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Standards: Time Off and Leaves of
Absences

Effective Date: 06/23/2021 Revised Date: 03/11/2025

I.  PURPOSE:
In an effort to promote and encourage employee longevity and to create a competitive
wage environment, the Charter Township of Northville will offer Paid Time Off (PTO) to those
eligible employees based on the consistent nature of their work and schedule.

. SCOPE:
This policy applies to all permanent Part-Time Non-Union employees.

lll.  DEFINITIONS:

1.

Permanent Part-Time Non-Union. A permanent part-time FLSA non-exempt employee
who normally works less than 40 hours a week and is designated as such.

Paid Time Off (PTO). An employer-provided benefit which grants employees
compensation for personal time off, vacation days, sick leave (including medical
absences, domestic violence or sexual assault absences, and public health
emergency absences), etc. in a single bank of time.

Family member. Employee’s spouse, partner, child, parent, sibling, grandparent,
grandchild, spouse/partner’s parent, person related by blood to the employee,
and/or an individual with the equivalent of a family relationship to the employee. All
biological, foster, adoptive, steps/halves, in loco parentis relationships are included
for the relationships listed in this subbsection.

Medical Absences. For the medical diagnosis, care and treatment of an employee or
employee’s family member’s iliness, injury or health condition. Covered under this
includes meetings at a child’s school or place of care related to the child’s health or
disability.

Domestic Violence or Sexual Assault Absences. For the care and treatment of an
employee or an employee’s family who is a victim of domestic violence or sexual
assault. Care and tfreatment will include associated medical and psychological care,
services from a victim services organization, relocation resulting from the domestic
violence or sexual assault, to obtain legal services or participate in criminal or civil
proceedings related to or resulting from the domestic violence or sexual assault, to
parficipate in meetings at a child’'s school or place of care related to the effects of
domestic violence or sexual assault on the child.

Public Health Emergency Absences. For closure of the Township due to a public
health emergency by order of a public official, for an employee’s need to care for a
child whose school or place of care has been closed due to a public health




emergency by order of a public official. For purposes of quarantine by order of health
care provider.

IV. PROCEDURES:
1. PTO is earned at arate of 1 hour of PTO for 30 hours of work and accruals will load
with each payroll period.
a. For the purposes of transition to accrual on a per pay period basis effective
February 24, 2025, PTO time accrued from May 20, 2024 through February 23,
2025, was processed with the payroll issued on March 13, 2025.

2. PTO hours used will be paid at the employee’s regular hourly rate in effect at the time
of PTO hours used.

3. Employees must noftify their supervisor as soon as reasonably possible of their intent to
use PTO.

a. PTO will require prior supervisor approval based on departmental needs and
staff.

b. For unforeseeable medical, domestic violence or sexual assault, or public
health emergency absences, the employee must notify their supervisor within
one hour of the start of their scheduled shift, unless documentation is
presented verifying that it was impossible for him/her to make contact.

c. For foreseeable medical, domestic violence or sexual assault, or public health
emergency absences, the employe must notify their supervisor in advance as
soon as reasonably practicable, up to seven days in advance, of the
foreseeable absence.

4. Under this policy, medical documentation will not be required to substantiate sick
leave. Should the Township require medical documentation, the employee will
receive arequest for medical documentation from HR.

a. This does not diminish the right of the Township to investigate in cases where
sick leave abuse is suspected.

b. The Township may require an employee to undergo examination for diagnosis
and prognosis at a hospital, clinic, or physician’s office of the Township's
choosing and expense to determine the validity of the sick leave taken.

5. Employees using PTO must use their leave time in quarter hour (fiffeen minute)
increments, per the standard time keeping policy of the Township as set forth in
5.2.002 Workweek and Hours Worked.

a. Employees may not use more PTO than what they were scheduled to work.

i. Employees may use PTO for holidays in which the Township is closed, in
accordance with 5a above.
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6. PTO not used will be carried over each December.

7. Existing PTO will be paid out in full at the hourly rate in effect at separation of
employment from the Township or following a promotion to a full-time position.

8. This policy is in compliance with the State of Michigan Act 338 of 2018, as amended,
Earned Sick Time Act. No employee will receive additional paid sick leave time.

ENFORCEMENT:

Employees found in violation of this policy are subject to discipline in accordance to
5.1.008 Disciplinary Policy.

RELATED INFORMATION:

5.1.008 Disciplinary Policy

5.2.001 Employment Classification
5.2.002 Workweek and Hours Worked
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