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CHARTER TOWNSHIP of J/NORTHVILLE

CHARTER TOWNSHIP OF NORTHVILLE

Subject: Personal Business Leave Policy: 5.4.003 Pages: 2
Standards: Time Off/Leaves of Absence Effective date: 11/02/2020 | Revised date: 11/28/2022
.  PURPOSE:

To clearly define the amount of personal business leave granted by the Township to each full-
fime, non-union employee.

ll. POLICY STATEMENT:
Each full-time, non-union employee shall receive, in addition to his/her vacation leave and sick
leave earned, four additional days off with pay for personal business, provided it was scheduled
by the employee in such a manner so as to not inconvenience the employee’s department
and is approved by the department Director or his/her designee.

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

IV. PROCEDURES:
1. Each full-time, non-union employee shall be given four personal business leave days (32
hours) each January 1.

2. Personal business leave will be posted to the employee’s personal business leave bank on
the payroll that includes the pay period that covers the 15t of the month.

a. Employees may use personal business leave time before it is posted in their bank
through the Payroll process.

3. Personal business leave may be used for personal business and must be requested no less
than 24-hours prior to the beginning of the shift, except in the case of an emergency.

4. Arequest for personal business leave may be denied if the absence of the employee
would unreasonably interfere with the services required to be performed within the
Township.

5. Personal business leave days may be added to employee’s regularly scheduled and
approved vacation leave days.

6. Personal business leave days shall not accumulate and must be taken during the calendar
year. Unused personal business leave days will be lost forever.



VL.
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VIIL.

7. New hires shall be entitled to personal business leave days upon hire based on the
following timeframe of hire date:

a. January 1 — March 31 4 days (32 hours)
b. April 1 - June 30 3 days (24 hours)
c. July 1 -September 30 2 days (16 hours)
d. October 1 - December 31 1 day (8 hours)

8. Upon voluntary separation, once a two-week notice is given, personal business leave days
may no longer be utilized (during the final two-weeks of employment).

9. Personal business leave balances are not eligible to be paid out upon separation from the
Township.

10. The Township reserves the right to modify any of the preceding procedures with individual
employees.

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

2. Employees are responsible for their own personal business banks and utilizing time
necessary to not lose personal business 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 5.1.008 — Disciplinary Policy

POLICY HISTORY:
See 1.1.003 Policy Review Process, Section IV (3)(a)




