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Augusta Charter Township

Personnel Policy Manual

This Manual of Personnel Policies and Procedures was adopted by the Augusta Charter Township
Board of Trustees on November 14, 2006, and shall become effective on immediately. This manual
replaces all prior manuals, policies, and resolutions of the Augusta Charter Township Board of
Trustees which are inconsistent with this manual. This manual is written with the intent of complying
with federal, state and local law and legal requirements will take precedence when inconsistent with
this manual.

The Policies and Procedures contained within this Manual are guidelines. They are not to be
construed as a contract existing between the employees and Augusta Charter Township. Further, no
personnel policy manual can anticipate every circumstance or question about every one of our
policies. There may be situations where the need arises for us to revise, add or cancel policies.
Therefore, the Township reserves the right to add new policies, and to change, interpret or cancel
existing policies at any time. The only exception is that our employment-at-will policy will not be
changed or cancelled. The employment-at-will policy permits you or Augusta Township to end the
employment relationship at any time and for any reason. The Township reserves the right to change
these policies and procedures at any time.

The Township has and will continue to retain, whether exercised or not, the sole right to operate and

manage its affairs in all respects and retains all its powers or authority pursuant to P.A. 349 of 1947,
as amended, commonly referred to as the Charter Township Act.
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Definitions

The words and phases contained in this manual have the following meanings for Augusta Charter Township
Personnel Policy Manual:

Accounts Payable Department: A department under the Township Clerk which handles payment of invoices.

Augusta Charter Township: Augusta Charter Township as defined by P.A. 349 of 1947, as amended,
commonly referred to as the Charter Township Act.

Applicant: A person who has completed an application for employment with Augusta Charter Township.

Board or Township Board: Augusta Charter Township Board of Trustees.

Department Head: A township elected official, designated official, Trustee or township administrative employee
who has the authority to supervise, direct, and/or coordinate the operation of a designated department of the
Augusta Charter Township.

Employee Benefits Department: A department under the authority of the Township Clerk which administers the
benefits programs offered to Township employees.

Hall or Township Hall: Augusta Charter Township office located at 8021 Talladay Rd., Whittaker, Ml 48190-
0100, Phone: (734) 461-6117 or other location as determined by the Augusta Charter Township Board.

Immediate Supervisor: The person or position having direct responsibility for the oversight of a specific job or
jobs held by other persons.

Job description: A written listing containing a position’s duties and responsibilities, work schedule, designated
immediate supervisor and job classification.

Payroll Department: A department under the authority of the Township Clerk which administers employee pay.

Position: A group of current duties and responsibilities assigned by the Township and specified by a job
description which requires the full or part-time employment of one person.

Quialifications: Hiring or promotional standards for each position established by the Township Board must be
met by an applicant prior to placement in the position. These standards include education, training, licenses or
certification, and experience in the appropriate field.

Township: The Augusta Charter Township
Township Employee: An individual hired by the Augusta Charter Township Board, and on the payroll of the

August Charter Township as an employee, for a specific position. This does not include elected officials,
appointed officials, independent contractors or vendors of the Township.

Township Officer: The Township Clerk, Township Treasurer or Township Supervisor
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Purpose & Scope

The purpose of the Augusta Charter Township Personnel Policy Manual is to establish personnel policies and
procedures pertaining to the orderly operation of the Township. This manual is designed to give employees of
the Township information about Township policies, what is expected of Township employees and what
Township employees can expect from their employer.

Scope

These personnel policies and procedures apply to all full-time, part-time, and temporary employees of Augusta
Charter Township whether exempt or non-exempt, except where specifically noted or where a contractual
agreement exists. These policies and procedures do not apply to individual outside contractors, elected
officials or appointed officials who are not considered to be employed by the township. This manual also does
not apply to employees of the Augusta Charter Township Fire Department who maintains a separate employee
handbook for those employees.

All employees will receive a copy of this manual or any updates/additions upon adoption. All new employees
will receive a copy at the time of hire. However, all copies of this manual will remain the property of Augusta
Charter Township and all employees will be requested to return their copy upon termination of employment.
Review of this manual by non-employees (i.e. applicants, the public) will be subject to Freedom of Information
Act requirements.

