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BOARD OF HEALTH – PROGRAM, POLICY, & APPEALS COMMITTEE 
Agenda for December 6, 2021 at 1:00 PM  

 
Hybrid Model – both physical attendance and virtual attendance available 

https://us02web.zoom.us/j/89327533729?pwd=ejNtanE2VGRReGhUWVF3ZDJlUEJlUT09 

 

1. Call to Order 

a. Roll Call 

 

2. Public Comment 

 

3. New Business 

a. FOIA Appeal Adams* 

b. FOIA Appeal Mapes* 

c. Driving Policy* 

d. Health Officer Evaluation Results* 

e. Health Officer Contract* 

 

4. Adjournment 
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FOIA Appeal – Adams  

 

On October 18, 2021 the FOIA Coordinator received a FOIA request from Ms. Adams, 

requesting “all the original documentation used to put this County/Country/World into a forced 

lockdown.”  Her email request was also copied to cdcinfo@cdcinquiry.onmicrosoft.com and 

foiarequest@hhs.gov.  As the Branch-Hillsdale-St. Joseph Community Health Agency did not 

put the County/Country/World into a forced lockdown it is unable to provide documentation 

used to support those alleged actions.   

 

On October 25, 2021 the FOIA Coordinator responded to Ms. Adams request advising her that 

we failed to identify records that would respond to her request.  In accordance with 15 CFR Part 

4.3, Records, which states, “Under the FOIA, the Department has no obligation to create, 

compile, or obtain from outside the Department a record to satisfy a request…”  Ms. Adams was 

also advised that although this did not constitute a denial, because no records were found or 

withheld, she has the right to an appeal. 

 

Additionally, Ms. Adams was advised that while we do not have the records she requested, some 

of the information may be available from other sources, such as the Michigan Department of 

Health and Human Services, the Centers for Disease Control, or the Food and Drug 

Administration. 

 

The Freedom of Information Act (FOIA) requires the Agency to provide documents of “Public 

Record” but it is under no obligation to research, obtain, and compile records from other sources.  

Additionally, the purpose is not to exchange dialog and answer questions posed, but to provide 

“Public Records.”  The Agency is obligated by law to provide specific documents identified in 

the request, but no documents were identified that would respond to the request as written. 
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From : Theresa Fisher <fishert@bhsj.org>

Subject : Re: APPEAL

To : Karla <mikarla907@gmail.com>

Cc : Rebecca Burns <burnsr@bhsj.org>

Zimbra fishert@bhsj.org

Re: APPEAL

Wed, Dec 01, 2021 08:55 AM

1 attachment

Ms. Adams,
I am writing to advise you of a schedule change for your FOIA appeal.  The matter be
decided at the December 9, 2021 meeting as I originally advised, but it will first be heard
at the December 6, 2021 Board of Health Program, Policy, & Appeals Committee meeting. 
The Committee is an advisory Committee and they will typically make a recommendation
that is voted on during the next Board meeting, which would be the December 9, 2021
meeting.  I will provide the Committee members with the appeal letter you provided.  You
are welcome to attend both meetings.
Regards,
t

Theresa Fisher
Administrative Services Director
Branch-Hillsdale-St. Joseph
Community Health Agency
517-279-9561 x 107

100% Guaranteed …. Nothing will change if you do not try!

Website:  www.bhsj.org

*************************************************************************
**************************
Notice: This e-mail, including attachments, is intended for the exclusive use of the
addressee and may contain proprietary, confidential or privileged information. If you are
not the intended recipient, any dissemination, use, distribution or copying is strictly
prohibited. If you have received this e-mail in error, please notify me via e-mail and
permanently delete the original and destroy all copies. Thank You.

From: "Theresa Fisher" <fishert@bhsj.org>
To: "Karla" <mikarla907@gmail.com>
Cc: "Rebecca Burns" <burnsr@bhsj.org>
Sent: Wednesday, November 10, 2021 1:34:37 PM

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267725&tz=Americ...

1 of 5 12/1/2021, 1:11 PM
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Subject: Re: APPEAL

Ms. Adams,
We have received your request for an appeal to the Board of Health related to your FOIA
request dated October 18, 2021.  The appeal will be presented to the Board at their next
scheduled board meeting, which is December 9, 2021, and pursuant to MCL 15.240(3),
that is the date the Board will be considered to have received the appeal. 
Regards,

Theresa Fisher
Administrative Services Director
Branch-Hillsdale-St. Joseph
Community Health Agency
517-279-9561 x 107

100% Guaranteed …. Nothing will change if you do not try!

Website:  www.bhsj.org

*************************************************************************
**************************
Notice: This e-mail, including attachments, is intended for the exclusive use of the
addressee and may contain proprietary, confidential or privileged information. If you are
not the intended recipient, any dissemination, use, distribution or copying is strictly
prohibited. If you have received this e-mail in error, please notify me via e-mail and
permanently delete the original and destroy all copies. Thank You.

