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CHEARTER TOWNSEIP <f JTORTIVILLE CHARTER TOWNSHIP OF NORTHVILLE
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Standards: Generdl | Effective date: 09/18/2023 Revised date: 00/00/0000
l. PURPOSE:

The purpose of this Communication and Signage Policy is to establish guidelines for the
posting and displaying of print and digital media at the Charter Township of Northville's
Township Hall. The media covered by this policy include but are not limited to agendas,
notifications, posters, magazines and announcements.

POLICY STATEMENT:

In compliance with the Charter Township of Northville regulations and procedures, it is the
policy of the Township to regulate the posting and display of all forms of print and digital
media in designated areas within the Township Hall, as well as on its external and internal
structures.

SCOPE:
This policy applies to all Township employees, residents, visitors and any other parties
interested in posting or displaying media at the Township Hall.

DEFINITIONS:
Public Communication Rack: A designated space in the main enfrance vestibule for

community magazines and informational flyers.

Outside Display Case: A designated area in the main entrance vestibule for official
meeting notifications and building closure signs.

Side Display Cabinets and Digital Board: Spaces reserved for internal departmental news,
meeting information and marketing material.

Northville Township Branding and Style Guide (3.1.004): The approved design and
content guidelines for all Township materials.

PROCEDURES:

1. Exterior Wall of Building: No material may be posted on the exterior walls of the
building.

2. Main Entrance Vestibule
a. Public Communication Rack: Residents and visitors may drop off printed

materials at the Township front desk for review and potential inclusion in the
Public Communication Rack. The front desk will submit it to the ITaC
Department for review. The ITaC Department is responsible for reviewing the
rack at least monthly. Outside requests or inquiries should be directed to email
questions to communications@twp.northville.mi.us. ITaC will review the outside
solicitation material and seek Manager's Office approval as needed.
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b. Outside Display Case: This area is managed by the Clerk's Department for
official meeting notfifications required by the Open Meetings Act, and by the
ITaC Department for building closure notifications.

c. Side Display Cabinets and Digital Board: Township departments and staff may
request to post internal news, meeting information and marketing material. The
ITaC Department is responsible for managing these spaces. During election
times, the side display cabinet next to the Ballot Drop Box will be dedicated to
election postings and information.

Interior Walls of the Building:
a. Permanent fixtures must be approved by the Manager’s Office and installed
by the Facilities Management Department.
b. Temporary signs by employees or visitors are not allowed unless approved by
the Manager’s Office.
c. No signs or posters are allowed to be affixed during meetings by residents or
visitors.

Front Counter and Department Counter: All printed signs and nofifications must first be
approved by the respective department head and follow the Northville Township
Branding and Style Guide.

Exemption for Clerk's Department: During election times, the Clerk’s Department is
allowed to post signage and documents on the interior walls if the materials follow
the Northville Township Branding and Style Guide, Bureau of Elections’ mandates
and/or Michigan Election Law.

RESPONSIBILITIES:

1.

Township Departments: Each department is responsible for adhering to this policy and
informing its staff about it.

ITaC Department: This department is responsible for the review of all printed materials
submitted to be displayed at Township Hall. This department will conduct a monthly
review of the Public Communication Rack, managing the side display cabinet and
digital board and posting building closure notifications.

Clerk's Department: This department is responsible for posting official meeting
noftifications in compliance with the Open Meetings Act. All meeting nofifications will
be sent to the Clerk’s Department for review and posting. These nofifications include,
but are not limited to, agendas, meeting cancellations or changes and synopses. The
Clerk’'s Department will be responsible for the removal of all official meeting
notifications in compliance with the Open Meetings Act.

Facilities Management Department: This department is responsible for the proper
installation of approved interior wall fixtures.

Manager’s Office: Responsible for approving any permanent or temporary signs on
interior walls.



VIl.  ENFORCEMENT:

Failure to comply with this policy may result in the removal of unauthorized media and
disciplinary action, under the Disciplinary Policy (1.1.008) for Township employees, up to
and including termination.

VIII.  RELATED INFORMATION:
General Policies 1.1.006 Northville Township Branding
General Policies 1.1.008 Disciplinary Policy

IX. POLICY HISTORY:
See 1.1.003 Policy Review Process, Section IV(3)(q)