Employment Contracts & At Will Employment

Each employee of the Township serves at the Township’s pleasure and is considered at will. Either the
Township or the employee may terminate the employment relationship at any time without notice and without
cause. This basic condition of employment is not, and may not be, modified by any verbal assurances or other
policies, procedures or practices of theTownship. Nothing in the manual is meant to create an employment
contract nor does this manual promise employment for any specific length of time. However, where provisions
of this manual differ from the provisions of an existing valid contract or collective bargaining agreement between
the Augusta Charter Township and an employee of the Township, the provisions of the contract or agreement
will prevail.

Roles & Responsibilities
Of course, no manual can answer every question or anticipate every situation.

The Township Supervisor acts as the personnel officer (per the Charter Township Act unless otherwise
delegated) and has the authority to administer and interpret this Manual. An employee who disagrees with the
interpretation or administration of anything contained in this manual, or who wishes to suggest a change to
policy or to this manual, may appeal to the Township Board.

The Augusta Charter Township Board of Trustees has ultimate authority to enforce all policies contained in
this manual subject to applicable laws, to add new policies, and to change, interpret and/or cancel existing
policies at any time. When new policies are adopted or policies are changed, all employees will be notified.
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Equal Employment Opportunity

Augusta Charter Township is an equal opportunity employer whose policy is to undertake all personnel actions
without unlawful discrimination on the basis of race, color, religion, sex, age, disability, national origin, height,
weight, marital status and all other categories protected by federal, state and local anti-discrimination law.
Augusta Charter Township will maintain a system of uniform personnel policies and procedures to assure that
only lawful employment-related criteria is considered in all personnel decisions such as hiring, promotion,
recruitment, training, development, transfer, promotion, work environment, job status, compensation, employee
benefits and termination.

Augusta Charter Township conducts its business in compliance with both the intent and letter of federal, state
and local laws to provide a work environment which is free from all forms of discrimination. Our internal policies
and procedures involving employment practices forbid any type of discrimination against all protected groups
and individuals and have been designed to promote equal employment opportunity for all.

Augusta Charter Township is committed to providing a work environment free of discrimination, however, a
discrimination-free environment can only be maintained if employees notify us when they encounter situations
that they believe to be discriminatory. Accordingly, employees are encouraged to immediately and
confidentially report such situations, even if they have discussed the situation with the individual(s) engaged in
the behavior perceived to be discriminatory, to the Township Supervisor or directly to a member of the
Township Board of Trustees. Individuals receiving a discrimination complaint, or hearing a rumor of
discrimination must immediately and confidentially report such information to the Township Supervisor or if not
appropriate, a member of the Township Board of Trustees.

Board members who receive complaints of discrimination are obligated to consult with the Township Supervisor
and/or Township Attorney to determine steps necessary to resolve the complaint. All complaints of
discrimination will be treated seriously and investigated promptly. Employees reporting acts of suspected
discrimination are protected by law from discrimination or retaliation. Employees who discriminate or retaliate
against an employee who has complained of discrimination are subject to disciplinary action, up to and including
termination of employment.

If it is determined that this policy has been violated, disciplinary action will be taken up to and including
immediate termination. The action to be taken will be determined based on the circumstances of each situation.
If it is determined that this policy has not been violated or that there is not sufficient evidence to conclude that
this policy has been violated, this outcome will be communicated to you as the employee, and to all other
affected personnel as appropriate along with the reason for this determination.

Investigative Procedure

Investigations are conducted by the Township Supervisor, Township Attorney and other appropriate Board
members The purpose of such an investigation is to determine the facts surrounding the incident and to
develop a plan for appropriate disciplinary action if necessary. Investigation of a discrimination complaint may
include, but is not limited to, interviewing the complaining party as well as other employees and/or other persons
necessary to obtain sufficient information upon which to make an assessment of the situation. In the course of
the investigation, every effort will be made to be sensitive to privacy issues, and relevant information will be
discussed with appropriate parties on a need-to-know basis.To allow for this investigation, the employee(s) may
temporarily be placed on administrative leave with or without pay. When the investigation has been
completed affected employee(s) will be notified if and/or when to report back to work and whether the leave was
to be with or without pay (based on outcome of investigation and Board decision). [f instructed to report back to
work and you fail to do so, you will be considered to have resigned your employment with Augusta Charter
Township and your separation will be processed accordingly.
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Right of Appeal

