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CHARTER TOWNSHIP <f SORTIVILLE CHARTER TOWNSHIP OF NORTHVILLE

Subject: Vacation Leave Policy: 5.4.002 Pages: 3

Standards: Time Off/Leaves of Absence Effective date: 11/02/2020 | Revised date: 11/28/2022

PURPOSE:
To clearly define the amount of vacation leave each employee can earn and the process for
using that earned vacation leave.

POLICY STATEMENT:

The Township recognizes the importance of work/life balance and employees’ having the
opportunity to have time away from their work commitments. Therefore, the Township will
aftempt to grant all employees vacation leave at the time they desire to take it. However, the
Township must maintain adequate staffing at all times. Therefore, vacations must be scheduled
at least two weeks in advance and must be approved by the employee’s Director or his/her
designee.

SCOPE:
All full-time, non-union employees.

DEFINITIONS:
Vacation day — one 8-hour period of time.

PROCEDURES:

1. Employees shall accrue vacation leave throughout the calendar year. The accrued
vacation leave shall be available the following January 1, based on the previous years’
service. Vacation leave shall accrue on a monthly basis; employees must work through the
15t day of the month for the month to count toward the accrual. Pro-rations shall be done
by dividing the maximum amount of hours earned, based on service credit, by 12 and
multiplying by the number of months credited. All fractions shall be rounded up to the next
quarter hour.

2. Vacation leave shall accrue according to the following schedule:

a. First calendar year - 5 days (40 hours)

b. Second calendaryear - 11 days (88 hours)

c. Third calendar year - 12 days (96 hours)

d. Fourth calendar year - 15 days (120 hours)

e. Fifth calendar year - 18 days (144 hours)

f. Sixth calendar year - 20 days (160 hours), continuing with an

additional day earned for each year of
service, not to exceed twenty-six (26) days (208
hours)
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3. Any employee who has a break in employment status, for any reason, and subsequently is
re-employed shall be deemed to be a new employee in their first calendar year for the
purposes of computing vacation time.

4. Use of any vacation leave must have prior approval of the employee’s Director or his/her
designee. Such approval should be requested at least two weeks prior to the desired
date(s). Should there be a conflict among employees requesting the same vacation days,
preference may be given based upon seniority. Consideration may also be given to the
amount of notice given (i.e. whose vacation was approved first).

5. In the event of illness during an employee’s vacation period, the employee may, at his/her
option, charge the sick day(s) to their sick leave, provided a doctor’s certificate verifies the
ilness.

6. Employees may carry over unused vacation fime from one calendar year to the next.
However, an employee may never have more than 35 days (280 hours) in their vacation
bank at any one fime. Any time in excess of 35 days (280 hours) will be lost.

a. Employees may receive payment in lieu of lost vacation time or the ability to
exceed the 35 days (280 hour) max in extenuating circumstances with prior
approval from the Township Manager.

7. Upon separation, an employee in good standing will be paid for unused vacation time as
well as accrued vacation time during the calendar year of separation. Such time may also
be paid to an employee’s estate upon death of that employee. Employees who are
terminated for job performance reasons or misconduct or who resign when not in good
standing may not be compensated for any unused or accrued vacation time.

8. Upon voluntary separation, it is requested that employees give written notice in
accordance with HR 5.1.006 Selection & Separation Policy. An employee not providing
such notice will forfeit compensation for unused and accrued vacation time.

RESPONSIBILITIES:
1. The Human Resources Department shall establish and maintain each employee’s vacation
bank through the bi-weekly payroll administration.

2. Employees are responsible for their own vacation banks and utilizing the time necessary to
not lose vacation time at years' end.

ENFORCEMENT:
Willful misrepresentation of time is subject to disciplinary action as set forth in 5.1.008
Disciplinary Policy, as well as prosecution under state and federal law.

RELATED INFORMATION:
HR 5.1.006 — Selection & Separation Policy
HR 5.1.008 — Disciplinary Policy




IX. POLICY HISTORY:
See 1.1.003 Policy Review Process, Section IV(3)(q)