From: "Rebecca Burns" <burnsr@bhsj.org>
To: "Theresa Fisher" <fishert@bhsj.org>
Sent: Sunday, November 7, 2021 10:08:25 PM
Subject: Fwd: APPEAL

Forwarding.  We can discuss Monday.

Rebecca A. Burns, M.P.H., R.S.
Health Officer
Branch-Hillsdale-St. Joseph Community Health Agency "Your Local Health Department"
570 Marshall Rd, Coldwater, MI  49036
P: 517-933-3040  F:  517-278-2923  C:  269-501-2503

E: burnsr@bhsj.org

Visit:  www.bhsj.org for Public Health Resources & Events
NOTICE:  This e-mail, including attachments, is intended for the exclusive use of the addressee and may contain proprietary, confidential or
privileged information.  If you are not the intended recipient, any dissemination, use, distribution or copying is strictly prohibited.  If you have
received this e-mail in error, please notify me via e-mail and permanently delete the original and destroy all copies.  Thank you.

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267725&tz=Americ...

2 of 5 12/1/2021, 1:11 PM
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From: "Karla" <mikarla907@gmail.com>
To: "Rebecca A. Burns, M.P.H., R.S." <burnsr@bhsj.org>
Sent: Sunday, November 7, 2021 3:32:10 PM
Subject: APPEAL

I am requesting an appeal on this FIOA as the office should have records pertaining to this
as your job was to keep the community safe and informed.  

Thanks

---------- Forwarded message ---------
From: Theresa Fisher <fishert@bhsj.org>
Date: Mon, Oct 25, 2021, 4:38 PM
Subject: Re: FOIA COVID-19
To: Karla <mikarla907@gmail.com>
Cc: Rebecca Burns <burnsr@bhsj.org>

Dear Ms. Adams,
This letter is in reference to your Freedom of Information Act (FOIA) request dated
October 18, 2021 for records used to put the County/Country/World into a forced
lockdown.

Our search of the Branch-Hillsdale-St. Joseph Community Health Agency records failed to
identify records in our files that would respond to your request.  In accordance with 15
CFR Part 4.3, Records, which states, "Under the FOIA, the Department has no obligation to
create, compile, or obtain from outside the Department a record to satisfy a request...."

I regret that we are unable to assist you.  Although this does not constitute a denial
because no records were found or withheld, you may appeal.

You have the right to submit a written appeal to the Health Officer who is Rebecca Burns,
that specifically states the word "appeal" and identifies the reason or reasons for reversal
of this denial. 

In addition, you may also seek judicial review of this denial pursuant to MCL 15.240.  If
you seek judicial review and the Court determines that the public records are not exempt
from disclosure, you have the right to receive attorney fees and damages in an amount
not to exceed $500.00. 

If you have any questions regarding your request, you may contact Theresa Fisher,
Administrative Services Director at 517-279-9561 extension 107 or fishert@bhsj.org.

While we do not have the records you have requested, some of the information may be
available from other sources, such as the Michigan Department of Health and Human
Services, the Centers for Disease Control, or the Food and Drug Administration.

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267725&tz=Americ...

3 of 5 12/1/2021, 1:11 PM
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Regards,

Theresa Fisher
Administrative Services Director
Branch-Hillsdale-St. Joseph
Community Health Agency
517-279-9561 x 107

100% Guaranteed …. Nothing will change if you do not try!

Website:  www.bhsj.org

*************************************************************************
**************************
Notice: This e-mail, including attachments, is intended for the exclusive use of the
addressee and may contain proprietary, confidential or privileged information. If you are
not the intended recipient, any dissemination, use, distribution or copying is strictly
prohibited. If you have received this e-mail in error, please notify me via e-mail and
permanently delete the original and destroy all copies. Thank You.

From: "Karla" <mikarla907@gmail.com>
To: "Theresa Fisher" <fishert@bhsj.org>, "CDCInfo"
<cdcinfo@cdcinquiry.onmicrosoft.com>, foiarequest@hhs.gov
Sent: Monday, October 18, 2021 11:07:25 AM
Subject: FOIA COVID-19

Good morning,

My name is Karla Adams, I am a precinct delegate for Hillsdale, Mi I am requesting
documentation on Covid-19, and all the original documentation used to put this
County/Country/World into a forced lockdown starting with;

ISOLATION OF COVID-19 WITHOUT A HUMAN HOST CARRIER, NOT CULTURED IN A LAB
OR GROWN, COVID-19 IN RAW ORIGINAL FORM.

CAN COVID-19 BE PATENTED? CAN A NATURAL OCCURING VIRUS BE PATENTED?
DOCUMENTATION ON HOW THE PCR TEST CAN LEGALLY BE USED TO TEST FOR
COVID-19.

THE ABSOLUTE ACCURACY OF THE PCR POLYMERASE CHAIN REACTION TEST
DOCUMENTATION PROVING THE TEST WAS MADE FOR COVID-19.

