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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Payroll Integrity Policy: 5.2.006 Pages: 2 

Standards: Employment Relationship Effective Date: 01/07/2021 Revised Date: 00/00/0000 

 

I. PURPOSE: 

To maintain accurate payroll records and ensure employees are properly compensated 

for all hours accounted for by working or using approved leave time, and to ensure that 

employees are not inadvertently compensated for non-working time. 

 

II. POLICY STATEMENT: 

It is the intent of this policy to comply with state and federal regulations covering wage 

and hour requirements and to administer the Township’s payroll in the most accurate 

manner possible. 

 

III. PROCEDURES: 

a. The Township requires Directors and/or Managers to train employees on how to 

correctly record work and leave time.  Directors and/or Managers must also verify 

and approve all time entries recorded by employees. 

b. Corrections to time worked and not worked should be made as soon as possible.  If 

an employee discovers an error and a time sheet must be changed, the employee 

should contact the Director or Manager and Human Resources promptly to resolve 

the discrepancy. 

c. If the employee’s Director or Manager discovers an error, the employee will be 

notified of the change.  If the employee does not agree to the change, the 

employee’s objection will be documented, along with the Township’s justification for 

making the change.  Changes to an employee’s time sheet shall not be made 

without the employee’s knowledge. 

d. Employees are paid for all hours accounted for which includes hours worked and 

leave hours used via approved leave time banks. 

1. Employees are paid overtime wages in accordance with the Fair Labor 

Standards Act (FLSA), HR 5.2.001 Employment Classification, and HR 

5.2.002.2 Overtime. 

e. Employees who believe an improper payment or deduction has been made to their 

pay should immediately report this information to the Director or Manager and to 

Human Resources. 

f. Reports of improper payment or deduction will be promptly investigated.  If it is 

determined than an improper payment or deduction has occurred, the employee 

will be made whole in a timely manner. 

 

IV. RESPONSIBILITIES: 

Human Resources is responsible for the administration, processing, and paying of all 

payroll related items. 
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V. ENFORCEMENT: 

Willful misrepresentation of time is subject to disciplinary action up to and including 

termination as well as prosecution under state and federal law. 

 

VI. RELATED INFORMATION: 

HR 5.2.001 Employment Classification 

HR 5.2.002.2 Overtime 

HR 5.2.007 Paychecks 

HR 5.2.007.1 Direct Deposit 

 

VII. POLICY HISTORY: 

Reviewed 06/22/2023 

Reviewed 06/22/2024 

Reviewed 06/22/2025 