The outcome of any investigation and/or resulting action may be appealled to the Board of Trustees. In that
event, the employee or designee may state the employee’s position to the Board of Trustees, or a designee
may explain the reason for the action to the Board of Trustees, and then the Board of Trustees shall decide to

affirm, rescind or modify the action. Also, the employee may request that this meeting with the Board of
Trustees be in a “closed session” of the Board.
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No Harrassment Policy

Augusta Charter Township believes that all employees should be treated with respect and dignity. Any actions
or words that are considered to be harassment on any basis for which discrimination is prohibited by law is
strictly prohibited. Treating people with respect involves refraining from harassment on the basis of race, color,
religion, sex, age, disability, national origin, height, weight, marital status and all other categories protected by
federal, state and local anti-discrimination law. Harassment will not be permitted by an employee, member of
management, township board member, vendor, or citizen. The Township is committed to having a workplace
free from harassment and this policy works in conjunction with the Augusta Charter Township Sexual
Harrassment Policy adopted on November 17, 1998.

Harassment is defined as any unwelcome advance, request, verbal, or physical conduct that interferes with an
employee’s work performance; or creates an intimidating, hostile, or offensive work environment; or when
submission to or rejection of said conduct is made either a direct or indirect condition of obtaining or retaining
employment; or when submission to or rejection of such conduct is used as a factor in decisions affecting the
employee’s employment with the township.

While it is not easy to define harassment, the following types of conduct are not permitted:

e Unwelcome slurs, jokes, and harassing comments about someone’s race, color, creed,
religion, sex, national origin, citizenship, age, disability, veteran status or any other protected
status

e Unwelcome graffiti, cartoons, drawings, or other written comments about someone’s race,
color, creed, religion, sex, national origin, citizenship, age, disability, veteran status or other
legally protected status

¢ Unwelcome sexual advances, repeated unwelcome requests for dates, and requests of sexual
favors. Unwelcome or offensive touching or other physical conduct directed at an employee
because of their race, color, creed, religion, sex, national origin, citizenship, age, disability,
veteran status, or any other legally protected status

e Threatening or requiring an employee to submit to sexual advances in return for an
employment benefit

e Retaliation for having reported possible harassment

Any employee, who believes that the actions or words of a fellow employee, member of management, township
board member, vendor, or citizen constitute harassment should report the incident, either orally or in writing, as
soon as possible (but within ten working days of the incident) to the Township Supervisor, or if inappropriate, to
directly to a member of the Board of Trustees. Individuals who receive complaints of harrassment are obligated
to consult with the Township Supervisor and/or Township Attorney to determine steps necessary to resolve the
complaint.

All reports of possible harassment will be investigated promptly. Every effort will be made to handle all such
complaints in a fair, impartial, and speedy manner and to keep the investigation confidential to the extent
possible under the circumstances. Employees reporting violations of this policy will not be punished or
retaliated against in any way.

If it is determined that this policy has been violated, disciplinary action will be taken up to and including

immediate termination. The action to be taken will be determined based on the circumstances of each situation.
If it is determined that this policy has not been violated or that there is not sufficient evidence to conclude that
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this policy has been violated, this will be communicated to you as the employee making the complaint along

with the reasons for this determination.Investigative Procedure

Investigations are conducted by the Township Supervisor, Township Attorney and other appropriate Board
members The purpose of such an investigation is to determine the facts surrounding the incident and to
develop a plan for appropriate disciplinary action if necessary. Investigation of a discrimination complaint may
include, but is not limited to, interviewing the complaining party as well as other employees and/or other persons
necessary to obtain sufficient information upon which to make an assessment of the situation. In the course of
the investigation, every effort will be made to be sensitive to privacy issues, and relevant information will be
discussed with appropriate parties on a need-to-know basis.To allow for this investigation, the employee(s) may
temporarily be placed on administrative leave with or without pay. When the investigation has been
completed affected employee(s) will be notified if and/or when to report back to work and whether the leave was
to be with or without pay (based on outcome of investigation and Board decision). [f instructed to report back to
work and you fail to do so, you will be considered to have resigned your employment with Augusta Charter
Township and your separation will be processed accordingly.

