in 
Planning Commission deliberations and vote on a request, when: 

 
(a) An immediate family member is involved in any request for which the Planning 

Commission is asked to make a decision. “Immediate family member” is defined as 
spouse, significant other, mother, father, sister, brother, son or daughter, including 
an adopted child, and in-laws. 

 
(b) The Planning Commission member has a business or financial interest in the property or 

project involved in the request or has a business or financial interest greater than five one 
percent in the applicant’s company, agency or association. 

 
(c) The Planning Commission member owns or has a financial interest in neighboring property. 

For purposes of this section, neighboring property shall include any property immediately 
adjoining within 300 feet of the property involved in the request. 

 
(d) There is a reasonable appearance of a conflict of interest, as determined by a majority vote of 

the remaining members of the Planning Commission. 
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SECTION 6.0: ABSENCES, REMOVALS, AND RESIGNATIONS 
 

6.1 Absence. To be excused, Planning Commission members shall notify the Planning Director, Planning 
Commission Chair, or the Township Clerk when they intend to be absent from a meeting.  Failure to 
make this notification will result in an unexcused absence. 

 
6.2 Removals. Members of the Planning Commission may be removed by a vote of the Township Board 

of Trustees after a public hearing for nonperformance of duty, misconduct in office, or failure to 
declare a conflict of interest.  For the purposes of this section, nonperformance of duty shall mean 
two or more consecutive, unexcused absences.  Notice of nonperformance of duty, misconduct in 
office, or failure to declare a conflict of interest shall be brought to the Township Board of Trustees 
for a public hearing by the Township Supervisor. 

 
6.3 Resignation. A member may resign from the Planning Commission by sending a letter of resignation 

to the Township Supervisor, Planning Director, or Planning Commission Chair. 
 
SECTION 7.0: PLANNING COMMISSION STAFF 
 
7.1 Authorization. The Planning Commission staff shall consist of the Planning Director, Township 

Attorney, and such other personnel as may be authorized by the Township Board. 
 
7.2 General Responsibility. The Planning Director, or their designee, shall be responsible for the 

professional and administrative work in that assists with directing and coordinating the program 
of the Planning Commission agendas. 

 
7.3 Duties.  The Planning Director, or their designee, shall: 
 

(a) Advise and assist the Planning Commission in the establishment of general planning policy. 
 
(b) Provide information and generally make recommendations on matters presented for Planning 

Commission consideration. 
 
(c) Officially represent the Planning Commission and the Planning Department at planning 

conferences, interdepartmental meetings of the township government, intergovernmental 
meetings, and serve generally as a liaison between the Planning Commission and the public. 

 
(d) Cooperate with public and private agencies and with individuals for the development, 

acceptance, and effectuation of plans. 
 
(e) Supply information for and encourage interested public agencies and citizen organization 

involvement in programs to promote public understanding and approval of planning and 
zoning. 

 
(f) Prepare an annual written report concerning the Planning Commission’s operations and 

activities and any recommendations to the Township Board. 
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SECTION 8.0: CONFLICTING PROVISIONS 
 
8.1 In the event of a conflict of provisions between these by-laws and the Township Zoning Ordinance, 

the provisions of the Zoning Ordinance shall prevail. 
 
SECTION 8.0 9.0: AMENDMENTS 
 
9.1 These rules by-laws may be adopted and amended at any regular or special meeting of the Planning 

Commission by a two-thirds vote of the members present. By-law amendments shall be subject to 
final approval by the Township Board of Trustees. 

 
 
 
THESE BY-LAWS WERE RECOMMENDED FOR APPROVAL BY THE CHARTER TOWNSHIP OF OSHTEMO 
PLANNING COMMISSION DURING ITS REGULAR MEETING HELD ON THE 8th DAY OF AUGUST, 2019. 
 
THESE BYLAWS WERE DULY ADOPTED BY THE CHARTER TOWNSHIP OF OSHTEMO BOARD DURING ITS 
REGULAR MEETING HELD ON THE _______ DAY OF __________, 2019. 
 
