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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Seasonal / Part-Time Relationship Policy: 5.2.001.2 Pages: 2 

Standards: Employment Relationship Effective Date: 03/22/21 Revised Date: 09/15/2022 

 
I. PURPOSE: 

To clearly define the standards that govern seasonal and part-time employment, including 

hours per week, duration of employment, rehire status, eligibility, etc. 

 

II. POLICY STATEMENT: 

It is the intent of the Township to clarify the definitions of Seasonal and Part-Time Non-Union 

employees to promote consistent and fair hiring practices across the Township. 

 

III. SCOPE: 

All departments that employ Seasonal and/or Part-Time Non-Union employees, and 

those Seasonal and/or Part-Time Non-Union employees. 

 

IV. DEFINITIONS: 

Seasonal.  An employee hired for a specific season who regularly works up to 40 hours a 

week for the duration of said season.  Employment is ended at the end of the seasonal 

assignment (5.2.001 Employment Classifications). 

 

Part-Time Non-Union.  A part-time, FLSA non-exempt employee who normally works less 

than 40 hours a week and is designated as such (5.2.001 Employment Classifications). 

 

Seasons.  The Township has four seasons of operations for which seasonal employee are 

hired: 

 Park Maintenance. Mid-March through Thanksgiving 

 Sports Facilities. April through October 

 Recreation. March through September 

 Water & Sewer. April through October 

 

These seasons may be delayed, extended, or otherwise altered at the discretion 

of the Township for any number of reasons including weather, department need, 

community need or event, etc.   

 

V. PROCEDURES: 

a. Recruiting. All vacancies shall be filled in accordance with 5.1.006 Selection & 

Separation Policy, Section IIIA1 and all subsections. 

1. Department Director or his/her designee may collect all applications, schedule 

and conduct all interviews and make all offers of employment.   

b. Duration.  Seasonal employees shall work through the stated end of the season and 

their employment will then be terminated.  They may not be rehired by the Township 

until the commencement of the next season. 

1. In the event the Township wants to hire a seasonal employee to a part-time 

position, that employee will become ineligible to be hired again seasonally 

until there is a six-month break in seasonal employment.  This requirement may 

be modified by Human Resources to suit specific department needs. 
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c. Hours limitations.  

1. Seasonal. Scheduled for up to 40 hours per week during the season.  May 

exceed 40 hours per week if the seasonal demands necessitate it.  Overtime 

rates would apply. 

2. Part-Time. Regularly scheduled for less than 30 hours per week, year round.  

Part-time employees may exceed 30 hours per week if the demands 

necessitate it, but they should not regularly exceed 30 hours per week.  Part-

time employees may not exceed 30 hours per week for three consecutive 

weeks. 

 

d. Pre-hire requirements. All seasonal and part-time staff are subject to a pre-

employment background check (5.1.006.1 Pre-Employment Background Check) and 

may further be subject to a pre-employment physical and drug screen (5.1.006.2 Pre-

Employment Physicals/Drug Screens). 

 

e. Returning employees.  If employees are rehired for either a new season, or rehired as 

a previously separated employee of any status, these employees must complete all 

required new hire paperwork.  Upon separation from the Township, all HR and Payroll 

related information is removed from the Township’s database, making this information 

a requirement to return to Payroll. 

1. In the event of staffing shortages due to timing of special programs or events, 

a Department Director or his/her designee may bring back a separated 

Seasonal employee to fill in on a one-time basis, for the duration of the special 

program or event, outside of the season requirements.   

 

VI. FORMS: 

5.1.006A Personnel Action Form 

5.2.007.1A Direct Deposit Authorization Form 

Federal W4 (https://www.irs.gov/pub/irs-pdf/fw4.pdf) 

State W4 (MI-W4 Employee’s Michigan Withholding Exemption Certificate) 

USCIS Form I-9 (USCIS Form I-9) 

 

VII. RESPONSIBILITIES: 

The Department Director or his/her designee are responsible for adhering to all sections 

of this policy.  Specific conditions or questions should be directed to Human Resources. 

 

VIII. ENFORCEMENT: 

Violation of this policy may lead to disciplinary action (5.1.008 Disciplinary Policy) 

 

IX. RELATED INFORMATION 

5.1.006 Selection & Separation Policy 

5.1.006.1 Pre-Employment Background Check 

5.1.006.2 Pre-Employment Physical & Drug Screen 

5.1.008 Disciplinary Policy 

5.2.001 Employment Classifications 

 

X. POLICY HISTORY: 

Adopted 03/22/2021  

Revised 09/15/2022 

Reviewed 06/11/2023 

Reviewed 06/11/2024 

Reviewed 06/11/2025 

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.michigan.gov/documents/taxes/MI-W4_370050_7.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf

