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DISCT.ATMER

THTS EMPLOYEE HANDBOOK IS INTENDED TO INFORM YOU OF THE
TOWNSHIP'S EXISTING POLICIES AND PROCEDURES. IT IS NOT A CONTRACT
OF EMPLOYMENT, NOR IS IT A GUARANTEE OF ANY PARTICULAR TERM COR
EMPL.OYMENT . EMPLOYEES OF THE TOWNSHIP ARE "A{I’—WII&; EMPLOYEES"
WHICH MEANS THAT YOU SERVE AT THE PLEASURE OF THE TOWNSHIP. THE
TOWNSEIP RETAINS. THE RIGHT TO TERMINATE YOUR EMPLOYMENT AT ANY TIME
AND FOR ANY REASON. '

BY ACCEPTING EMPLOYMENT, I ACKNOWLEDGE AND UNDERSTAND
THAT I AM AN AT WILL" EMPLOYEE. I ALSC UNDERSTAND THAT IF I AM
SUBJECT TO A COLLECTIVE BARGAINING AGREEMENT OR CIVIL SERVICE

REGULATIONS THOSE PROVISIONS WILIL. APPLY.

SIGNATURE:
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BOSTING OF NOTICES

All notices regarding Jjob/position openings, changes in
polici‘es and/or procedures, and ‘any other J.n:Eormat:Lcn the Townmship
of Nutley deems of importance to the Township of Nutley employess
will be posted at the Town E=1].

All: Township of Nutley emplcoyees are required to check for
notices and are deemed to have read them. '

All employment notices and postars required by law including
the U.S. Department of Labor, the Equal Employment Opportun:.,ty
Commission and the New Jersey Department of Labor shall be posted
in an open and accessible location.

Any questions regarding any posted notices should be addressed
to the employees_depa;tment head.
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_ All empl.oyees are considered to be employees at will unless an
exixployee has an' employment -contract with the Township of Nutley.
The Township retains the right | to terminate any at will employea.
This provision will not conflict with any rights of any employee
‘subject to a Collective Bargaining Agreement or the New Jersey

Division of Personnel Rules and Regulations.

i
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supervisor or a designated Personnel officer. Depénding ocn the
conduct which is i.nvoived, the apprcpriaté berson will begin an
inves{:igation of the charges. Once the investigation is complete
the repbrting employee will: be notified. in writing of the
investigations results and of what, if any, disciplinary action is
taken against the accused.

L
L]

No one is permiﬁted to take any retaliatory action
.against an employee who reports discriminatory or harassing condﬁct
to the Personmnel Officer. If it is determined after a éomplete
investigation that tl.:Le reporting employee levied intentionally
false charges -against the accused thé reporting employee will be
notified of this determination in writing and will be subject to

discipline up to and including termination..
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SMOXING POLICY
Smoking is not permitted in any municipal office or anywhere

'in municipal building in accordance with -State Law, (N.J.A.C. 5:23-
11.1 et seq.)
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Medical énd dental, legal or other such appointments should be
.. made séo.-.as not to interfere with an employee’sjvibrk day. Emergency
appointments made during the work day should be reported to the
Department Head as socn as possible.

Unauthorized and unreported absences may result in an employee
not being paid for the time away f:t:om work, or other disciplinary

action.
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It is against Township policy to discriminate against or to
harass an employee on the basis of his/her religiocus beliefs or the
lack of religiocus beliefs. ‘

No distinction based on religion shall apply -in employment
opportunities, wages, hours or work, or other conditions of

employment. Reascnable efforts will be made to Zccommodate the

] [
'

religious' observances and practices of an employee unless it is
unreasonable to accommodate such observances and practices and
accommodation would result in an undue hardship to the conduct of
business. The Township will consider such factors as: |
| - business necessgity
- financial costs and expenses, and
- resulting personnel problems

in order to reach a reasonable accommcdation.

5
i
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INTRODUCTION

All employees have the right to work in an environment free
from discrimination including freedom from sexual harassment. It
is the policy of the Township of Nutley that harassment on the_
basis of sex is unacceptable conduct in the work place and will not
be tolerated The intent of . this pol:.cy is to create an
environment free from s *'ual harassmeut within the work pPlace.

All Township emplovees will be governed by pol:Lc:Les and
‘procedures of the Tovmshlp of Nutley regardless of their emplcyment"

status.

II. DEFINITION
A. Sexual Harassoent directed to any employee, male or female, is
a vicolation of State and Federal law. Under law and under this
policy, sexual harassment includes, but is not limited to, .
unwelcome sexual adv-ances; requests for sexual favors and offensive
verbal or physical conduct of a sexual neture when - |
1. Submission is made eilther ex;_ﬁlicitly or
implicitly a cond:.tlon of employment oxr
2. Submission or reject:.on is used as a bas:.s) for
employment dec:.s:.ons.,- or
By Such con&uc*e, of 2 pervasive or severe nature,

which has the pu:r:pose or effect of interfering
with an individual’s work performance by
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.creating an - intimidating, hostile, or
offensive working environment .
B. The intention of a person conducting such harassing behavier

is not relevant.

C. Examples of con@uct which may constitute sexual harassment
include but are not limited to:
- unwelcom:e sexual propositions;
- séxually' graphic statements about an
individugls’ body
- remarks with a sexually demeaning implicétion;
- unwelcome touching, patting, or other physical
contact of a sexual nature.
- unwelcome sexually explicit humor;
- suggesting or demanding sexuzal involvement
which may :anlude implied or explicit threats
concerning one‘s Jjob status or employment-
condition.
5. The open display of sexually suggestive objects or pictures in
the work place is inappropri.ate to 'the ‘functio'n of the Township of

Nutley.

ITI. PROCEDURES
A. Informal Complaints/Observations
Township employees in managerial or supervisory capéqities who

become aware of sexual harassment in the work place, whether by an

: 9
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informal ccmplamﬁ or.by persc-nal' cbsexvaticns of activities, are -
responsible for addressing the inappropriate behavior by utilizing
procedures ocutlined in the Superviscrs Policy and Procedure Manual
- and by not:.fy:.ng a des::.gnated "Personnel Offlcer'! who shall beg:v.n
a formal mvestigat:.on.

B. Formal Complaint

Employees. who believe that they have been subjected to sexual
harassmenﬁs by any co-employee, supervisor, glected official or
. vi,sitor shall report the incidents in writing to their Department
Supervisor. In the event 1.:he Township is directly involved , the
matter shall be reported to the designated perscmnel officer. Ilf
the person.ne" officer is directly involved, the matter shall be
reported to the Mayor of the Township of Nutley.

The complaint will then be promptly investigated by the
appropriate party. The investigation shall inelude- the taking of
statements from the complainant‘ and taking statements from any
witnesses and co-workers, as well as the alleged harasser. The
objective of the investigation is to obtain the bas:r.s for the
complaint while giving fair notice to the accused of the facts upon
which the complaint is based. Dur:.ng the investigation, all
complaints, statements of the complainant’s alleged haréssgr, as
‘well as statements of any witnesses or individuals providing
Statements or materials corroborating or defending the matter,
shall be processed with utmost concern for confidentiality. a1l
investigations shall be handled expedlt:!.ously and the written
reports shall be forwarded to the Township within 30 w-::rk:.ng days

10
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following the receipt of the complaint. The reporting emplovees

will be notified in writing of the investigator‘s results and what,

if any , plan has been formulated.

- If it is determined after a complete investigation that the
reporting employee levied 'intentionally false c:ha.rges against the
accused the reporting employee will be notified in writing of the
determination and will be subject to discipline up to and including

*

termination.
IV. Discipline- B

:J_;ny employee who vioclates this policy will be subject to
appropriate discipline. This may include a warning, suspension or
dismissal, depending ﬁpon the circum'stanceé, as well as the

frequency and severity of the activity, consistent with the

Township’s disciplinary policies. ‘

11 '
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=D T ONT LICY

The Towmship of ‘ Nutley has had a2 long standing commitment to
equal opportunity in the workplace. An importa.l.{t. aspect of that
commitment is the provision of a working environment free from
discrimination harassment or hostility based upon an employee’s
race, religion, color, national oi‘igin, nationality, ancestry, age,
marital status, sex, sexual orientation or Dhysical or, mental
disability. '

i2
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The Township of Nutley fully supports the law on

‘nondiscriminatiorn in employment and will put forth a maximum effort

to fully utilize and develop the potential of all citizens without
regard to race, coJror, creed, nationmal origin, physical disability
that does not interfere with the ability to do work required,
anceét’ry, age, mar:.ta.l status, - sex, political‘ affj:liaticn,
association membership or association activities, or non-
association membership or for liability for service in the armed
forces. Age shall be a valid factor for empioyment only where it
is required for the position by law, or whether it is lawfully an
occupaticnal requirement. Each prospective employee must receive

a pre-employment physical and pass said physical in order to be

.employed.