Right of Appeal

The outcome of any investigation and/or resulting action may be appealled to the Board of Trustees. In that
event, the employee or designee may state the employee’s position to the Board of Trustees, or a designee
may explain the reason for the action to the Board of Trustees, and then the Board of Trustees shall decide to
affirm, rescind or modify the action. Also, the employee may request that this meeting with the Board of
Trustees be in a “closed session” of the Board.

Disability Accomodation

Augusta Township is committed to complying fully with the Americans with Disabilities Act (ADA) and other
applicable laws, including the Persons with Disabilities Civil Rights Act, and ensuring equal opportunity in
employment for qualified persons with disabilities. All employment practices and activities are conducted on a
non-discriminatory basis. Under the law, a disability is defined as (1) having a physical or mental impairment
that substantially limits one or more major life activity, (2) having a record of such an impairment, or (3) being
regarded as having such an impairment. Specific definitions under the ADA and Michigan law are available
from the Township Supervisor.

Our hiring procedures have been reviewed and provide persons with disabilities meaningful employment
opportunities. When requested, we will make job applications available in alternative, accessible formats, and
provide assistance in completing the application. Pre-employment inquiries are made only regarding an
applicant's ability to perform the duties of the position.

We require post-offer medical examinations only for positions that have bona fide job-related physical
requirements. An examination will be given to any person who enters the position but only after being given a
conditional job offer. Medical records are kept separate and confidential.

Reasonable accommodation is available to all disabled employees, where their disability affects the
performance of essential job functions. We make all employment decisions based on the merits of the situation
in accordance with defined criteria, not the disability of the individual.

Quialified individuals with disabilities are entitled to equal pay and other forms of compensation (or changes in

compensation) as well as job assignments, classifications, organizational structures, position descriptions, lines
of progression, and seniority lists. We make leaves of all types available to all employees on an equal basis.
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Augusta Township is also committed to not discriminating against any qualified employee or applicant because
the person is related to or associated with a person with a disability. The Township will follow any state or local
law that provides individuals with disabilities greater protection than the ADA.

This policy is neither exhaustive nor exclusive. Augusta Township is committed to taking all other actions
necessary to ensure equal employment opportunity for persons with disabilities in accordance with the ADA and
all other applicable federal, state, and local laws.

In accordance with Michigan law, employees are required to notify Augusta Township in writing of their need for

accommodation as soon as possible, but not more than 182 days after the employee knew or should have
known the accommodation was needed.

Procedure for Handling Accomodation Requests

(Augusta Township has developed a form to assist in the processing and handling of accommodation requests.)

Employee: Request accommodation and/or supervisor advises employee of accommodation policy and assists
employee in preparing Part A. Part A is sent to Department Head for consideration.

Department Head: Reviews request and makes one of the following determinations:

Can Make Accommodation: Completes Part B, returns to Employee within ten (10) days. Sends copy to
the Township Supervisor.

Cannot Make Accommodation: Completes Part B, sends to Township Supervisor for review.

Township Supervisor: Reviews request. Makes determination. Responds within twenty (20) days to
Department Head and Employee.

Employee: Accepts or Rejects. If REJECTS: Employee may request the Township Supervisor to refer request
to the Board of Trustees, for further consideration.

PLEASE NOTE: If at any time, a job applicant expresses a need for accommodation, the applicant must be
referred to the Township Supervisor

Americans With Disabilities Act Grievance Procedure

AugustaTownship has a grievance procedure for applicants and employees to provide a prompt and equitable
resolution of complaints filed under the Americans with Disabilities Act. Title | of the Act prohibits discrimination
on the basis of disability with respect to hiring and terms, conditions and privileges of employment.

Augusta Township’s obligation under Title | is to provide access for a person to participate in the job application
process and to provide a reasonable accommodation enabling an employee with a disability to perform the
essential functions of their job, including access to a building, a work site, needed equipment and all facilities
used by employees. The employer must provide access or accommodation unless this would cause an undue
hardship.

All grievances should be addressed to: Augusta Township Supervisor, 8021 Talladay Road, P.O. Box 100,
Whittaker, Ml 48190.
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1. A grievance should be on an approved grievance form, contain the name and address of the person filing it

and describe the nature of the grievance, the alleged violation and its date of occurrence. A grievance may be
filed verbally or in writing.

2. A grievance must be filed within ten (10) working days after the complainant receives an unsatisfactory
resolution to the original request for accommodation.