 
 
 
 
 
 
 



 

Memo 
To: Oshtemo Charter Township Board 

From: Julie Johnston, AICP 

Date: November 6, 2018 

Mtg. Date: November 13, 2018 

Subject: Autumn Grove Site Condominium – Request for Step 3 Approval 

OBJECTIVE 
 
Consideration of final plan approval (Step 3) for the Autumn Grove Site Condominium. 
 
BACKGROUND 
 
Process Synopsis 
 
The first approval for the Autumn Grove site condominium, tentative preliminary plan approval (Step 
1), was granted by the Township Board on January 10, 2017.  This step approved the general layout 
of the project, for example building site size, street layout, location of public infrastructure, etc.  The 
second step was preliminary plan approval, which is a detailed engineering plan for the 
development.  Step 2 was approved on November 13, 2018. The applicant was then allowed to 
construct the project’s infrastructure. The current request before the Township Board is to consider 
approval of the Step 3 final (as-built) plans for the Autumn Grove project.  
 
Project Overview 
 
The applicant seeks to develop an 18-unit single-family home site condominium, located at 2083 North 9th 
Street.  The site in question is an approximate 8.8-acre parcel with 80 feet of frontage on North 9th Street.  
The subject property is located on the west side of the road, around 300 feet north of the intersection of 
Wyndham and North 9th. The property is currently undeveloped and is flanked to the west by the Country 
Trail Homesites subdivision, to the east by the Wyndham Wood subdivision and a few unplatted parcels, 
and by long, narrow unplatted parcels to the north and south. Largely devoid of trees, a mature fence row 
is present at the north and west boundaries of the subject property. There are no water features, wetlands, 
significant woodlands, or extreme slopes present on the property. 
 
Within the parent parcel, which extends west approximately 1,300 feet from North 9th Street, the applicant 
is proposing one main east-west road named Asher Trail, terminating in a cul-de-sac 125 feet from the 
west property line, and two stub streets that spur off from Asher Trail, one to the north, and one to the 
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south. Building sites within the proposed development are equally distributed along the north and south 
sides of Asher Trail, with the single drainage basin located between sites five and six. The applicant has 
stated that the roads are to be public, and each site within the development is to be served by public water 
and sanitary sewer. 

 
Ordinance Compliance 

 
• Site Size: Section 50.10 of the Zoning Ordinance, Area Requirements, dictates that any single-family 

building site located within a condominium development in the R-2 zoning district and served by public 
sewer and water must be at least 10,560 square feet in size. The presented plan meets this 
requirement, with an average building site size of approximately 14,500 square feet, and all sites are 
at least 100 feet wide at the front building setback line. 
 

• Motorized and pedestrian circulation: Proposed to be served by a three-element public road 
network, all 18 building sites will have frontage on Asher Trail, which terminates at its west end in a 
cul-de-sac. Clemson Lane and Banford Drive, per the Township’s condominium development 
requirements, will stub out at the parent parcel’s north and south boundaries, respectively. These two 
proposed stub streets are meant to facilitate future interconnection, should either of the adjacent 
properties ever be subdivided or condominiumized.   
 
Asher Trail will connect to North 9th Street approximately 300 feet north of the latter’s intersection with 
Wyndham Drive to the east. This design complies with Township standards, which requires at least 
200 feet of spacing in such arrangements. Dead end street and block lengths within the development 
are acceptable, with the centerline measurement from Banford Drive to the Asher Trail cul-de-sac 
being 621 linear feet, where a maximum of 660 feet is allowed. The applicant has also submitted the 
proposed street layout to the Road Commission of Kalamazoo County, who have approved the as-
built plans. In addition, the street names were reviewed by the Kalamazoo County Planning 
Department who had no objections to the proposed names. 
 
Per Township requirements, the developer is proposing public sidewalks on both sides of all public 
rights-of-way. During Planning Commission tentative preliminary plan review, the applicant agreed to 
provide pedestrian crossings on Asher Trail on both sides of Clemson Lane and Banford Drive. While 
such a request may seem excessive given the proposed site condominium’s relative isolation from 
other developments, staff feels that if adjacent properties are ever developed, then having a more 
robust nonmotorized network already in place helps to ensure that future public health, safety, and 
general welfare are considered.  
 