13
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Adequate persomnel records shall be maintained for each
employée of the Township. These records shall include: dates of
appointments and promotions; job titles; salaries; commendations;
perfomancg ev-'alﬁations ; disciplinary actions; amounts of leave
~accrued and used; and a recqrds'of the employee’s trainﬁmj and
othexr rel;ted matters. These records are considered to be of a
.confidential nature and are available on;l.y to‘ thé employee or to
suéervising Personnel on a nesd-to-known basis. Employees are
entitled to review thé contents of their Personnel folder but noé
that of other employees.

Employees wishing Eo see their perscnnel folders will call the
perscmnel officer for an appointment. Any such review of personnel
folders by the employee will be done in the presence of the
' personnel officer.. Employees will not be permitted to tgke
personnel folders outside of the personnel officers office or to

remove documents from this folder.

14 .
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DISCIPLINE

_ It is the responsibility of the immediate supervisor .to
enforce and maintain proper discipline. To insure that employees
ate informed when infractions or shortcomings are -ncted, a
progressive disciplinary procedure will ordinarily be utilized.
In certa:l.n. severe instances, it may be necessary to bypass cne or
more of the prelz.minary' steps in -order to impose suspens:.on oxr
dismissal of an employee as spec:.f:.ed by the New Jersey Department
of Personnel.
The following disciplinary procedures will apply except in

such cases where other actions are warranted. |

Step 1. - Perscmal Interview - The immediate supervisor will have =
. persopnal interview with the employee. The supervisor will call to
‘the employee’s attention specific acts of unsatisfactory conduct or
performance of duty and prepare a report of inclusion in the

employee’s personnel file.

St 2 - Writt - If an employee fails to improve
''following a personal interview, a written reprimand will be
prepared by the immediate supervisor outlining in detail the
unsatisfactory conduct or performance of ,duty. If thfe supervisor
feels it appropriate, he/she may also outlipe possible
recommendations for corsecting the unsatisfactory ecnduct or
" performance of duty. The original copy of the reprimand will be

furnished to the employee and the copy signed by .him or her.

15
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Acknowledged recsipt of the reprimand will be sent to the Perscnnel
Officer for inclusicn in the employee s persommel file.

_ MMM In the event that the employee
- fails to :.mprove after both a personal J.nterv:y.ew and ‘written
reprimand, the immediate supervisor will bring the details to the
attention of the Personmel Officer. If it appears that a
suspe.nsz.on 1s necessary and upon approval of the Department Head,
the D:Lrector will issue a suspens:.on letter to the employee. the
‘letter will specify the reason for suspension and the length of
time the employee will be suspended.

[y

Step 4 - Demotion the lowering of an emplovee in rdnk ‘
Step 5 - Dismissal In the event that unsatisfactory conduct or
performance persists, dismissal may be warranted. Under those
circumstances, a dismissal notice will be issued in accordance with
the rules and reguiat'ions of the New Jersey Department of
Persommel. If disciplinary action is taken, the procedures of the
New Jersey Department of Persomnel and any collective bargaining
agreement in effect shall be followed. - | ,

Srounds for Disciplinary Action - Many types of comduct may be
‘grounded for disciplinary action, including dismissal.  These
include, but are not limited to the following: |

1. Nedlect of duty.

2. Incompetency or inefficiency.
3. Incapacity due to mental or Physical
disability.

16
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10.
11.
12.

13.

14,

15.

16.

Insubordination or sexriocus breach of
discipline.

Intoxication while on duty.

Chronic or excessive absenteeism.

Disorderly conduct. ' .

Violation of any of the provj.sions cf the
statutes rules, or regulatioms relating to the’
employment of public employees. '
The con;riction of any criminal act or offense.
Negligence of ,: -or willful damage to public
property, or waste cf public supplies.

Theft or inappropriate removal or possession
of property. ' .
Conduct unbecoming an employee in the pﬁblic
service. ‘

Falsification of attendance records..

The use or attempt to use one’s authority or
official influence to control or wodify the
'political action of amy person in the service
or engaging in any form of political activii::y
during working hours.

Fighting or threatening violence in the work
place.

Possessicn, distribution, sale, transfer or

use of alcohol or illegal drugs in the

17
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workplace, while on duty, oz ?vhile cperating
employer-cwned vehicles of equipment

17. Violation 'o'f safety or health rules.

18. :Smoking in prohibited areas-.

