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CHARTER TOWNSHIP OF NORTHVILLE 
 

Subject: Selection & Separation Policy Policy: 5.1.006 Pages: 5 

Standards: General Effective Date:   08/20/2020 Revised Date: 05/10/2024 

 
I. PURPOSE: 

To ensure consistent hiring practices for all permanent full-time and part-time 

positions; to ensure compliance with all labor laws and Equal Employment 

Opportunity Commission (EEOC); and to ensure vacancies are fully vetted and job 

descriptions are complete and accurate. 

 
II. POLICY STATEMENT: 

To provide guidance to all hiring managers on the correct procedures to recruit, 

interview, and hire potential candidates and to provide guidance for all employees 

on the procedures to separate employment or retire from Northville Township. 

 

III. SCOPE: 

This policy applies to all Director, Management, Administrative, Full-Time Union, and 

Part-Time Union positions.  Part-Time Non-Union, Seasonal and Temporary positions 

are not covered by this policy. 
 

III. PROCEDURES: 

A. SELECTION 

1. Recruitment 

a.  Vacancies 

All vacancies will be discussed with the Township Manager and 

Human Resources Director to determine the necessity of the position, 

its roles and responsibilities, and goals. Further discussion with the 

Finance & Budget Director may be necessary to determine and/or 

confirm the funding source of the position. 

 
b.  Promotions 

It is the intention of the Township to develop and support staff to 

prepare them for career advancement at all employment levels 

within the Township. Internal promotions for vacancies will be 

considered first and those employees who meet the position 

minimum requirement and have shown the initiative and desire to 

advance themselves will be considered in coordination with HR 

5.1.003 – Equal Employment Opportunity and Workforce Diversity. 
 

c.  Job Titles & Descriptions 

i. Job Titles are assigned by the Human Resources Director 

in coordination with Department Director and Township 

Manager 
 

a.  If a Department Director would like to change a title, it 

must first be approved by the Township Manager and 

the Human Resources Director. 
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ii. Job descriptions will be in a standardized format and generated 

by Department Director with input from the Human Resources 

Director. 

 
iii. Department Director may review existing job description and 

revise as necessary before vacancy is posted. The Human 

Resources Director must approve any changes. 

 

a. Union employees’ job description change 

requirements, if any, are determined by the Collective 

Bargaining Agreement (CBA). 

 

iv. Every vacancy or newly created position will have a job 

description review completed. 
 

d.  Job Postings 

i. If a vacant position is not filled internally, it will be posted and 

advertised for, as necessary. 
 
ii. Duration and location of posting will be determined by the 

Human Resources Director and Department Director. 
 
iii. The posting will be created by the Human Resources Director 

and Department Director. 

 
iv. All postings will have an up-to-date job description included. 

 
2. Application Process 

a.  Human Resources will receive all resumes and applications. If resumes 

and applications are submitted to any other department, they must 

be forwarded to Human Resources for consideration and tracking. 

 
b.  Human Resources will make available all resumes and applications 

that meet the minimum requirements (if applicable) to the hiring 

Department Director or his/her designee. 

 

i. All personal identifiers, including but not limited to, name, 

address, email address, high school, and emergency 

contact, may be redacted by Human Resources prior to 

review by Department Director or his/her designee. 

 

a. Resumes and applications will be numbered by Human 

Resources and will be referred to by number instead of 

name. 
 
c.  The hiring Department Director or his/her designee shall submit to 

Human Resources a list of candidates to interview in coordination with 

HR 5.1.003 – Equal Employment Opportunity and Workforce Diversity. 

 
d.  Human Resources will email decline notices to those candidates not 

being considered for interview. 
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3. Interviews 

a.  Scheduling 

i. The Department Director or his/her designee shall have 

discretion of whom they would like to interview from the 

qualified applications received. 

 
ii. Human Resources will schedule all interviews and notify 

the Department Director or his/her designee and the 

candidates through an Outlook Calendar appointment. 

 
a) An initial phone screening may take place at the 

Department Director’s or his/her designee’s request. 

Human Resources will schedule and may be present for 

any and all phone screens. 

 

iii. Human Resources may participate in all interviews along with an 

interview panel as determined by Department Director. 
 
iv. Second interviews may be scheduled if a clear candidate to 

hire is not determined from the first round of interviews. 
 

b.  Conducting 

i. Interviews will be led by Human Resources to ensure 

compliance with all EEOC laws and regulations. 
 
ii. All department specific questions will be provided to 

Human Resources for approval at least 24 hours prior to 

the interview(s). Contact Human Resources if sample 

questions are needed. 
 
iii. Any pre-employment testing the department would like to 

include in the selection process must be reviewed and 

approved by the Human Resources Director prior to the 

scheduling of interviews. 

 
4.  Offer of Employment  

a. Offer/Hire Letters 
i. Offer/Hire letters will be generated by Human Resources and 

emailed to the perspective employee.  Department Director will 

receive a signed copy of the Offer/Hire Letter.  

 
ii. The Job Title reflected in the Offer/Hire letter will be the same 

as the position posting and the job description to support that 

posting. This is to ensure accurate and consistent information 

for the Human Resources Information Systems (HRIS) and EEOC 

reporting. 

 
B. SEPARATION 

1. Notice Requirements 
a. Union employees’ separation notice requirements, if any, are 

determined by the CBA. If no requirements are stated, it is expected 

than an employee will provide a minimum of a two-week notice of 

their intent to separate employment. 
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b. It is expected that Director and Supervisory level positions provide a 

minimum of a four-week notice of their intent to separate 

employment. 

 
c. All other employees are expected to give a minimum of a two-

week notice of their intent to separate employment. 
 
d. If an employee withdraws an already submitted and accepted 

resignation, it will be the Department Director’s discretion whether or 

not to allow the withdrawal. 

 
e. As a professional courtesy and standard, it is expected that the 

separating employee will provide the above outlined notice of 

separation. If the employee provides less notice than is expected, 

the employee may be deemed ineligible for rehire and separated in 

poor standing. 

 

f.  Department Director accepting a notice to separate employment with 

the Township must immediately notify Human Resources. 

 
2.  Retirement (to be recognized as a Northville Township Retiree) 

a. Qualification 

i. Employee must separate in good standing and; 

 
ii. Must be separating in order to collect on a Northville Township 

Retirement Plan, or; 

 
iii. Must be separating with 10+ years of service without 

taking employment elsewhere, or; 

 

iv. Must be separating with 20+ years of service.  

b. Celebration (optional; employee’s decision) 

i. Social Media announcement 
 

ii. Northville Insight announcement 
 

iii. Retirement ceremony (if practical) 

iv. Press release 

IV. FORMS: 

5.1.006A Personnel Action Form 

5.1.006B Employment Application 

 
V. RELATED INFORMATION: 

Collective Bargaining Agreements 

5.1.003 Equal Employment Opportunity and Workforce Diversity 

5.2.001 Employment Classification 

5.2.001.1 Job Descriptions 
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X.  POLICY HISTORY: 

 Adopted 8/20/2020 

 Revised 03/22/2021 

 Revised 06/22/2021 

 Reviewed 05/16/2022 

 Reviewed 05/22/2023 

 Revised 05/10/2024 

 Reviewed 04/27/2025 

 


