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Standards: Time Off/Leaves of Absence | Effective Date: 12/03/2020 Revised Date: 01/03/2024

I.  PURPOSE:
To clearly define the leave of absence afforded employees by the Charter Township of
Northville for periods of active service (including voluntary and involuntary service).

. POLICY STATEMENT:
It is the policy of the Charter Township of Northville to grant leaves of absence to
permanent employees serving in the uniformed services, including but not limited to the
United States Armed Forces or National Guard and Reserves, for periods of active service
(including voluntary or involuntary service), not to exceed five years. The Township will
comply with the Uniformed Services Employment and Re-employment Rights Act of 1994
(USERRA) and any applicable state laws.

. SCOPE:
All permanent employees of the Township are covered by this policy.

IV.  DEFINITIONS:
Permanent Employee. As defined in HR 5.2.001 Employment Classifications, the following
positions are considered permanent:
1. Executive
Director
Management
Administrative
Full-time union
Part-time union
Part-time non-union
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V. PROCEDURES:

1. Notice. Notice of uniformed service and the need for leave must be given to the
employee’s supervisor at the earliest possible date, but must be given prior to the
beginning of the service absent extenuating circumstances. This noftification
requirement also applies to employees who serve in the National Guard and/or
Reserves and who will miss work for regular monthly training. National Guard and
Reserve employees may provide nofification of their monthly training schedule for
the year as soon as it is available.

i. Supervisor must then notify Department Director and Human Resources
Director of the need for leave.




i. Employee’'s needing leave will be granted no less than the 12 hours
preceding the required time to report of active service, utilizing the Military
Leave Bank.

2. Military Leave Bank. A Military Leave bank will be available to those full-time
employees serving in the uniformed services. This bank will not accrue time, nor will
it roll over from year to year. Once this leave bank is exhausted, an employee may
either use other leave fime or go unpaid.

i. Employees will report hours away from work for military leave on his or her
timesheet using the MILITARY LEAVE paycode.

ii. 8-hour shift employees will have access to 112 hours of military leave on a
calendar year basis

ii. 12-hour shift employees will have access to 168 hours of military leave on a
calendar year basis.

iv. 24-hour shift employees will have access to 336 hours of military leave on a
calendar year basis.

3. Benefits. The Township will maintain group health insurance coverage for an
employee on Military Leave whenever such insurance was provided before the
leave was taken and on the same terms as if the employee had contfinued to work.
If applicable, arrangements will need to be made for employees to pay their share
of health insurance premiums while on leave.

4. Reinstatement. The Township will comply with all federal and state military and/or
uniformed service leave laws and reinstate employees who have been on a Military
Leave, provided:

i. Employees provide advance notice of their military service;

i. Employeesreturn to work or apply for reemployment in a timely manner after
conclusion of service;

ii. Employees have five years or less of cumulative Military Leave while with the
Township; and

iv. Employees have not been separated from service with disqualifying
discharge or under other than honorable conditions.

Whenever possible, reinstated employees will return to their former positions or the
position they would have attained if not for the military leave. In some
circumstances, such as if the positions no longer exist, employees will be given
positions comparable in status and pay to their previous positions.

Employees will retain seniority rights as if employment had been continuous and
had not been interrupted by uniformed service. Employees will be eligible to
parficipate in all benefit programs in which they would have participated had they
not been on leave of absence.
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VII.

In certain instances, employees may be required to undergo fitness-for-duty
examinations prior to returning to work.

Time limits for returning to work depend, with the exception of fithess-for-duty
examinations, on the duration of the employee’s uniformed service.

Service of 1 to 30 days: Employees must report to work by the beginning of
the first regularly scheduled work day that would fall eight hours after the
end of the calendar day on which service ended.

i. Service of 31 to 180 days: Employees must submit an application for
reemployment no later than 14 days after completion of uniformed service.

ii. Service of 181 or more days: Employees must submit an application for
reemployment no later than 90 days after completion of uniformed service.

RELATED INFORMATION:

HR 5.2.001 Employment Classifications
Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA)
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