18. TUnauthorized absence from work station during
workday.

20. ;Unauthorized disclosure of business "secrets”

or confidential information.
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FROBATION

Probation is a period of fixed duraticn during which an
enlployée learns the duties and responsibilities of the positicn.
During this pexriod, superviso_rs evaluate the employee’s work

performance and conduct to determine whether the employee merits

pPermanent status.

If the employee’s performance is unsatisfactory during this
probation périod_, the Supervisor, may dismiss 1.:.h,e employee or in
the case of promotion, revert the .employee back to the former
posif;ion.

In all cases, an employee appointed to a permanent position
will be subject to a probationary period of two (2) months
- An employee Probatiomary Report will be completed by the

respective department head.

1s
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Term:.nat:.on of employment is an inevitable part of pe;somel
activity w:.th:.n any Township, and many‘ of tlie reasons for
term:.nat:.on are routine. Below are examples of some of the most
common ncn—d:.sc:.pl:.nary circumstances under which employment is
termi.nated.

-M - employment tempatlon jnitiated by an employee who
chooses to leave the Township volu.nta'rily..
DISCHARGE - employ;nent termination initiated by the Township as a
result of elimination of job or reduction in force. b
LAYOFF - involuntary ‘employment tezmination initiated by the
Township for nondisciplinary reasons which it is hoped will be
temporary.- '
MEDICAT, TERMTNATION - voluntary retirement from active employment

status initiated by the employee.

All termination will be accomplished in accord with the
regulat:.ons of the New Jersey Department of Personnel. _

Superviscrs will generally schedule exit interviews at the
time of employment termination. The exit interview will afford an
opportumity to d:.scuss such issues as employee benefits, ccnve;sion
];J:::l.vzl.lu-.ges.1 repayment of outstanding debts to Townsh_'z.p, orllre;:urn
of Township owned property. Suggestions, complaints, and questions
can also be.voiced.

Employees will receive their final pay in accordance with

applicable state law.

20
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Employee benefits will be affected by employment téﬁination
‘in the following manner. All accrued, vested bemefits that are due
é.nd payablé at termimation will be paid. Some beﬁ.ef_its may be
continued at the employee’s expense if the employse so chooses.
The employee will be notified in wr;'.ting of the benefits that may
be continued and of the terms, condi.tiéns, and limitations of such

continuance.

She

. 21
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Employees of the Township may resign in good standing by
giving the Township via the depart:me.nt head at least fcu:cteen (14)...
days writtem notice, unless the department head a.nd Tcwnsh:.p
consent to a short notice. If an employee res:.gns without giving
.the requ:.red notice; the employee shall be held as having resigned
net. in goed standing, and will not be con51d?red for reemployment.
Any employee who is absent from duty without properl notlificaii'.ion
will be considered as having resigned, not in good standing. ‘

Accrued vacation and compensatory time will be paid at time of
termination for employees in good standing. Vacation leave
requested during the two week notice period will be at the
discretion of the Township upon recommendation of the department -
head.

No employee is entitled to retro-active pay increases if the
employee has left the employ of the Township of Nutley due to

resignation.

22
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SICK LEAVE ACCRmAL,

Sick Leave benefits are as stated in Township ordinance § 45-3

s e g . entitled "sick Leaven".

23
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SAFETY

To provide a safe and healthy work environment for empi’oyees,
customers, and visitors, the Townsﬁip of Nutlgy has a workplace
safety program. This program is a top priority .f_d',:r: the Township.

The Township provides iﬁformation to employees a.'bogt workplac_e
safety and health issues through regular internal communication
charmels stich as superviscr-employee meetings, bulletin board
posting, memos, or other w?:'itten commmications.

Employee saféty and health is a major concern of the Towﬁship.
It is essential that duties be performed in a safe manmner for t'he.‘
protection and welfare of all employees and the public.

Safety equipment ;.ssued to employees must be worn and/oxr
utilized on the job. Failure to do so will result in disciplinary
action for any employeé and his/her supervisor. Specific safety
rules for Township employees will be developed by the Department
Heads.

‘Employees and supervisors receive Periodic workplace safety
'traiuing. The training covers potential safety and health hazards
and safe work practices' and procedures to eliminate or minimize
hazards. .

