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CHARTER TOWNSHIP OF NORTHVILLE

Subject: Sick Leave Policy: 5.4.004 Pages: 3

Standards: Time Off/Leaves of Absence Effective Date: 11/02/2020 | Revised date: 03/11/2025

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

POLICY STATEMENT:

Every full-time, non-union employee shall be entitled to paid sick leave equal to one full workday
(computed at straight time rates) for each completed month of service. Employees shall be
allowed to accumulate earned, unused sick leave up to a maximum of 120 days. For purposes
of and in compliance with the Earned Sick Time Act, 2018 PA 338, up to 72 hours per calendar
year of earned and unused sick leave will have no expiration and will be carried forward and
be part of the unused sick leave bank, superseding any previously accrued sick time when the
employee has already reached the 960-hour maximum.

The Township will follow the recommendations of the Centers for Disease Control (CDC)
regarding sick employees. All employees should stay home if they are sick until at least 24 hours
after their fever is gone. Temperature should be measured without the use of fever-reducing
medicines.

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

DEFINITIONS:
1. Sick day — One 8-hour period of time.

2. 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 subsection.

3. Fever - Temperature of 100.4 degrees Fahrenheit or 38 degrees Celsius or higher.

4. Medical Absences - For the medical diagnosis, care and tfreatment 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.

5. 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 treatment 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
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resulting from the domestic violence or sexual assault, to participate 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.

PROCEDURES:
1.

Employees earn sick leave throughout the calendar year. Sick leave is earned on a
monthly basis; employees must work through the 15t day of the month to earn sick leave.
Earned sick leave will be available on the 15t day of the month following the month it was
earned.

Sick time will be posted to the employee’s sick bank on the payroll that includes the pay
period that covers the 15t of the month.

a. An employee’s sick bank cannot exceed 9260 hours, as detailed in the Policy
Statement of this document.

b. Employees may use earned sick time before it is posted in their bank through the
Payroll process.

Employees may utilize sick leave for absences, as provided under the definitions, including
due to a bona fide personal iliness or physical incapacity not self-imposed by bad habits or
malicious contributing actions.

a. Sick leave must be used in quarter hours increments (fifteen minutes), per 5.2.002
Workweek and Hours Worked.

In order to receive compensation while absent on unforeseeable sick leave, an employee
must notify their supervisor within one hour of the start of shift, unless documentation is
presented that it was impossible to provide notice.

In order to receive compensation while absent on foreseeable sick leave, an employee
must notify their supervisor in advance as soon as reasonably practicable, up to seven
days in advance, of the foreseeable absence.

Under this policy, medical documentation will not be required to substantiate sick leave.
Should the Township require medical documentation, the employee will receive a request
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.



VL.

VILI.

VIIL.

Sick leave may be used for absence, as defined in this policy, including due to bona fide
illness or physical incapacity of a family member, not to exceed 72 hours per year.

a. Employee may request additional days to care for a family member due to
extenuating circumstances, in accordance with 5.1.005 Family and Medical Leave
Act.

Sick leave will not be charged for holidays falling during a period of absence due to bona
fide personalillness or physical incapacity.

Sick leave will be allowed for all medical/dental/vision appointments for employee or
family member.

10.Sick leave will not be earned when an employee is on unpaid leave or long-term disability.

1.

12.

13.

An employee may donate sick leave from their bank to another employee who is in need
of sick leave and has exhausted all available leave time, in extenuating circumstances
only. The employee donating sick leave forfeits any claim to donated time once notice of
donation is made to and approved by the Human Resources Director.

Upon separation, an employee in good standing will be paid for earned sick leave hours in
their bank up to a maximum of 360 hours. 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 earned sick leave.

Upon voluntary separation, it is requested that employees give written noftice in
accordance with HR 5.1.006 Selection & Separation Policy. An employee not providing
such notice may forfeit compensation for earned sick leave.

RESPONSIBILITIES

Employees who are sick are required to stay home and not come to work until they are free of
fever and any other symptoms for at least 24 hours, without the use of fever-reducing or other
symptom-altering medicines (e.g. Tylenol, cough suppressants). Employees must notify their
supervisor and stay home if they are sick.

ENFORCEMENT

Employees who come to work sick are in violation of this policy and will be subject to
disciplinary action per 5.1.008 Disciplinary Policy. Sick employees willimmediately be sent
home.

RELATED INFORMATION

HR 5.1.005 Family and Medical Leave Act
HR 5.1.006 Selection & Separation Policy
HR 5.1.008 Disciplinary Policy

HR 5.2.002 Workweek and Hours Worked

HISTORY
See 1.1.003 Policy Review Process, Section IV(3)(q)



