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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Overtime Policy:  5.2.002.2 Pages: 2 

Standards: Employment Relationship Effective Date: 12/17/2020 Revised Date: 07/16/2024 

 
I. PURPOSE: 

To clearly define the procedure in which overtime may be worked. 

 

II. POLICY STATEMENT: 

It is the policy of the Charter Township of Northville to comply with all federal and state 

regulations pertaining to overtime compensation, including the Fair Labor Standards Act 

(FLSA).   

 

It is also the policy of the Township to require mandatory overtime as needed to meet 

business needs.  Non-mandatory overtime must be approved in advance by a supervisor 

or manager, except in extenuating circumstances.   

 

Vacation days, personal time off, paid holidays, funeral leave, and other paid absences 

do not count as hours worked for overtime purposes. 

 

III. SCOPE: 

This policy covers all non-exempt employees of the Charter Township of Northville (as 

defined in HR 5.2.001).  Employees covered by Collective Bargaining Agreements will 

follow their contracts. 

 

IV. DEFINITIONS: 

1. Overtime.  Any hours worked in excess of 8 hours in a work day and/or 40 hours in a 

work week (as defined in HR 5.2.002).  Overtime will be compensated at 1.5 times the 

employee’s normal hourly rate. 

 

2. Double-time.  In the event an employee is required to work on a Sunday or a holiday 

(as defined in HR 5.4.001), the overtime will be compensated at 2 times the 

employee’s normal hourly rate.   

 

3. Make-work. A project with little value intended primarily to keep one busy. 

 

4. Non-exempt Employee.  Paid employees that are not exempt from earning 

overtime/comp time. 

 

V. PROCEDURES: 

Non-mandatory overtime must be beneficial to the overall productivity of the 

department and must not be used for any type of make-work project. 
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VI. RESPONSIBILITIES: 

It is the responsibility of the Department Head, or his or her designee to approve any 

overtime worked. 

 

The Township reserves the right to modify daily employee schedules while maintaining a 

40-hour workweek. 

 

VII. ENFORCEMENT: 

Employees who work overtime without authorization may be subject to discipline, up to 

and including termination, in accordance with 5.1.008 Disciplinary Policy. 

 

VIII. RELATED INFORMATION: 

5.1.008 – Disciplinary Policy 

5.2.001 – Employment Classification 

5.2.002 – Workweek and Hours Worked 

5.4.001 – Paid Holidays 

 

IX. POLICY HISTORY: 

Effective 12/17/2020 

Revised 07/25/2023 

Reviewed 06/29/2024 

Revised 07/16/2024 

Reviewed 06/29/2025 

  


