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CHARTER TOWNSHT? o NORTHVITZE. CHARTER TOWNSHIP OF NORTHVILLE

Subject: Part-Time, Seasonal, and Temporary Wages \ Policy: 5.2.003 \ Pages: 3

Standards: Employment Relationship \ Effective Date: 01/21/2022 \ Revised Date: 09/15/2022

I.  PURPOSE:
To clearly define the parameters by which part-time non-union, seasonal, and temporary
employees are paid and to provide consistency in job titles.

Il. POLICY STATEMENT:
The Charter Township of Northville recognizes the importance of all of its employees and
realizes the significance of paying part-time, seasonal, and temporary employees a fair
and equitable wage. This policy shall give guidance as to how much each employee
should be compensated and when increases should be awarded. This policy is not
intended to keep any Director from compensating an employee beyond these
parameters, except for exceeding the maximum wage.

lll. SCOPE:
This policy applies to all part-time, seasonal, and temporary employees of the Township.

IV.  DEFINITIONS:
1. 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).

2. Seasonal. An employee hired for a specified season who regularly works up to 40
hours a week for the duration of said season. Employment is ended at the end of
seasonal assignment (5.2.001 Employment Classifications).

3. Temporary. An employee hired for an indefinite period of fime not to exceed 24
weeks who works a varied schedule based on department needs. Temporary
assignments may be extended another 24 weeks based on department needs
(5.2.001 Employment Classifications).

4. Step-Based Wages. A defined wage scale with annual increases either awarded
annually based on position start date, or seasonal based on the commencement of
a new season.

5. Range-Based Wages. An hourly rate range to be negotiated with employee
depending on experience and qualifications. Wages cannot exceed the maximum
amount listed on the Part-Time, Seasonal, and Temporary Wage Rates Table.
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PROCEDURES:
1. Employees covered by this policy shall be compensated according to the Township's
Part-Time, Seasonal, and Temporary Wage Rates Table.

2. Wages are either step based or range based.

3. Directors or designees shall meet with staff members annually, at a minimum, to
discuss job performance and award annual rate increase.

a. Based on high performance, Directors or designees have the discretion to
award a higher step increase if warranted.

b. Rates cannot exceed the maximum amount listed on the Part-Time, Seasonal,
and Temporary Wage Rate Tables.

4. Annual wage increase is based on an employee’s last wage increase date, or start
date. No employee shall go more than one year without a wage increase, unless
they have reached the top of the wage range.

5. No employee shall be denied a rate increase based on poor performance. This is not
the time to address poor performance; poor performance should be addressed
immediately and documented.

6. Human Resources will provide each Director or designee a roster of part-time,
seasonal, and temporary staff to include position start date and current wage.

a. Human Resources will further provide each Director or designee a reminder in
BS&A three weeks prior to each employee’s wage increase due date.

7. Wages shall be in $.05 increments only.

FORMS:
5.1.006A Personnel Action Form
5.2.003A Part-Time Seasonal, and Temporary Wages Rates Table

RESPONSIBILITIES:

1. Directors or designees are responsible for meeting with and awarding wage
increases. Additionally, these wage increases must be documented using a
Personnel Action Form and submitting fo Human Resources.

2. Directors or designees are responsible for maintaining accurate employment rosters
and notifying Human Resources whenever a part-time, seasonal, or temporary
employee separates employment either by resignation, termination, end of season,
or end of temporary assignment.

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




RELATED INFORMATION:

5.2.003A Part-Time, Seasonal, and Temporary Wage Rates Table
5.1.008 Disciplinary Policy

5.2.001 Employment Classification
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