IF ANY OF THE COVID-19 "VACCINES" ARE APPROVED FOR USE IN THE USA UNDER
NON-EMERGENCY USE? 

SURVIVAL RATE FOR SOMEONE INFECTED WITH COVID-19 ALL AGES

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267725&tz=Americ...
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COVID-19 "VACCINE" DEATHS AND SIDE EFFECTS. 

THANK YOU, 

Karla Adams
517-343-9086 

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267725&tz=Americ...
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FOIA Appeal – Mapes  

 

On November 10, 2021 the FOIA Coordinator received a FOIA request from Ms. Mapes, 

requesting a copy of the zoom recording of the November 6, 2021 Board of Health Meeting.  On 

November 11, 2021, Ms. Mapes sent an updated request, to ask for the zoom recording for the 

November 5, 2021 Board of Health Meeting.  On November 12, 2021 the FOIA Coordinator 

responded to the request indicating that no such document exists, and advised Ms. Mapes that 

this did not constitute a denial because no records were found or withheld, but she still has the 

right to an appeal.   

 

On November 15, 2021 Ms. Mapes sent another request for the same information, which had 

already been responded to on November 12, 2021.  Ms. Mapes immediately received an 

automated email response indicating that the FOIA Coordinator was out of the office and would 

return on November 22, 2021.  The FOIA Coordinator did not receive the request until 

November, 22, 2021, when she returned to the office.  Ms. Mapes request was responded to on 

November 30, 2021, which is within the 5-business day window for response time, due to the 

Thanksgiving Holiday.    

 

The Agency is under no obligation to respond multiple times for requests that have already been 

responded to.  Ms. Mapes was notified that there is no such recording available within 2 business 

days of her original request.  The Agency does not record the Board of Health zoom meetings 

and therefore cannot provide copies of them.  Pursuant to MCL 15.233(4) and (5), the agency is 

not required to create a compilation or new public record.   As Ms. Mapes was originally 

advised, this does not constitute a denial, because nothing was withheld from her, we simply do 

not have what she is asking for.   
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From : Theresa Fisher <fishert@bhsj.org>

Subject : Re: FOIA request appeal

To : Kelley Mapes <kelleymapes@gmail.com>

Cc : Rebecca Burns <burnsr@bhsj.org>

Zimbra fishert@bhsj.org

Re: FOIA request appeal

Tue, Nov 30, 2021 04:25 PM

Ms. Mapes,
We have received your request for an appeal to the Board of Health, dated Sunday,
November 20, 2021, related to your FOIA request.  The appeal will be presented to the
Board at their next scheduled board meeting, which is December 9, 2021, and pursuant to
MCL 15.240(3), that is the date the Board will be considered to have received the appeal.

The matter will first be heard at the December 6, 2021 Board of Health Program, Policy, &
Appeals Committee meeting.  The Committee is an advisory Committee and they will
typically make a recommendation that is voted on during the next Board meeting, which
would be the December 9, 2021 meeting.  I will provide the Committee members with the
appeal letter you provided.  You are welcome to attend both meetings.
Regards,

Theresa Fisher
Administrative Services Director
Branch-Hillsdale-St. Joseph
Community Health Agency
517-279-9561 x 107

100% Guaranteed …. Nothing will change if you do not try!

Website:  www.bhsj.org

*************************************************************************
**************************
Notice: This e-mail, including attachments, is intended for the exclusive use of the
addressee and may contain proprietary, confidential or privileged information. If you are
not the intended recipient, any dissemination, use, distribution or copying is strictly
prohibited. If you have received this e-mail in error, please notify me via e-mail and
permanently delete the original and destroy all copies. Thank You.

From: "Kelley Mapes" <kelleymapes@gmail.com>
To: "Rebecca Burns" <burnsr@bhsj.org>, "Theresa Fisher" <fishert@bhsj.org>,
timstoll@frontier.com, "m wiley" <m.wiley@co.hillsdale.mi.us>,

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267643&tz=Americ...

1 of 2 12/1/2021, 1:14 PM
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lkolcz@countyofbranch.com, "Thomas Matthew" <tmatthew@countyofbranch.com>, "Jon
Houtz" <jonhoutz@msn.com>, rhazelbaker@countyofbranch.com, "Ingles, Douglas"
<d.ingles@co.hillsdale.mi.us>, "k schmitt" <k.schmitt@co.hillsdale.mi.us>, "b benzing"
<b.benzing@co.hillsdale.mi.us>, "Brent Leininger" <b.leininger@co.hillsdale.mi.us>,
"Daren Wiseley" <dwise@defendyourrights.law>
Sent: Sunday, November 28, 2021 11:56:26 PM
Subject: FOIA request appeal

Rebecca Burns,
I am attaching a FOIA appeal.  After 3 requests and a denial I was advised by Theresa
Fisher to appeal the denial if I felt it was warranted.  
Best, 
Kelley Mapes / Community Member 

Zimbra https://webmail.bhsj.org/zimbra/h/printmessage?id=267643&tz=Americ...