Sidewalks along the public spaces have not yet been constructed.  The private utilities are still under 
construction, which is delaying the development of the sidewalks.  The developer has indicated their 
intention of completing the sidewalks as soon as the private utilities are installed.  In the interim, they 
have provided a letter of credit to cover the costs of the sidewalks, which is permitted by the Site 
Condominium Ordinance. 
 

• Treatment of natural features: This project was submitted under the old Subdivision/Condominium 
Ordinance, which did not have strict language with regards to the protection of natural features, stating 
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that they “should be preserved insofar as possible.”  Staff urged the applicant to keep as many trees 
on site as is feasible. One reason being that the preservation of the existing fence row will act as at 
least partial screening between this development and adjacent properties. Aside from the 
aforementioned trees, there are no other known areas of ecological sensitivity on the subject property, 
as the land has long since been cleared for agricultural use—any slopes are fairly gentle and no 
regulated wetlands, water bodies, or streams are present. 
 
As a part of this development, the applicant will have to plant at least one canopy tree per 50 feet of 
road frontage on each building site. While no such plantings are graphically illustrated on the proposed 
plan, intention to comply with this requirement is explicitly spelled out in a text note on page one of the 
site plan. 
 

• Street lighting: Street lights will be installed at Autumn Grove. The applicant has provided 
documentation from Consumers Energy that these utilities will be constructed.  In addition, the 
applicant has provided the Township with the necessary documentation, indicating their willingness to 
have the development included in the street lighting special assessment district. 

 
Engineering Review 
 
The Township’s engineering consultant, Prein & Newhof, indicated that the sanitary sewer has been 
installed and passed all required testing.  The as-builts are acceptable and will be incorporated into the 
Township’s GIS. In addition, the City of Kalamazoo has provided documentation that they have signed off 
on the as-built water plans.  
 
Final Concerns 
 
Staff did a walk through with the developer on August 2nd and noted some items that still need to be 
resolved or managed through the construction of the homes.  These items are as follows: 
 

1. Noted that the vegetative cover was very poor and that as soon as the fall seeding schedule 
returned, that a second seeding should be done. 
 

2. Silt fencing should be retained until suitable permanent controls such as heathy vegetative cover 
is established. 
 

3. Storm inlets and protective silt fabric will need to be monitored and inspected after each storm in 
accordance with the SESC plan. 
 

4. The storm water management system includes a series of check dams along the north property 
line to control erosion and encourage upland infiltration.  The current check dams are improperly 
constructed and need to be adjusted to prevent by-pass and erosive wash out.   
 

5. The basin has collected sediments which will need to be removed once the seeding and 
permanent erosion controls are established. 
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6. Fencing needs to be installed around the basin. 
 

In addition to the items noted above, there were some conditions of approval from the Step 2 process that 
need to be included in any consideration of final approval.  They have been added to the recommendation 
noted below. 
 
STAFF RECOMMENDATION  
 
Township staff recommend approval of the Autumn Grove Site Condominium Final Plan (Step 3), 
with the following conditions: 
 

1. A second seeding of the site shall be completed during the fall of this year and silt fencing shall be 
retained until suitable permanent controls such as heathy vegetative cover is established. 

 
2. The basin has collected sediments which will need to be removed once the seeding and 

permanent erosion controls are established. 
 

3. The fencing around the basin needs to be installed prior to the issuance of a building permit for 
home construction. 
 

4. Units 5 and 6 shall be the last units constructed. Construction of units 5 and 6 shall be 
deferred until the remaining condo development is substantially built-out and earth changes 
stabilized with permanent soil erosion control treatments.  
 

5. Prior to proceeding with units 5 and 6, the storm water basin and other system elements shall 
be inspected and evaluated for functional serviceability or maintenance needs. Maintenance 
needs and/or other discovered deficiencies shall be corrected in advance of proceeding with 
units 5 or 6.  
 