Scme of the best safety lmprovements ideas come form
employegs . Those with ideas, concerns, or suggestions for iméroved
safety in the workplace are éﬁcouraged to raise them r.nith their
supér:visor, or with another supervisor or mamager, or bring them to

the attention of the Commissioners. Re}:orts and concerns about

24
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.workplace safety issues may be made ancnymously if the employee

wishes. All reports ¢an be made without fear of reprisal.

Each employee is expected to cbey safety rules and to exercise
caution.in all work activities. Employees must immediately report
any unsafe condition to the appropriate supefvisor. Employees who

violate safety standards, who cause hazardous or dangerous

situations, or who fail to report or, where appropriate, remedy

such situations, may be subject to disciplinary action, up to and

l <
including terminaticn of employment.
| In the case of accidents that result in injury, regardless of

how ;insignificant the injury may appear, employees should

‘immediately notify the appropriate supervisor. Such reports are

necessary to comply with laws and initiate insurance and workers’

compensation benefits procedures.

25
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MANAGEMENT RIGHTS

The Township of Nutley hereby retainsg and reserves unto itself
without iiﬁitat;ion all powers, xrights, authofitir, duties and
responsibilities conferred ‘upon and vested in it by the laws and
-copstitution of the State of New J’ersey and of the United States
including, But not limited to, the following rights:

a. To wmanage and control t]:}é affairs .of the

Township and its properfiés and facilities,
the operatio;:z;,__. of its  department, and the
activities ofg:.flts employees; :

b. To hire all ;‘iémployees and, subject to the

provisions of Department 6f ﬁersonnel

requlations, to determine

1. Their qualifications,
2. Standards of performance they must
meet,

B 5 Conditions of their continued
employment or assigoment, their
promotion or transfer.

c. To lay off - , suspend, demote, discharge or
take other disciplinary action for good and
just cause according to la:w;

. F ‘
da. To promulgate rules, regulations, policies and'
procedures to effect the orderly and efficient

administration of the Township of Nutley.

26
6-25-97

!




———mi e

It is the duty of all employees of the Township to deal with
the public in a pleasant and courteous business-like manner.
Employees are to treét co-workers of the Township of Nutley with
courtesy and respect within their daily contact.

If employees are found to be conducﬁing themselves in a manner
conﬁrary to the provisions stated abcvé,'they ﬁay.be subject to

éi'sciplina:y’ action.

27
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APTEARAMNCE

‘ Dress, g-room::.ng, and perscnal cleanl:.ness standards contribute
to the moral of all emplcyees and afrsct the bus:.ness image the
Townshilp presents to customers and visitors.

Townsh:.p employees are required to present themselves in a
neat, orderly, bus:.ness like mannexr a:nd to dress appropriately for
the work they perform. .Where un:l..f.orms are required, they must be
worn. The wearing of a shabby or worn unifcrm reflects adversely
on the Township and w:Lll be regarded as improper conduct.

This policy :anorporates, by reference, all references to
uniform and dress conta:.ned in all Collect:l.ve Bargaining Agreements
in force between the Townsku.p and its employees. Failure to abide
by the terms of such agreements shall be deemed improper conduct.

Employees are prohibited from wearing Township uniforms after
official working hours ;xcept from coming to and returning home

‘from work.

28
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USE OF TELEPHONES

- Telephones are only to be used for the daily business of the
Township. Persbnal calls should be avoided except for essential

calls. Collect calls are not permitted and will not be accepted.

29 |
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Equipment and vehicles essential in accomplishing job duties

are expensivé and may be difficult to“ ‘replace. ' When using-

‘property, employees are expected to exercise care, perform required
maintenance, and follow all -operating instructions, safety
standards, aﬁd guidelines.

All Township wvehicles are to i::e ﬁsed for official pusiness

1

only. Vehicles may: not be used for any personal use.

Persocnal use of a Township vehicle shall be cause for .

disciplinary action and/or removal from employment .

Only authorized personnel may _b‘e transported in Township
‘wehicles.

Please notify the supervisor if any equipment, machines,
tools, or vehicles appear to be damaged, defective orl in need of
-repair. Prbn@t reporting of damages, defects, and the need for
repairs could prevent &—;terioration of equipment and possible
injury to employees or others. The supervisor can answer any
questions about an employee’s responsibility for maintenance'land
<::are of equipment or wvehicles used oﬁ the jcb.

The impropex, careless,' negligent, destructive, or ms;fe use
or operation of eguipment or wvehicles, as well as excessivé~ or
avoidable traffic and park.iﬁg violations, can zresult in

disciplinary action, up to and including termination of employment.