2 of 2 12/1/2021, 1:14 PM
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Freedom of Information Act Appeal 
Branch-Hillsdale-St. Joseph Community Health Agency 
570 N. Marshall Road 
Coldwater, Michigan 49036 
 

Rebecca Burns / Health Officer, 

This is an appeal under the Freedom of Information Act.  

On 11/12/2021, I received a response to my request in a letter signed by Theresa 
Fisher / Administrative Services Director. I appeal the denial of my request. The zoom 
video that was withheld must be disclosed under the Freedom of Information Act (FOIA) 
because the Board of Health meeting on November 5, 2021 was a public meeting that I 
attended as a Community Member and it is an Open Meeting that I have a right to 
attend.   

On 11/10/2021, I requested a copy of the zoom meeting via website or on a flash drive. 
I dated the FOIA request November 6, 2021 because it was incorrectly dated on the 
meeting minutes on the BHSJ website. 

On 11/11/2021, I requested for a second time a copy of the zoom meeting via website 
or on a flash drive. I dated the FOIA request November 5, 2021 as this was the correct 
date. This way I was covered with the correct date and the incorrect date that was 
posted on the Branch-Hillsdale-St. Joseph Community Health Agency website.  

On 11/12/2021, Theresa Fisher implied based on a review of agency records, it was 
determined that no such document exists. Pursuant to MCL 15.233(4) and (5), the 
agency is not required to create a compilation or new public record. Although this does 
not constitute a denial because no records were found or withheld, I am advising you of 
your rights. You have the right to submit a written appeal to the Health Officer who is 
Rebecca Burns, that specifically states the word “appeal” and identifies the reason or 
reasons for reversal of this denial. In addition you may seek judicial review of this denial 
pursuant to MCL 15.240.  If you seek judicial review and the Court determines that the 
public records are not exempt from disclosure, you have the right to receive attorney 
fees and damages in an amount not to exceed $500.00. If you have questions regarding 
your request, you may contact Theresa Fisher, Administrative Services, Director at 517-
279-9561 extension 107 or fishert@bhsj.org. 

On 11/15/2021, On the Branch-Hillsdale-St. Joseph Community Health Agency website 
the meeting minutes are still dated 11/6/2021which is a Saturday.  Under the Freedom 
of Information Act I am requesting for a third time the Board of Health meeting via zoom 
dated November 5, 2021, that I participated as a community member and was present 
for Public Comment. I would like a web address where it can be viewed or placed on a 
flash drive. I am requesting this FOIA based on the date change.  Meeting minutes have 
now been corrected on the website so there should be no further confusion as to what 
day the meeting really took place.  
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On 11/15/2021, I received an email from Theresa Fisher stating that she is out of the 
office and will return on November 22, 2021. She has neglected for forward the 
requested items in a timely manner. She did read the email FOIA request because she 
changed/corrected the incorrect dates on the meeting minutes on the website, but 
neglected to forward my FOIA request due to her negligence or admit the mistake was 
made or thank me for bringing it to her attention. I would like to see the policy that is in 
place for when the Administrative Services Director is absent who does she have taking 
her messages so that FOIA requests are completed in a timely manner? This might be 
something that should be discussed at a future Board of Health meeting. 

I feel that any fees should be waived due to the negligence of the incorrectly dated 
documents. The agency is well past the 10-day limit to provide the item requested. I am 
sure that the agency will do the right thing as I have provided more than enough 
requests and information for something that should already be posted on your website 
for the public to have access and review. I am sure you have nothing to hide! 

If you need to discuss this request, please feel free to email me at 
kelleymapes@gmail.com.  

Thank you for your consideration of this appeal. 

Sincerely, 

Kelley Mapes 
5151 Weston Road 
Allen, Michigan 49227 
517-398-6607 
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PURPOSE 
Branch-Hillsdale-St. Joseph Community Health Agency (BHSJCHA) places the highest value 
on the safety and health of its employees and the well-being of the public. BHSJCHA 
acknowledges that the safe operation of motor vehicles by Agency municipal employees is 
essential to ensuring their safety and well-being, and its goal is to ensure that all individuals 
who are granted the privilege of driving an municipal Agency vehicle are safe and properly 
licensed operators. BHSJCHA has full authority to determine who shall drive a vehicle, to 
establish vehicle operator standards, and to revoke the right to drive for failure to meet the 
standards. This policy defines the minimum standards for all municipal Agency employees. 
Nothing herein shall limit individual departments from setting higher standards that may be 
needed to meet their particular needs. 
 
RESPONSIBILITIES  
BHSJCHA’s safe driver program depends on the participation and cooperation of employees at 
all levels of the organization. The specific responsibilities of the employees are identified 
below: 
 
DIRECTORS 
Directors shall: 

• Act as role models by adhering to the safe driving practices and requirements of this policy. 