6. State, County and Township soil erosion control standards and applied soil erosion control 
measures shall be closely adhered to throughout construction and unit development. Said controls 
shall be especially focused upon preventing migration of soil fines into the basin. Storm inlets and 
protective silt fabric will need to be monitored and inspected after each storm in accordance with 
the SESC plan. 
 

7. The current check dams of the storm water management system are improperly constructed and 
need to be adjusted to prevent by-pass and erosive wash out prior to the construction of any 
homes. 

 
8. At the Township’s discretion, a third-party may be contracted to assist the Township in 

carrying out its oversight authority for soil erosion controls and protection of the storm water 
storage and disposal basin. Township costs for these services shall be recoverable from the 
developer. 
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9. At the developer’s/condominium owners’ expense, a third-party, engineering professional 
shall complete a performance evaluation of the stormwater storage and disposal system. 
Oshtemo Township shall have the right to approve the engineer engaged to perform this 
service. This system evaluation shall be performed annually while the project is under 
development, and once during each of the five years immediately following build out. After 
the first five-year period is completed, this evaluation shall be completed once every five 
years. Upon developing experience with system performance, the Township may lessen the 
frequency of evaluation or choose to suspend this requirement. 

 
INFORMATION PROVIDED 
 
• Aerial Map 
• Final Condominium Plan 
• Agency Approval Letters/Emails 
• Lighting Special Assessment District Letter 
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From: Debbie Jung
To: Pat F
Cc: Julie Johnston; Ryan Minkus; "Brian Wood"; Ben Clark
Subject: RE: Autumn Grove site condo
Date: Wednesday, August 21, 2019 4:07:57 PM

The Board of Road Commissioners of Kalamazoo County accepted the roadway network of Autumn

Grove into the County Road network at the August 20th Board Meeting.
 
Thank you,
 
Debbie Jung, Project Engineer
Road Commission of Kalamazoo County
3801 E. Kilgore Road
Kalamazoo, MI 49001
(269)381-3170 Ext 224 (Direct)
Fax: (269)381-1760
www.kalamazoocountyroads.com
 
 
 

From: Pat F [mailto:pf@iwmeng.com] 
Sent: Wednesday, August 21, 2019 3:36 PM
To: Debbie Jung <djung@kalamazoocountyroads.com>
Cc: 'Julie Johnston' <JJohnston@oshtemo.org>; Ryan Minkus
<rminkus@kalamazoocountyroads.com>; 'Brian Wood' <bwood@allenedwin.com>; 'Ben Clark'
<BClark@oshtemo.org>
Subject: Autumn Grove site condo
 
Debbie,
 
Could you please send an email to Julie Johnston, Oshtemo Township Planning Director, that informs her
that “Autumn Grove” was granted RCKC step 3 approval at the August 20, 2019 RCKC Board Meeting.
 
Her email is in the “cc” above.
 
Thank  you,
Pat Flanagan, P.E.

Ingersoll, Watson & McMachen, Inc.
Civil Engineering & Land Surveying
1209 East Milham Avenue, Suite "B"
Portage, MI 49002
Ph: (269) 344-6165

mailto:djung@kalamazoocountyroads.com
mailto:pf@iwmeng.com
mailto:JJohnston@oshtemo.org
mailto:rminkus@kalamazoocountyroads.com
mailto:bwood@allenedwin.com
mailto:BClark@oshtemo.org
http://www.kalamazoocountyroads.com/


From: Wheat, Tom
To: Julie Johnston
Cc: "Brian Wood"; Ben Clark; Marc Elliott; "Crandall, Anna"; Pat F
Subject: RE: Autumn Grove - sanitary sewer
Date: Wednesday, August 21, 2019 4:03:40 PM

Julie,
The sanitary sewer has been installed, passed all required testing and is available for connection. The
as-builts submitted are acceptable to our office and we will incorporate them into the Township GIS.
 
Verification of the availability of public water main shall be confirmed by the City of Kalamazoo. I
have cc’d Anna Crandall from the City for input.
 