30 -
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Vehicle Accident Report: All accidents invelving Township
owned vehicles must be reported to the dgpartméntfhead. Written

reports shall be prepared and filed.

alig
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Emplcyees are responsible for taking care of- any equipment

.assigned to them. Supplies are to be properly utilized. Employees
of the Township of Nutley shall not remove, or in any way assist in
the removal of supplies, materials, goods or equipment belonging to
the Townshipioffices, unless such removal has been authorized by
the department head. Employees are not to use equipment, supplies,
postage, or othe‘r materials of the Township of Nutley foi‘ personal
use. Unauthorized use or removal of muhicipal equipment and
supplies may be caused fozé disciplinary action and/or removal from

employment. i
f
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Employees of the Township of Nutley are entitled to the
following paid holidays or as may be adopted by Resclution.

New Year’'s Day

Martin Luther King, Jr., Day
Lincoln’s Birthday - -
Washington’s Birthday
Good Friday

Memorial Day

4th of July

Labor Day booa
Columbus Day

General Election Day
Veteran‘’s Day . .
Thanksgiving Day

Day after Thanksgiving
Christmas Eve 1/2 day
Christmas Day '

New Years Eve 1/2 day

The observance of religious holidays’ other than those listed
above may be granted and charged as a perscnal day or a wacation
day. Other days may be substituted for the days named herein if

the job I_'equ.ired an employee to work on the days named.

' PROCEDURE
1. If a holiday falls on a Sunday, it shall be ocbsexrved on

.the following Monday. If a holiday falls cn 2 Saturday it shall be
observed on the preceding Frlday

2m If an official holiday occurs omn a normal w:ork day of a
permanent part-time eﬁtployee, the employee is entitled to paz;t-time

bholiday pay-

. 33



3. If an officizl boliday occurs while an employee is on
sick or vacation leave, the employee shall not have that hol:.day
.charged against sick or vacation time.

‘ 4. When nécessary to maintain municipal seréices  and an
employee is regquired ;:o work on an official holiday, the emplovee
will be .compensated at the rate of cne and one half times the

salary rate.

5. In ordex tc; qualify for the holiday pay, employees must
woxrk their scheduled workday immediately precediz;g 'and immediately
following the holiday unless on excused a.bsenée.

6. The holiday must” fall on an employee’s scheduled woxrkday

in order to be eligible for boliday pay.

34
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The Bereavement policy is as stated in Ordinance §45-7 et seq.

PROCEDURE
Employees should notify the department head as soon as

possible. Reasonable proof of death will be accepte&.

35
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JURY DUTY

In the event that an emplovee is called to jury duty, time off
without loss of pay will be granted as the court reqﬁifes. Absence
from work will not be counted against regular vacation periods ox
sick leave accumulation. The employee will be paid only for the
time requiredito serve om jury duty, and if there are times the
employee ,is not scheduled for jury &Lﬁ:?, then in that case, must
repért to work.

If the employee is re_leased from jury duty on or before 12:00

nocn on any morning, he/ sﬁ_e is to return to work immediately after

the lunch periocd. The _emﬁg’loyee is required to turn over the jury’

duty check to the Township of Nutley.

1]
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FAMILY LEAVE ACY

_ The Township acknowledges the rights of its employees under
the Americans with Disabilities Act (ADA) and the Family Leave Act
and endeavors to follow same.

Permanent employees who have no earned or accumulated vacation
leave, sick leave, or compensatory time, may be granted a leave of

-

'absené:e not to exceed six months upon approval by the Township, and
the Departmeént of Civil Service. If extended leave is required, an
additional six wmonths may be consideréd at the regquest of the
emplol:ffee for approvél by the Township and the Department of Civil
Sexvice. No further maternity leave or family leave beyond one
year shall be allowed. Employees may return to work prior to the
expiration of their approved leave of absence, with the approval of
the Township upon presentation of a doctor’s certification of their
ability to return.

With the Supervisor‘s approval, employees may take any
available sick leave or vacation leave as part of the approved

‘period of leave.

PROCEDURE

As soon as eligible empioyées become aware of a need for a
medical leave of absence, they should regquest a leavi from their
supervisor. A physician'’s statement must be provided ver:r.fy:.ng the
medical disability and its begimning and expected ending dates.

Any changes in this information should be proﬁrptly repprtéd to the

1
J
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employer. Employees returning from mediczl leave must Provide a

‘physician’s verification of their fitness to return to work.