• Prohibit employees who appear to be impaired, due to ingestion of a substance, fatigue, or 
for some other reason, from operating a vehicle for the employer. 

• Take documented steps to make sure all employees are informed of and trained on this 
policy and others that relate to the safe operation of vehicles and equipment. 

• Take documented and regularly scheduled steps to provide required maintenance of all 
entity vehicles and retain records attesting to vehicle maintenance. 

• Train employees in the safe operation of all assigned motor vehicles. 

• Enforce municipal-wide and departmentalAgency vehicle operating standards and 
procedures. 

• Schedule and document inspection of all assigned vehicles to make sure they are 
inspected as prescribed by the administration. 

• Make sure thorough and timely accident investigations are conducted and reported. 

• Identify all employees who operate a vehicle on the job and include those employees in the 
municipality’s Agency’s Driving Record Subscription Service. 

• Discipline employees who violate policies or laws related to safe operation of a vehicle. 

• Have departmental policies that set forth discipline for failure to follow policy. 
 
SUPERVISORS 
Supervisors shall: 

• Act as role models by adhering to the safe driving practices and requirements of this policy. 

• Take steps to make sure that employees safely operate assigned municipal Agency 
vehicles. 
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• Administer and enforce all municipal-wide and departmentalAgency policies and 
procedures regarding vehicle operation. 

• Prohibit non-employees from driving public entityAgency vehicles. 
 
NOTE: Any supervisor who fails to report the information outlined herein will be subject to 
appropriate disciplinary action, up to and including discharge. 
 
EMPLOYEES 
All vehicle operators shall: 

• Operate their assigned municipal Agency vehicles in compliance with established policy 
and in a safe manner. 

• Maintain a valid driver’s license (correct license/endorsement for the type of vehicle driven). 

• Advise the duty supervisor immediately of the loss or modification of a valid driver’s license 
by suspension, revocation, expiration, modification, or any other vehicle-related violation.  
Failure to comply may result in discipline, up to and including dismissal. 

• Perform safety checks of vehicles at the beginning of each work shift as described in the 
unit work rules. 

• Promptly report to an on-duty supervisor any vehicle safety defect found during inspection.  
Failure to report safety defects or operation of a vehicle with detected defects may result in 
discipline, up to and including employee dismissal. 

• Maintain an assigned municipal Agency vehicle’s cab, bed, and/or body in a clean and safe 
condition. 

• Properly use furnished seat belts and/or other vehicles safety devices. 

• Be in possession of a driver’s license at all times when driving. Proof of insurance must 
accompany any driver using a personal vehicle when driving on behalf of the public entity. 

• Prohibit non-employees from driving public entityAgency vehicles. 

• Promptly report any accident or traffic violation involving the employer’s vehicles. 

• Avoid using communications devices, or any other device that may result in distracted 
driving, while operating a vehicle, as set forth in employer policies. 

• Avoid operating any vehicle while the ability to do so is impaired by fatigue, a substance 
such as drugs or alcohol, or for any other reason. 

 
ADMINISTRATIVE SERVICES DEPARTMENT 
Administrative Services Department shall: 

• Establish and maintain the Driving Record Subscription Service to monitor employee 
driving records. 

• In cooperation with the other departments, ensure that all employees who operate vehicles 
have a valid driver’s license for the vehicle types driven. 

• Report employee driving record activity to employees’ departments for review of policy 
compliance. 

• Provide consultation and training to the departments, supervisors, staff, and volunteers as 
needed. 

 
STANDARDS AND PROCEDURES 

• All individuals who operate municipal Agency vehicles, who operate personal vehicles on a 
job-related basis, who receive payment related to vehicle expenses, and/or who are 
required to drive as a necessary part of their job must possess and maintain a valid driver’s 
license. 

• Individuals who drive municipal Agency vehicles or are required to drive as a necessary 
part of their job must notify their immediate supervisor if they receive a ticket/citation.  Such 
notification must take place immediately upon reporting for work after receipt of the citation. 
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• Individuals are prohibited from operating an municipal Agency vehicle or personal vehicle 
on business when their driving ability has been impaired for any reason, including but not 
limited to the ingestion of drugs, medication, or alcoholic beverages; physical impairment or 
restrictions; or other situations/conditions.  Any illegal use of controlled substances is 
strictly prohibited. 

• Employees must inform the employer when taking prescribed medications that could 
impact their ability to operate the employer’s vehicles. 

• No employee will knowingly operate a vehicle found to be in violation of a state safety code 
or the law. 

• All employees and riders will use seatbelts and/or other safety restraints provided 
whenever they are operating or riding in a vehicle. 

• Only those employees who are determined to be safe operators will be allowed to drive a 
vehicle on behalf of the entity. 

• Determination of safe operation may come from one of a combination of:  driving record 
review, academic test, road test, successful completion of training/re-training, adherence to 
policy, etc. 