3. If needed, an investigation conducted by the Township Supervisor will follow a filing of a grievance.
Informal but thorough investigations will be held giving all interested persons and their representatives an
opportunity to submit evidence relevant to a complaint.

4. A written determination as to the validity of the grievance and description of the resolution, if any, will be
issued by the Township Supervisor and a copy forwarded to the complainant no later than ten (10) working
days after its filing.

5. The Township Supervisor will maintain files and records of information on grievances.

6. The complainant can request a reconsideration of the case in instances where he/she is dissatisfied with
the resolution. The request for reconsideration should be made within ten (10) days to the Township
Supervisor.

7. The right of a person to a prompt and equitable resolution of a complaint or grievance filed under this
grievance procedure will not affect a person's right to pursue other remedies with the appropriate federal
department or agency. Use of this grievance procedure is not a prerequisite to the pursuit of other remedies.

8. These rules shall be construed to protect the substantive rights of interested persons to meet appropriate

due process standards and to assure that AugustaTownship complies with the Americans With Disabilities Act
and implementing regulations.
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Types of Employees

All Augusta Charter Township employees are considered “at will” employees and are identified by one of the
following categories:

Full-Time Employee: An employee who is normally scheduled to work, and normally does work, at least
thirty (30) or more hours per week. They are eligible for benefits offered by the township for full time
employees

Part-Time Employee: An employee who is normally scheduled to work, and normally does work, less than
thirty (30) hours per week. A part time employee receives all legally mandated benefits (social security and
worker's compensation insurance) but is not eligible for other township benefits.

Temporary Employee: An employee hired for a period of set duration or one who is called upon to work
sporadically depending upon Township workload needs. Temporary employees are used as interim
replacements, to temporarily supplement the work force, or to assist in the completion of specific projects.
Assignments in this category are of a limited duration. Temporary employees receive all legally mandated
benefits (social security and worker's compensation insurance) but are ineligible for other township benefits.

Special Project Employees: Persons who are compensated directly by a particular federal state or private
grant or program are designated as special project employees. (Special project employees are not
considered regular township employees.) These employees are expected to generally follow the guidelines
outlined in this manual however, where provisions of this manual conflict with provisions of any existing
agreement between the township and the funding source, the agreement will supersede the provisions of
this manual. Special Project employees are not eligible for Augusta Township benefits unless specificied
contractually.

Volunteer Worker: Persons who are engaged in volunteer activities for the township and are not
compensated by the township (or any other funding source) and are not considered as an employee of the
township. Volunteer workers should follow the guidelines outlined in this manual except that they receive
no compensation for their work and are not eligible for any benefits offered through the township to
employees.

In addition, every employee is either EXEMPT or NONEXEMPT from federal and state wage and hour laws.

Exempt Employee: A township employee who, because of his/her duties, responsibilities, and salary, is
exempt from the overtime provisions as provided by applicable law. Typically these are executive,
administrative, professional and sales positions.

Nonexempt Employee: A Township employee who, because of his/her duties, responsibilities, and salary,
is not exempt from the overtime provision of the Michigan Minimum Wage Law and/or the Fair Labor
Standards Act. A nonexempt employee receives the minimum overtime compensation as provided by
State and/or Federal statute, to the extent the statutes are applicable. Typically these are non-supervisory
positions and are entitled to overtime pay for hours worked over 40 hours a week, or as specified by state
law.

The Augusta Charter Township Board of Trustees are responsible for determining which positions are exempt
and non-exempt based on legal criteria.

Immigration Law Compliance

Augusta Township is committed to employing only United States citizens and aliens who are legally authorized
to work in the United States. We also do not unlawfully discriminate on the basis of citizenship or national origin.
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Employment of Related Individuals

Situations which may be determined by and at the discretion of the township as problematic and should be
avoided are when:

e A personal relationship between township officials and/or employees creates or may create, a conflict
of interest, the appearance of a conflict of interest, impropriety, or the appearance of impropriety.

e A personal relationship has an adverse impact on work performance of a township employee.