38
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MILITARY LEAVE (With or Without Pay)

Military Leave will be as ocutlined in N.J.A.C. Rule 4:1-17.3

" and Ordinance §45-2 et seq.

.39
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DETARTMENT RULES AND REGCLATIONS

Subject to the épproval of the Township, a department head
may, ffom-time, establish, amend and supplement written rules and
regulations affecting the .personnel and .inte:nal ocperations of
his/hexr department. éuch department rules and regulations shall be
consistent with New Jersey State Statutes, the Policy and Procedure
Manuals and any other Township ordinagce.

i

PROCEDURE

The rules and regulations shall be in writing, signed by thei
Head of the Department and approval by the Township.
- They shall be binding on all persons subject to' the
jurisdiction of the départment.

A written copy of such rules and regulations shall be
distributed to personnel of the department affected and shall be

posted in the quarters of the department.

40
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ATTENDANCE

Uhsatisfactory ‘attendance includes . abuse of sick leave,
absence that pracede/follow regularly scheduled days off or
holidays, and continued tardiness. All unauthorized and unrepcrted
absences shall be considered absencde without leave, and deduction
‘of pay shall be made for such period of absences. Absence without
leavel for five of more days or part therecf shall be grounds for

immediate dismissal from the Township of Nutley.

DPROCEDURE
ix Employees have the responsibility to notify their

super\fisor priocr to the beginning of their assigned starting time
if they are going to be absent or tardy.

2. Department heads should warn employees about excessive
absences and lateness and explain disciplinary actions which will
'resuit‘ if the employee’s attendance record does not improve.

3. The first warning for tardiness or excessive absence
;hould be oral with a written wmemorandum, noting date and
part:x.culars, s:.gned by the department head. Said memorandum shall
be forwarded to the Personnel Officer and placed in the employee’s
file. ) 5

4. Subsequent warnings must be in writing and s:‘iéned by said
employee. Should the employee object to signing the written

warning, the department head must so note aon the memorandum. Said
i P
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‘memorandum will then be forwarded to the Personnel 0Officer and

placed in the employee’s file.
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ALCOEOLIC BEVERAGES

Possession and/or consumption of alccholic beverages while on
the job is prohibited and engaging in such activ:i.ty: will subject an
emplc;yee to discipliﬁaiy action.

Employees who report to work intoxicated will be removed from
‘the job site by their supervisor so as not to disrupt the work
actiﬁt'y or pose a danger to ot.ﬁe;‘ employees cn the job site.

Employees so removed wiil not ‘be paid for the femamin;‘
port:.cn of the work day -and will be subject to additiomal

d:Lsc:Lle_nary action up to and mcludlng discharge.

PROCEDURE
It will be the responsibility of all supervisors, division and-

department heads to insure compliance with the Alcoholic Beverage

Policy.

43
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pursuant to the Drug-Free Workplace Act of 1988, the Township

of Nutley does hereby adopt the following:

DEFINITIONS.
1. The following definiticmns shall apply in this policy:

a. 1CONVICTION® means 2 finding of guilt, whether as a
result of a plea of guilt or a trial by an judicial body charged

with the responsibility ;,;_'t—._o determine vioclations of Federal or State

criminal codes.
b. sDRUG" means va controlled substance as set forth 1o

Schedules I through V. s'e'ction 202 of the Controlled Substanée Act

(21 UT.s.C. 812) and Schedules I through V of the New Jersey

controlled Dangercus Substances Act (N.J.S.A. 24:21-1 et seq.), but

does not in_clﬁde tobacco, tobacéo products or distilled spirits,

wine, or walt beverages, as de.fined-in N.J.8.A. 33:1-1 et seq.

c. TEMPLOYEE" means all employées ‘who are employed . in any
capacity by the Township, whether full or part-time, and whe‘ﬁher in

the career or unclassified services.
d. TWORKPLACE" means the physical area where the q:perat;.ions

of a department or agency of the Township is carried on,. whether

said premises are owned, jeased or used by the Township, and

‘yncludesa, but is not 1imited to buildings. grounds and parking

facilities where any employee perfo

44
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work activity. Workplace includes any vehicle used to travel

between such sites.

2. This policy shall apply to all Township workplaces.

3. The unlawful manufacture, distribution, dispensaticn,

possession, and/or use of a drug in the workplace is prohibited.