 
CORRECTIVE ACTION, INCLUDING DISCIPLINE 
 
The following are minimum standards to be considered by each department with the 
Administrative Services department when reviewing vehicle crashes and administering 
appropriate corrective action.   

• The first goal of an investigation of a crash or other incident should be root cause analysis 
of the crash or deviation of policy to determine what happened.  Further analyses may 
include a full review of the driving history record, policy, training records, and prior 
discipline (if any) for purposed of determining any fault of the employee that may have 
contributed to the accident.  That determination may warrant further training, discipline, or a 
combination of both. 

• The goal of corrective action is to ensure that employees who are entrusted with the 
operation of vehicles are safe drivers.  Discipline may also be an appropriate form of 
corrective action. 

• An unacceptable motor vehicle driving record is one indication that an employee may not 
be a safe driver.  The administration will identify employees who develop unacceptable 
driving records and notify the appropriate department.  Departments are encouraged to 
immediately enroll these employees in municipalAgency-sponsored driver’s training 
programs, or consult with the administrative service department about other appropriate 
training opportunities, and monitor the employees’ driving performance. 

• Crashes involving stationary objects are the most frequent and preventable type of 
vehicular crash.  Preventable crashes involving stationary objects may result in disciplinary 
action, up to and including dismissal.  Involvement in a preventable crash shall be 
considered unsatisfactory job performance that may result in disciplinary action, up to and 
including dismissal.  

• Failure to comply with any part of this policy shall be considered unsatisfactory job 
performance that may result in disciplinary action, up to and including dismissal. 

 
INSPECTIONS 

• All vehicles shall be safety-checked at the beginning of each work day that it is usedshift by 
the assigned vehicle operator to ensure safe operating condition and document vehicle 
damage according to department work rules using the Agency’s inspection forms.  The 
vehicle operator should review the previous driver’s inspection form.  Completed inspection 
forms are to be placed in the maintenance binder for the vehicle. 
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• Vehicle deficiencies shall be reported immediatelyaccording to Administrative Services 
Director and Emergency Preparedness Coordinator department policies. 

• The Emergency Preparedness Coordinator will conduct a quarterly inspection of the vehicle 
documenting on the forms provided by the Agency.  The completed quarterly inspection 
forms shall be scanned and emailed to the Health Officer and Administrative Services 
Director after each inspection.  The original form shall be placed in the inspection and 
maintenance binder for the vehicle.  Each department shall be responsible for ensuring that 
a mechanic conducts bi-annual safety inspection of all assigned vehicles. 

• Vehicle inspections should be documented and records kept for at least the life of the 
owned vehicle, plus three years after removal from service.  This may be part of the entity 
records retention policy. 

 
DEFINITIONS 
 
Driving Record Subscription Services:  A program provided by the Michigan Department of 
State by which a driving record can be automatically produced and sent to an enrolled 
municipality Agency when a conviction is posted to an employee’s driving record. 
 
Employee:  Any regular full-time or part-time, or temporary full-time or part-time employee, 
elected official, volunteer, or any other person who has reason to operate a municipal Agency 
vehicle. 
 
Exposure:  A potential loss in the form of auto liability, auto physical damage, or employee 
health and safety. 
 
Municipal Agency Vehicle:  Any entityAgency-owned, rented, leased, or borrowed motor 
vehicle or trailer used to conduct public entity business. 
 
Preventable Crash:  Any vehicle crash in which the driver/operator failed to do everything 
he/she reasonabl3ey could have done to prevent the crash. 
 
Vehicle Crash:  Any occurrence involving an entity-owned, rented, leased, borrowed, or 
travel-reimbursed motor vehicle or trailer that results in a death, persona injury, or property 
damage. 
 
APPLICANT SCREENING GUIDE 
 
Conviction of law violations or civil infractions may serve as a basis for disqualification.  The 
applicant’s total record will be evaluated.  The applicant must have a last two years of 
documented driving experience.  The evaluation will consider the pattern of law violations, 
including, but not limited to, the seriousness, surrounding circumstances, frequency, and dates 
of any such violations.  For example, multiple convictions for the same offense can be 
disqualifying, as they indicate a pattern of inadequate responsibility and disregard for law and 
order, which may affect safety.  Likewise, traffic misdemeanors which do not carry points (e.g. 
improper plates, expired plates) or civil infraction may indicate an inability to follow rules and a 
disregard for the law. 
 
For purposes of determining disqualifying violations, the municipality Agency should consider 
only those offenses followed by a conviction (fined, ordered to attend traffic school or remedial 
driver training, forfeited bond, loss of restriction of driving privileges, or jailed).  For purposes of 
establishing time frames for disqualification, the public entity should use the date of the actual 
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violation.  Following are suggested disqualifying guidelines.  Please note that additional 
considerations, such as commercial driver’s license requirements, may apply as well:   
 
The circumstances noted below will be cause for automatic disqualification:   

1. Conviction of a driving-related felony. 
2. Loss of driving privilege through suspension or revocation of license due to an 

unsatisfactory driving record as defined by the Michigan Department of State.  
Exception:  Applications from those who maintain a driving record free of license 
suspension or revocation and moving violation conviction(s) or civil infraction 
determination(s) in the five years previous to making application to the municipality 
Agency will be accepted. 