In other cases where a conflict or the potential for conflict arises, even if there is no supervisory relationship
involved, the parties may be reassigned or, in extreme situations, employment may be terminated.
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Personnel Records

A personnel file, containing information necessary for effective personnel administration, will be maintained for
each employee. The personnel file may include but is not limited to: application, resume, personal data,
beneficiary information, qualifying reports, disciplinary history, letters of commendation, record of training, record
of positions held, record of leaves, insurance records, tax withholding information, and retirement information.
Employees are requested to notify the Township Clerk of any pertinent personal information changes (such as a
change in dependent status or tax withholding, change of name, address, or emergency contact information)
within five (5) working days of the change. Additional information may be requested related to benefits
administration as appropriate.

The personnel files are maintained and retained by the Township Clerk in accordance with legal requirements.
Employees have the opportunity to periodically review their records in accordance with state statutes by making
a request to the Township Supervisor or to request a copy of the file or portion or the file. Information contained
in the employee’s file will be released to third parties only upon the employee’s written authorization or as
otherwise provided for by state law.

Disclosure Policy

All employment verifications or requests for references must be directed to the Township Personnel Officer or
Township Supervisor. To protect confidentiality, we will only release dates of employment and job title. Any
request for additional information must be made in writing with written authorization from the employee to
release the information.

Freedom of Information Act (FOIA) Requests for Personnel Files

Requests for copies of documents contained in the personnel files that are made pursuant to the Freedom of
Information Act will be released only after confidential information that may be contained on the document is
deleted. The Freedom of Information Act Coordinator may contact the Township Attorney for advice in
responding to a FOIA request involving personnel records and pursuant to FOIA procedures shall notify in
writing any party requesting confidential information that the request is denied.

Social Security Number Policy

Augusta Township, in order to properly secure and protect employee social security number/identification
information, holds all employees that use or have access to any employee’s social security number and
information to the highest degree of confidentiality. In addition to the Township’s normal security and
confidentiality policy/practices, employees are prohibited from accessing, viewing or using other employees’
social security information. No employee is permitted to access or use social security numbers without the
express permission of the Township.

Only authorized personnel may access records and documents, both internal and external, which contain
employee social security number and identification information. In addition, not more than four sequential digits
of a social security number will be publicly displayed, used as an account number, password or identifier or
included in any document sent by Augusta Township, except as authorized by law.

Any documents containing social security numbers are to be shredded when disposed. In addition, the
information technology services department shall ensure that any Social Security numbers in electronic storage
are rendered irretrievable before any equipment is discarded.

Any employee or individual that accesses social security data without authorization or for illegal purposes shall

be disciplined up to and including discharge. If illegal intent is determined, the employee/individual shall be
referred to authorities for possible criminal prosecution.
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Augusta Charter Township seeks to reasonably compensate its employees for services which they provide.
From time to time, the township will study wages, salaries, and benefits paid by other employers for comparable
services, with the goal being to keep the wages, salaries, and benefits paid by the township in line with those
available in the market. However, this does not guarantee that the compensation paid by the township will
always equal or exceed those available elsewhere. The Township Board shall establish a compensation
system for township employees. Each employee shall be entitled to an annual salary or hourly wage
(established by internal and external market factors, employee’s experience, qualifications and job duty
performance) approved by the Township Board of Trustees, and as appropriated in the Township budget. All
employees’ compensation will be reviewed annually for appropriate adjustments. Any change in compensation
will be effective commencing with the first pay period following approval by the Township Board of Trustees, or
any other time deemed appropriate by the Township Board.

Michigan Minimum Wage Law

The Michigan Minimum Wage Law sets minimum wage and overtime compensation for all township
employees, except those who hold positions which are exempt from the overtime provisions of the law. In
addition, Augusta Charter Township adopted a Living Wage ordinance for Township employees.

Augusta Township Living Wage Ordinance

The Augusta Charter Township adopted the Augusta Township Living Wage Ordinance on April 8, 2003 whose
purpose (among others) is to encourage township employers, vendors, or contractors to pay a wage sufficient to
meet their employees’ basic subsistence needs. As an employer, the Township chooses to set a positive
example by adopting living wage policies for it's own workforce.

For full-time employees the living wage was initially set on 4/8/03 at $10.20 for employees who are not offered
healthcare insurance coverage and $8.70 for employees who are offered healthcare insurance coverage. This
base “living wage” will be adjusted each year subsequent to 2003 on April 30" by the amount of increase in the
federal poverty guidelines published by the Department of Health and Human Services and as specified in the
Augusta Township Living Wage Ordinance. The living wage will be calculated and posted by the Payroll
Department. Any salaries falling below the living wage may be adjusted at the time of the calculation at the
approval of the Township Board. This policy does not guarantee any salary adjustment for any employee
whose rate of pay is above the applicable “living wage”.