 
Thomas C. Wheat, P.E. 
Prein&Newhof
t. 269-372-1158 
f. 616-364-6955
Website | Blog | LinkedIn
 

 
 
 
 

From: Pat F [mailto:pf@iwmeng.com] 
Sent: Tuesday, August 20, 2019 12:37 PM
To: Wheat, Tom
Cc: 'Julie Johnston'; 'Brian Wood'; 'Ben Clark'; 'Marc Elliott'
Subject: Autumn Grove - sanitary sewer
 
Tom,
 
See below email from Oshtemo Twp (item 3).
 
Has the sanitary sewer at Autumn Grove been approved? 
 
Please let us know.
 
Thank  you,
Pat Flanagan, P.E.

Ingersoll, Watson & McMachen, Inc.
Civil Engineering & Land Surveying
1209 East Milham Avenue, Suite "B"
Portage, MI 49002
Ph: (269) 344-6165
 
From: Julie Johnston [mailto:JJohnston@oshtemo.org] 

mailto:TWheat@preinnewhof.com
mailto:JJohnston@oshtemo.org
mailto:bwood@allenedwin.com
mailto:BClark@oshtemo.org
mailto:MElliott@oshtemo.org
mailto:crandalla@kalamazoocity.org
mailto:pf@iwmeng.com
http://www.preinnewhof.com/
http://www.preinnewhof.com/resources/blog/
http://www.linkedin.com/company/prein&newhof-2?trk=hb_tab_compy_id_1579954
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Memo 
To: Oshtemo Charter Township Board 

From: Julie Johnston, AICP 
 Planning Director 
 
Date: August 21, 2019 

Mtg Date: August 27, 2019 

Subject: Lighting Ordinance – First Reading 

 
OBJECTIVE 
 
Consideration of a new Lighting Ordinance for first reading. 
 
BACKGROUND 
 
In July of 2018, staff began a Township-wide enforcement action to remove noncompliant string LED and/or 
other types of “string” lighting found on nonresidential properties within Oshtemo.  Letters were sent to 
businesses that had this type of lighting located around windows, on building facades, on signs, etc. that 
were in violation of the Township’s Lighting Ordinance.  Following these letters, some of the business 
owners attended a Township Board meeting requesting an ordinance change to allow string lighting within 
the commercial areas of Oshtemo.  The Board held a work session in September of 2018, which resulted 
in a directive to the Planning Commission to review the business owner’s request. 
 
While the request from the Township Board was specific to string lighting, staff took this opportunity to 
review the entirety of the Lighting Ordinance with the Planning Commission.  The current Ordinance has 
not kept pace with today’s technologies and this review allowed for improvements to the overall code.   
 
The Planning Commission drafted the Lighting Ordinance over a six-month period, utilizing the Dark Sky 
Society and Illuminating Engineer Society model ordinances, as well as other township and city lighting 
ordinances as examples.  In addition, the draft Ordinance was reviewed by a lighting provider, Circuit 
Electric, who assisted with amendments to the ordinance language.  The draft Ordinance, which would be 
a repeal and replace of the Section 54, now directly outlines applicability, includes definitions, gives general 
and specific provisions related to outdoor lighting, and provides clear direction between what is permitted 
and prohibited.   
 
The Planning Commission held their required public hearing on August 8th.  Prior to the public hearing, staff 
sent letters to those businesses and property owners that were contacted in 2018 regarding string LED 
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lighting, letting them know the public hearing on the draft Ordinance had been scheduled.  One property 
owner was in attendance and asked questions about the new Ordinance.  He did not speak for or against 
adoption.  At the close of the public hearing, the Planning Commission recommended the draft Ordinance 
be forwarded to the Township Board for approval. 
 
On August 13th, staff presented the draft Lighting Ordinance to the Township Board at a work session.  
Since that time, we received further feedback from a lighting professional at Landscape Forms who 
recommended a change to Section 54.60.A.8: Color Temperature and Rendering.  The requested change 
is as follows:   
 

8.  Color Temperature and Rendering. Lighting for all nonresidential developments shall have a 
minimum color rendering index (CRI) of 65 80 and a Kelvin rating between 3,000 – 4,000-5,000K. 