3. An at-fault crash resulting in a fatality (an at-fault crash is defined as one in which the 
applicant has been fined, sued, and received an adverse judgement, applicant’s 
insurance company settled for damages to another party, or applicant settled out of 
court of otherwise was determine dot be liable).                                                              
In the five years prior to application, the following circumstances will be cause for 
automatic disqualification: 

4. Accumulated more than six points on the driving record. 
5. Convicted of any alcohol/drug related offense. 
6. Convicted of driving while license was suspended or revoked.                                        

In the year prior to application, the following circumstances will be cause for 
automatic disqualification:  

7. Accumulated more than three points of the driving record. 
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Approved by the Board of Health on 4/22/2021 
Branch-Hillsdale-St. Joseph Community Health Agency (BHSJCHA)  

Certification Statement for Employees Who Drive for Business Purposes 
 
 

____ I hereby acknowledge and understand that if I am required to operate a motor vehicle 
as a necessary part of my job for BHSJCHA or if I operate a BHSJCHA owned/leased vehicle, 
I am required to possess and maintain a valid Michigan operator’s license and valid insurance 
for my personal vehicle. 
 
____ I hereby certify and affirm as follows: 
a. I am required to operate a motor vehicle as a necessary part of my job for the entity. 

Yes/No 
b. I operate an entity owned/leased vehicle.  Yes/No 
 
____ I hereby certify and affirm that I have a valid Michigan operator’s license (including but 
not limited to a Chauffeur’s License or a Commercial Driver’s License) and valid insurance on 
my personal vehicle. 
 
____ I authorize the entity to enroll me in the Secretary of State’s Subscription Service, 
and/or conduct an annual (or more frequent) inquiry to verify the status of my operator’s 
license.  I further agree to provide my actual operator’s license for review and to submit a copy 
of my operator’s license to an authorized entity custodian for the purpose of verifying my 
driving eligibility status upon verbal or written request, and within the time frame identified by 
the requestor.  I further understand that BHSJCHA reserves the right to conduct such inquiry at 
its discretion. 
 
____ I agree to notify my immediate supervisor or the Administrative Services Director, 
immediately upon reporting for work on my next scheduled work day, if I receive any ticket or 
citation.  I further agree that I must notify my immediate supervisor or Administrative Services 
Director, immediately upon reporting for work on my next scheduled work day, of my receipt of 
an Operating While Impaired, Operating While Intoxicated, or Operating While Under the 
Influence of Narcotics citation.  Any such ticket/citation that occurs during the work day must 
be reported immediately.   
 
____ I agree that, as an operator of a BHSJCHA owned/leased/rented/borrowed vehicle or as 
an employee required to, or authorized to, operate a vehicle as part of my job responsibilities 
for BHSJCHA, I am prohibited from operating a BHSJCHA vehicle or personal vehicle on 
BHSJCHA business when my driving ability has been impaired for any reason, including but 
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not limited to:  the ingestion of drugs, medication or alcoholic beverages; physical impairment 
or restrictions; other situations/conditions within my control.  Any illegal use of controlled 
substances is strictly prohibited. 
 
____ I agree to immediately notify my supervisor if my operator’s license is restricted, limited, 
modified, suspended, or revoked. 
 
____ I acknowledge and understand that if I fail to immediately notify BHSJCHA of the loss or 
modification of any driving privileges, the receipt of a ticket/citation that affects or restricts my 
right to operate a motor vehicle, the receipt of any Operating While Impaired, Operating While 
Intoxicated, or Operating While Under the Influence of Narcotics citation, or if I otherwise 
violate the procedures outlined herein, I may be subject to appropriate disciplinary action, up to 
and including discharge. 
 
____ I acknowledge and understand that if I fail to possess a valid operator’s license, I will be 
prohibited from operating BHSJCHA owned/leased/rented/borrowed vehicle(s) and/or 
operating my personal vehicle(s) on BHSJCHA related business.  Should this prohibition 
prevent me from performing my assigned job duties, employment action (temporary or 
permanent) could occur.  This employment action could include, but is not limited to:  transfer, 
reassignment, demotion, suspension, or discharge.  I further acknowledge and understand that 
the entity reserves the right to suspend vehicle usage, reimbursement, compensation, or 
allowance(s) toward vehicle usage should I fail to maintain a valid operator’s license. 
 
____ These agreements and acknowledgements do not impair any legal rights I may hold 
under BHSJCHA policies and procedures or other similar rights. 
 
