in writing. Care should be taken to avoid being too specific, confrontational or
accusatory and to avoid any language that might be construed as defamatory. A general
statement is usually more appropriate that the claim was thoroughly investigated, but
could not be sufficiently documented or confirmed to justify taking formal action. The
employee should be assured that future complaints will be investigated and that the
Township is committed to eliminating wrongful employment practices when they are
found to exist. If the investigation reveals that the complainant intentionally and
maliciously levied false charges against the alleged wrongdoer, the complainant must be
notified of the seriousness of filing a false complaint, and the appropriate disciplinary
penalty under the circumstances, up to and including termination.

Response Plan — Corrective Action Required: If the investigation reveals that the
complaint is justified and substantiated, the Township Administrator will formulate with
the advice of the Township Attorney a corrective action plan as well as possible
disciplinary action. The complaining employee will be notified, in writing that it appears
that the complaint was justified and an appropriate response plan has been formulated. A
copy of the response plan should be attached to the letter. The response plan should
provide for appropriate remedial action to prevent a recurrence of the wrongful act or
behavior.

Continuing Education Procedure:

The Township will arrange for employment practices seminars at least annually to train all
managerial/supervisory personnel. The Township will also offer non-mandatory training to all
other employees with special emphasis on employee rights and protections under various federal
and State laws as well as Township employment practices. Records will be maintained in the
official personnel files of all employees trained under this procedure.

Managerial and supervisory personnel will also update employees periodically by department
meetings and memos that should address specific problems and concerns that may arise. Every
effort will be made to encourage employee suggestions about ways to avoid employer-employee
disputes and violations of employment rights.
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