 
After considering the recommended changes and completing some additional research, staff would 
suggest the following: 
 

8.  Color Temperature and Rendering. Lighting for all nonresidential developments shall have the 
following: 

 
a.  A minimum color rendering index (CRI) of 65. 
 
b.  A Kelvin rating between 3,000 4,000 – 5,000K. 

 
To begin, staff recommends separating the CRI and Kelvin requirements into two separate subsections.  
The current language suggests the Kelvin rating is a “minimum” when it should be read as an absolute 
range.  Based on lighting research, we would not want outdoor lighting that exceeds 5,000K. 
 
CRI is the ability of a light to reveal the colors of objects faithfully in comparison with an ideal or natural light 
source.  Basically, the lights ability to show colors “realistically” or “naturally”. CRI is measured between 0 
and 100. The higher the CRI the better the color rendering ability.  At 0, all colors look the same while a 
CRI of 100 shows the true colors of an object.  CRI is independent of color temperature, which is measured 
in Kelvins and will be discussed further below. But as an example, a 5,000 Kelvin (daylight) fluorescent light 
source could have a CRI of 75, but another 5,000 Kelvin fluorescent light could be 90 CRI.  The below 
image shows the same Kelvins but different CRI’s and its effect on the true color of the apple: 
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The lighting applications that will be utilized by most of the nonresidential property owners will likely be 
within parking areas and pedestrian entrances.  Color rendering is often not a priority.  As an example, the 
below image shows the difference between a 92 CRI light (left) and a 70 CRI light (right).   
 

 
 
Changing the minimum requirement to an 80 CRI may be too restrictive, particularly for our smaller 
businesses and industrial users.  
 
Kelvin measures the color temperature of a light source on a scale of 1,000 to 10,000.  The lower the 
number the warmer and more yellow/orange the light will be.  The higher the number, the whiter/bluer the 
light will become.  The range proposed includes 3,000 soft white, 3,500 neutral white, 4,100 cool white, 
and 5,000 bright white. A Kelvin range around 4,000 most closely mimics natural moonlight, which is often 
preferred for parking lot lighting.  Reducing the range to 3,000 would allow for softer lighting in areas like 
pedestrian walkways and landscape features, while the 5,000 rating may be needed for security at building 
entrances. 
 
The following table provides lighting sources and the Kelvin and CRI indices:  
 

 
Type of Light 

Color Temperature 
(Note: candlelight is ~ 1500K while 

sunlight is ~ 5000K at midday) 

 
Color Rendering 

Index (CRI) 

LED Light 2700K-6000K 
(Yellow-Light Blue) 65-95 

Incandescent Light Bulb 2700K (Yellow) 95+ 

Halogen Light Bulb 3000K (Yellow-White) 90+ 

Mercury Vapor Light 5600K-6000K 
(White-Light Blue) 45 

Fluorescent Light Bulb 4200K (White) 62-80 

Metal Halide Bulbs 3200-5500K (Yellow-White-Light Blue) 60 

High & Low Pressure 
Sodium Light 1800-2200K (Orange) 0-25 

High Intensity Discharge 
(HID) Light 1800-6000K (Orange- Light Blue) 0-60 
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The ranges suggested in the staff recommendation would eliminate sodium and mercury vapor lights as 
they either could not reach the Kelvin or CRI requirements.  It would also allow for some flexibility to property 
owners who may not need extensive outdoor lighting systems. 
 
INFORMATION PROVIDED 
 
• Revised Section 54.60: Outdoor Lighting Standards 
• Planning Commission recommendation 
• Lighting Ordinance 
• Work Session Memo dated September 6, 2018 
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54.50 PROHIBITED LIGHTING 

A. Lighting of a blinking, flashing, rotating, or fluttering nature, including changes in light intensity,
brightness or color except for public safety purposes.

B. Beacon and/or search lights except for public safety purposes.

C. Fixtures that direct light upward unless permitted by this Article.

D. Roof mounted lighting.

E. Lighting of an intensity or brightness that interferes with enjoyment, health, safety, and welfare of
surrounding properties.