Workweek

The workweek for the purpose of calculating overtime is the seven (7) calendar day period beginning at 12:00
a.m. Sunday.

Overtime
If overtime work is necessary, the employee must have prior authorization from their immediate manager.
Employees will be paid one and one-half times their regular hourly rate of pay for all hours actually worked in

excess of 40 hours per week or as required by Michigan State Law.

Sick leave, vacation, holidays, and personal leave of absence will not be considered hours worked for purposes
of calculating overtime pay. Nonexempt employees cannot be offered time off in lieu of overtime pay.
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Travel Time - Work Time
Non-exempt employees receive travel pay when performing a requested assignment away from the ordinary

worksite and normal work hours as directed by law. You should speak with your immediate supervisor or the
Township Supervisor regarding Augusta Charter Township’s Travel Time guidelines (see Travel Policy section).

Payroll Procedures

Employees are paid by check monthly. No employee’s check will be given to any other person except on
written request, bearing the signature of the employee.

Payroll deductions are made as required by federal and state law, by court order or to pay for appropriate
employee benefits as approved by the employee.

Any payroll questions or problems with your paycheck or the computation your paycheck should be directed to
the Payroll Department.

Direct Deposit of Payroll Check

Augusta Charter Township offers payroll direct deposit to a specified bank account. To begin the service, verify
that your bank participates in the Automated Clearinghouse or ACH, complete the Direct Deposit form, return
the completed form, with your voided check attached, to the Payroll Department

Upon establishing direct deposit you will continue to receive a payroll advice that confirms the amount
deposited. Upon separation of employment any final pay will be mailed to the current address on record, not
directly deposited.

Wage Advances
The township will not advance money to employees against wages unearned or currently being earned.

Garnishments and Support Orders

Garnishment of wages may occur if an employee fails to meet a financial obligation. The township will comply
with any lawful court order to deduct a certain portion of the wage from the employee’s paycheck. Notice of
garnishment will be placed in the employee’s payroll records.

Record Keeping

The FLSA requires employers to comply with requirements of 29 Code of Federal Regulations, Section 516,
which requires customary timecards be maintained for each employee. Hourly employees are required to
submit a signed time card/time sheet to the Payroll Department weekly. All time worked must be approved and
signed by the Immediate Supervisor. The Augusta Charter Township work week begins on Sunday and ends
the following Saturday.

Time and Absence Reporting
In order to comply with U.S. Department of Labor standards concerning time and attendance records, separate
time sheets have been developed for use by nonexempt (hourly) and exempt (salaried) employees.

Nonexempt employees must specify their hours in and out each day, including lunch periods, as well as identify
absences such as vacation or sick time.
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It is not necessary for exempt employees to submit a time sheet for each pay period. However, exempt
employees must submit a time sheet for any pay period wherein there are any exceptions to their time such as
vacation, sick or other absences for which a half or whole work day (or more) is taken. Exempt employees are
paid a base salary for job performance, not hours worked, and overtime pay does not apply to exempt
employees. Non-exempt employees must record time accurately and time worked will be rounded to the
nearest 15 minute increment for pay purposes.

All timesheets must be signed by the employee and approved by the Immediate Supervisor.

It is essential that overtime/travel time is accurately reflected on your time sheet so that such time is properly
compensated. Improper reporting of time worked is subject to disciplinary action.

Holiday Pay

Eligible full time exempt and nonexempt employees shall receive a normal (regularly scheduled number of
hours) day’s pay at their regular (or hourly) rate for all recognized holidays. Part-time employees are not eligible
for holiday pay. An unapproved and/or unscheduled absence from work the day before and/or the day after a
holiday may require appropriate documentation in order to receive holiday pay if the holiday is not worked.

The township observes the following holidays when the township office is closed:

Martin Luther King Day Independence Day
President’s Day Labor Day

Good Friday Thanksgiving Day
Memorial Day Day After Thanksgiving

Christmas Week (5 days of pay incorporating Christmas Day, New Year's Day and the week days in between).

The Christmas Week holiday generally m