 
 
 
Print Name: ____________________________ Signature: ____________________________ 
 
 
Supervisor Name: ________________________ Signature: ___________________________ 
 
 
Date:  _____________ 
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BHSJCHA Daily Trip Inspection and Mileage Log 

Driver name: _____________________________ Date: __________________________ 

Odometer Start: _______  Odometer Finish: ___________ Trip Details (explanation of where driven):  

__________________________________________________________________________________________ 

Pre-Trip Checklist:  Vehicle Exterior, Engine and Exhaust 

Item Action Satisfacto
ry 

Su
b

stan
d

ard
 

N
/A

 

Comments 

Headlights/Brake 
Lights 

Test high beam/low beam     

Windows, Vehicle 
Body 

Good condition, scratches, 
dents, chips identified 

    

Emergency Lights Test     
Wiper Blades Good condition     
Tires Check inflation     
Side Mirrors Clean; adjusted correctly     
Lift Gate Operates correctly     
Leaks Check under vehicle     
Engine Operation No unusual engine noise     
Exhaust Tailpipe unobstructed; no 

exhaust smell inside vehicle 
    

Pre-Trip Checklist:  Vehicle Interior 

Item Action Satisfacto
ry 

Su
b

stan
d

ard
 

N
/A

 

Comments 

Safety Belts Examine for wear     
Instrument Panel 
Warning Symbols 

Check for warning symbols     

Brakes Test for soft or hard pedal     
Automatic 
transmission 

Check action gears; listen 
for unusual sounds 

    

Steering Adjust for driver     
Reversing alarm Test     
HVAC Test heating, cooling, fan     
Load restraint Ensure items securely 

stored or strapped down 
    

Smartphone Safely secured     
Fuel Sufficient     
Spare tire/Jack Provided, inflated     
Safety triangles, 
emergency 
blanket, first aid kit 

Provided     

Fire extinguisher Charged, expiry checked     
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Post-Trip Comments:  Note any concerns that have arisen from driving the vehicle today. 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Driver Signature: __________________________________________ 

 

Instructions:  To be completed daily.  Completed form to be placed in the designated binder; binder to be kept in the 

mailroom when vehicle is not in use. 
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Vehicle Exterior Damage Chart 

 
Driver: ____________________Vehicle # _________Ending Mileage:__________Date: __________ 
 
On the illustrations below, locate and note any body damage or problems using the following code: X dents or scratches; 
indicate any other damage by circling the area and then describe the damage in the space provided below the chart: 
 
 
 

RIGHT SIDE 

 

 

 

 

 

 

 

LEFT SIDE 

 

 

 

 

 

 

 

 

FRONT SIDE 

BACK SIDE 

 

 

 

 

Explanation of damage:   ___________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Drivers Name: ____________________  Verified By: _____________________ Date:___________ 
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BHSJCHA Quarterly Inspection and Maintenance Log 

Inspected by: _____________________________ Date: __________________________ 

Odometer today: __________   

Odometer at Last Vehicle Oil Change: __________  

Due for Maintenance:  Yes    No   specify what is needed____________________________________________ 

Vehicle Exterior, Engine and Exhaust 

Item Action Satisfacto
ry 

N
e

ed
s A

tten
tio

n
 

N
/A

 

Comments 

Headlights/Brake 
Lights 

Test high beam/low beam     

Windows, Vehicle 
Body 

Good condition, scratches, 
dents, chips identified 

    

Emergency Lights Test     
Wiper Blades Good condition     
Tires Check inflation     
Side Mirrors Clean; adjusted correctly     
Lift Gate Operates correctly     
Leaks Check under vehicle     
Engine Operation No unusual engine noise     
Exhaust Tailpipe unobstructed; no 

exhaust smell inside vehicle 
    

Vehicle Interior 

Item Action Satisfacto
ry 

N
e

ed
s A

tten
tio

n
 

N
/A

 

Comments 

Safety Belts Examine for wear     
Instrument Panel 
Warning Symbols 

Check for warning symbols     

Brakes Test for soft or hard pedal     
Automatic 
transmission 

Check action gears; listen 
for unusual sounds 

    

Steering Adjust for driver     
Reversing alarm Test     
HVAC Test heating, cooling, fan     
Load restraint Ensure items securely 

stored or strapped down 
    

Refrigeration Present and working     
Cabinets/Counters Evaluate condition     
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Spare tire/Jack Provided, inflated     
Safety triangles, 
emergency blanket, 
first aid kit 

Provided     

Fire extinguisher Charged, expiry checked     

 

Comments:  Note any concerns that have arisen from inspection.  Document any damage and note if 

preexisting from previous inspection or new.  Utilize the Vehicle Exterior Damage Chart form and attach to this 

report.  If maintenance is due, schedule and report what is being done, when, and where to Health Officer and 

Administrative Services Director. 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Signature of Emergency Preparedness Coordinator: __________________________________________ 

 

Instructions:  To be completed once per quarter.  Scan and email completed forms to Health Officer and Administrative 

Services Director.  Original form to be placed in the designated binder; binder to be kept in the mailroom when vehicle is 

not in use. 
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