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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Disciplinary Policy Policy: 5.1.008 Pages: 2 

Standards: General Policies Effective Date: 03/01/2021 Revised Date: 00/00/0000 

 
I. PURPOSE: 

All employees are responsible for complying with the Township’s policies, procedures, 

and work rules, and are required to sign off periodically on copies of Township policies, 

procedures, and work rules.  It is the policy of the Township to take appropriate 

disciplinary action when employees are found to have violated Township policies, 

procedures, and/or work rules. 

 

II. POLICY STATEMENT: 

Township policies, procedures, and work rules as outlined in the Township’s Policies and 

Procedures Manual are not all-inclusive and may be changed from time to time at the 

Township’s discretion.  Nothing in this policy changes the at-will nature of the 

employment relationship. 

 

The Township supports a process of progressive discipline to address employee work 

performance and/or conduct issues.  Different disciplinary procedures may be followed 

by the Township as described in Section IV.  The procedure utilized will be determined 

based on the Township’s evaluation of all the circumstances involved.  The Township 

may, but is not obligated to, follow any or all of these steps in order; these are for 

reference purposes only. 

 

III. SCOPE: 

All employees of the Charter Township of Northville.  Union employees are covered to the 

extent that the Collective Bargaining Agreement does not cover the issue. 

 

IV. DEFINITIONS: 

1. Director – an employee’s department head. 

2. Supervisor – an employee’s direct supervisor, if they do not report directly to their 

department director. 

 

V. PROCEDURES: 

1. Verbal Warning.  This type of discipline advises the employee that a specific policy 

violation needs to be corrected.  Once a verbal warning has occurred, the director 

or supervisor will document the details of the discussion using a Corrective Action 

Form.  Documentation will be provided to Human Resources for placement in the 

employee’s personnel file. 

 

2. Written Warning.  This type of discipline is determined by the director or supervisor 

after discussion with Human Resources of the employee subject to discipline.  The 

director or supervisor completes a Corrective Action Form to document the 

incident(s) at issue.  The director or supervisor and Human Resources meet with the 

employee and communicate the corrective action that needs to take place and/or 
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the actions that need to be discontinued.  The employee will have the opportunity to 

document his/her comments on the report.  Documentation will be provided to 

Human Resources for placement in the employee’s personnel file. 

 

3. Suspension without pay.  This type of discipline is determined by the director or 

supervisor after discussion with Human Resources of the employee subject to 

discipline.  The director or supervisor completes a Corrective Action Form to 

document the incident(s) at issue.  The director or supervisor and Human Resources 

meet with the employee to deliver their decision.  The employee will have the 

opportunity to document his/her comments on the report.  Documentation will be 

provided to Human Resources for placement in the employee’s personnel file. 

 

4. Termination.  All employees of the Township are employed for an indefinite period of 

time and their employment may be terminated at any time without previous notice, 

and with or without cause, by either party.  The Township retains the right to exercise 

discretion with regard to terminations.  Certain circumstances may merit immediate 

termination without implementing all or any of the above-mentioned procedures. 

 

VI. FORMS: 

5.1.008A Corrective Action Form 

 

VII. ENFORCEMENT: 

Employees who violate this policy are subject to disciplinary action, up to and including 

termination. 

 

VIII. POLICY HISTORY: 

 Reviewed 06/02/2024 

 Reviewed 06/02/2025 

 


