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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Workweek and Hours Worked Policy:  5.2.002 Pages: 2 

Standards: Employment Relationship Effective Date: 12/17/2020 Revised Date: 10/6/2025 

 
I. PURPOSE: 

To clearly define the workweek, pay periods, and regular business hours for the Charter 

Township of Northville.  Within this framework, individual departments may follow different 

operational schedules, as well as varied workweek schedules based on the need for 

different shifts, to maintain operation and efficiency.  Work schedules may be changed 

from time to time based on Township needs.   

 

II. SCOPE: 

The policy covers the entire Charter Township of Northville operation. 

 

III. DEFINITIONS: 

1. Work week.  The work week begins at 12:00am (midnight) on Monday morning and 

ends at 11:59pm on Sunday night.   

 

2. Pay period.  The pay period begins at 12:00am (midnight) on Monday morning and 

runs for 14 days, ending at 11:59pm on Sunday night. 

 

3. Regular business hours.  For Township Hall operations, the regular business hours are 

Monday through Friday, 8:00am – 4:30pm.  This schedule varies for individual 

departments outside of Township Hall operations, as follows: 

a. Public Safety – 24 hours per day, 7 days per week 

b. Public Works – Monday through Friday, 7:00am – 3:00pm 

 

IV. PROCEDURES: 

1. All employees are expected to report to work during assigned working hours/shift. 

 

2. Breaks.  Employees are allowed to leave their work area when necessary for 

bathroom breaks and refreshments, however the Township does not have designated 

break periods, nor are employees entitled to specific break periods. 

 

3. Flex time. Where possible, the Township offers flexibility in work schedules to balance 

professional and personal obligations.  Flexibility in work schedules will only be 

considered when the normal operations of the Township are unaffected by the 

flexibility approved.  Employees permitted flexibility are expected to make up the 

hours within the same pay period, if reasonable; within the next pay period if not.     

 

4. Special conditions.  The Township may set alternative work hours under special 

conditions, such as an early closing due to bad weather.  Employees will not be 

required to use leave time in these instances.   
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5. Accommodations.  The Township will consider modification of work schedules on an 

individual basis as a reasonable accommodation for employees with disabilities, or to 

accommodate an employee’s religious beliefs, unless making that accommodation 

results in undue business hardship. 

 

6. Time keeping.  All employees are responsible for reporting any hours worked or 

absent outside of their assigned working shift via the BS&A Timesheets program.  

Employees must complete their timesheet by the end of each pay period to ensure 

accurate pay each payroll cycle.   

 

7. Time Increments.  The standard time keeping increments acknowledged by the 

Township are quarter hours (fifteen minutes). 

 

V. ENFORCEMENT: 

Employees found in violation of this policy are subject to discipline as outlined in 5.1.008 

Disciplinary Policy. 

 

VI. RELATED INFORMATION: 

5.1.008 Disciplinary Policy 

VII. POLICY HISTORY: 

 See 1.1.003 Policy Review Process, Section IV(3)(a) 