F. Unshielded luminous tube, LED, incandescent, or fluorescent lighting as an architectural detail on the
exterior of any structure or the interior of any windows; including but not limited to rooflines,
cornices, eaves, windows, and door openings.

(Examples of unshielded tube lighting) 

54.60 OUTDOOR LIGHTING STANDARDS 

A. General Provisions

1. Cut-Off Fixtures. All luminaires are required to be cut-off fixtures, unless otherwise permitted in
this Article.

2. Security Lighting. Security or flood lighting shall be attached to buildings and controlled by motion
sensors, which extinguish within 10 minutes of activation.

3. Direction of Lighting. Lighting plans shall be designed to direct light into the development and
away from adjacent property.

4. Light Levels at Property Line. Site and area lighting of nonresidential properties shall be designed
such that light levels do not exceed 0.1 foot-candles at any point along the perimeter of the

Revised Outdoor Lighting Standards 08-21-2019
First Reading
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property adjacent to residential zoning or uses and 0.5 foot-candles adjacent to all other zoning 
and uses. 

5. Shared Parking Lots. Lighting designed to illuminate shared parking lots that span two or more
parcels shall be exempt from the 0.5 foot-candle requirement at the shared property line only.

6. Parking Lot and Drive Aisle Lighting Ratio. To provide for uniformity of lighting, the ratio of
maximum to minimum levels of light within the parking lot and drive aisle areas of a
nonresidential property shall not exceed 20:1. Exception shall be made for those areas along the
perimeter of the property where a significant reduction in lighting is expected in order to comply
with the provisions of the subsection above.

7. Reduced Lighting. Lighting shall be significantly reduced during non-operational building hours,
allowing only lighting necessary for security purposes. Lighting installations should include timers,
dimmers, and/or sensors to reduce overall energy consumption and eliminate unneeded lighting
that affects urban sky glow. The lighting plan shall note when and how this reduction in lighting
will occur.

8. Color Temperature and Rendering. Lighting for all nonresidential developments shall have the
following:

a. A minimum color rendering index (CRI) of 65.

b. A Kelvin rating between 3,000 4,000 – 5,000K.

B. Pole-Mounted Lighting

1. All pole-mounted luminaires shall be affixed horizontally and angled parallel to the ground.

2. No more than two luminaires shall be allowed per pole.

3. Luminaire height of 15 feet or less shall not exceed 12,000 lumens per luminaire and shall be
spaced a minimum of 30 feet apart.

4. Luminaire height greater than 15 feet and not exceeding 25 feet shall not exceed 20,000 lumens
per luminaire and shall be spaced a minimum of 40 feet apart.

5. Luminaire height exceeding 25 feet shall be subject to approval by the reviewing body. The
applicant must prove, to the reviewing body’s satisfaction, that pole heights exceeding 25 feet
are needed to ensure public health, safety, and welfare. If permitted, such lighting shall not
exceed 40,000 lumens per luminaire and shall be spaced a minimum of 50 feet apart.

C. Building-Mounted Lighting

1. Pedestrian walkways and doorways

a. Shall not exceed 14-feet in height.

























 

 

 
September 6, 2018 
 
 
 
 
Mtg Date:   September 11, 2018 
 
To:  Township Board   
 
From:  Julie Johnston, AICP 
 
Subject: Lighting Ordinance – Enforcement Actions 
 
On July 30, 2018, Staff began a Township-wide enforcement action to try and eliminate string LED and/or 
other types of “string” lighting found on nonresidential properties within the Township.  Letters were sent 
to businesses that had noncompliant lighting found around windows, on building facades, on signs, etc. 
that were in violation of the Township’s Lighting Ordinance.  Section 78.720: Outdoor Lighting Standards 
states the following: 
 

D. Except as provided in subsection E. below, building-mounted lighting shall be full cut-off fixtures 
and shall not exceed 175 watts per lamp regardless of lamp type and shall not exceed a 20-foot 
mounting height. The use of architectural features on the building, such as a canopy, which 
prevent the projection of light beyond the architectural feature may satisfy the intent of this 
section and allow the use of non-full cut-off fixtures, subject to the approval of the Planning 
Director or designee. Typical residential light fixtures on residential buildings and 
associated accessory buildings, not to include flood lights or security lights, are exempt from the 
full cut-off requirement when mounted at a height of eight feet or less. 
 

E. Fixtures used for the sole purpose of illuminating a building facade may be up to 400 watts per 
lamp and may be building- or ground-mounted. Light generated from said fixtures shall be 
appropriately shielded with louvers so that no light is emitted beyond the building facade. 
Building-mounted fixtures, in this instance, shall be full cut-off and mounted so as to direct light 
down; fixtures that direct light upward is not permitted. The illumination of building exteriors shall 
not exceed the recommended footcandle levels set forth by the IES, not to exceed 20 footcandles. 
No more than 25% of a building wall may be illuminated. 

 
Staff investigated the Lighting Ordinance to determine when these regulations were required by the 
Zoning Code.  The most recent Zoning Ordinance was codified in 1984, so staff reviewed ordinance 
amendments from that date forward.  Based on this investigation, building mounted full cut-off fixtures 
were required as part of an ordinance amendment in 2004 (Ord. No. 452, eff. Aug. 12, 2004).  Four 
additional ordinance amendments were completed since 2004 that increased the regulatory control of 
building mounted lighting to the ordinance we have today. 
 
This increase in regulatory control was in an effort to manage indirect lighting, light pollution, and an 
effort to preserve dark skies.  Dark skies were specifically mentioned in the Planning Commission minutes 



Oshtemo Township Board 
Lighting Enforcement 
09/06/2018 ∙ Page 2 

 
during the ordinance changes which occurred in 2004 and 2006.  In fact, the Planning Commission 
considered changing the lighting ordinance to allow the use of LED and neon lighting as an architectural 
feature, exempt from the full cut-off requirement.  The staff report provided for the November 16, 2006 
Planning Commission meeting provided the following language for consideration: 
  

Building mounted lighting fixtures shall be full cut-off fixtures and shall not exceed 175 watts per 
lamp regardless of lamp type and shall not exceed a 25 15 foot mounting height.  Typical 
residential light fixtures on residential buildings and associated accessory buildings, not to 
include flood lights or security lights, are exempt from the full cut-off requirement when 
mounted at a height of 8 feet or less. 

 
The use of neon or LED lighting, as an architectural feature, is exempt from the full cut-off 
requirement when mounted at a height of not more than 15 feet. 

 
The language related to neon or LED lighting did not make it into the final ordinance.  At some point 
during the Planning Commission review this language was removed and it was not included in the 
ordinance amendment presented to the Township Board for first and second reading. 
 
Interior lighting was also considered as part of the 2007 amendments approved by the Township Board.  
The language is as follows: 
 

Where interior lighting and/or lighting displays are located adjacent to a bay of windows, glass 
doors or other transparent areas of a building facade, walls or roof (e.g., skylights), the lighting 
shall be shielded or screened such that glare and intensity are not reasonably objectionable to 
patrons, individuals on adjacent and nearby properties, and/or motorists on adjacent streets. 

 
The intent of the ordinance is to ensure that interior lighting is not of an intensity that it is objectionable, 
creates light pollution, or impedes dark skies.  The important component of this ordinance is the term 
“adjacent” as opposed to “attached to” the window.  For example, the lighting fixture display near the 
window inside Menards is what this ordinance is intended to regulate. The ordinance enforcement steps 
taken by staff has been directed at businesses that have physically attached lighting to the interior of their 
windows, which purposefully shines outward in an effort to attract attention to the business. 
 
Staff has spoken with a number of the business owners who received letters regarding their noncompliant 
lighting.  Some are working to remove the lighting, while others have requested the Township Board 
consider changes to the lighting ordinance to allow this type of fixture.  Based on past efforts of the 
Planning Commission, staff would not recommend any changes at this time. 
   
Thank you. 
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