L DL PR S T TP
T T ] . .
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The Township of Nutley provides a comprehensive workérs'
compensation ‘insurance program at no cost to employees. This
. program covers any -injury or illness sustained in the course of
employment: that requires n;edical, surgical, or hospital treatment.
Subject to applicabie leg;l requirements, workers’ compensation
insurance provides benefits afﬁer a short waiting period or, if
the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illness shoulé
inform their supervisor immediately. No matter how m;nor an om-
the-job injury may appear, it is impoftant that it be reported
immediately. This will emable an eligible employee to qualify for
coverage as quickly as possible.

The Township will not be liable for the payment of workers’
compensation benefits for injuries that occur during an employee’s
voluntary participation in any off-duty recreatiomal, social, or

athletic activity sponsored by the Township.
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CONIAGIOUS DISEASE

It is the policy of the Township of Nutley not to discriminate
on the basis of disability, and to maintain compliance with the
American with Disabilities Act. However, compliance with the ADA
must be -balanced with the health, benefits and welfare of co-
'employees and the citizens of the Township of N‘utley. If an
employee has learned that bhe/she . had been affl:.cted with a
contagious or life threatem.ng illness, mclud:r.ng but not limited
to EIV/AIDS, the employee should take all steps to protect further
spread of any disease or illness. When appropriate the sﬁpervi'sor
of said;empioyee should ﬁe notified of any illnesses that may
affect the héalth, safety and welfare of any co-employee dr member

cf the genmeral public.
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AMERTCAN WITS DISARTLITIES ACT-3ADA

" The Title II regulations require public entities to inform the
public of their rights and protections afforded by the ADA.

The Township dces not discriminate on the basis of &isa.bility
in the admission or access to, or treatment or employment in, its
programs of activities.

Information concerning the 'Ame'rican: with Disabilities Act
(ADA) , and the rights érovided thereunder, are available from the
ADA coordinator. | _

_ However, every employee iof the Township of Nutley must be ablo‘
‘to perform the essentizl functions of their job with or without
reascnable accommodatioo.s.

Reasoﬁa.ble accommodation will be made for any Township .of
Nutley employee with a disab;i.lity so ‘long as the accommodation does
not pose an undue hardship on the Township of Nutley..

Information concerning the American with Disabilities Act

(ADA) , and the rights provided thereunder, axe available from the

Township of Nutley.
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. The Federal Comnsolidated Omnibus Budget Recenciliatiom Act
- (COBRA): give ‘employees and their qualified beneficiariés the
opportunity to continﬁe “health insurance- coverage under the
‘Township of Nutley’s health plan when a "qualifying event" would
noxrmally result in the losg of eligibility. Some common qualifying
events. are resignation, terminatipn of employment, or death of an
employée ; a reduction in an employee’s hours or a leave of absence;
an employee’s divorce or lggal éeparaticn ; and a dependant child no
longer; meeting eligibility requirements.
Under COBRA, the employee or beneficiary pays the full coét of
coverage at the Township g#pup rates plus an administration fee.
The Townsh.ip provides each eligible employee with a written
notic% describing rightis granted under COBRA when the employee
bec_:;._:tﬁe eligi.b;l.fer for coverage under the Township health insurance

plan. - The notice contains important information about the

employee’s rights and obligations.

y 4
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The Township of Nutley recognizes the need, is some
instances,: for affirmative acticn programs and reserves the right
to implement such programs which 'may be required by State or
Federal Laws. '

he

Rl
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Improved technglogies and changed circumstances warrant, and
'often -specifi-cally require, specialized training for certain'
employees; The Township of Nutley recognizes this fact and will,
to the extent possible, allocate resocurces to provide specialized
training and continuing education to employees. Recognizing the
importance at such t'.ré.ining. Employees will ?:e requilred to attend

LI

trainin g and contimuing education programs to which they are

assigned.
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JOB_DESCRIPTION

Each . job or position with the Township of Nutley has job
gescription. This job description includes the name or title of
the job or position, uniocn affiliation (if any). hours. of work, the
division/ department and title of person to whom appointee reports,
starting salary level, a description summary of the job, essential
jab ﬁmctlons, qualification requ:l.rements, physical demands, "and
work e.nv:.ronment. A description of a job/positicmns are available

from the Township clerk.
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Supervisors and emplovees are strongly encouraged to discuss
- Job performance and goals on an informal, day-to-day basis. Formal
‘performance evaluations are conducted at the end of an employee’s
initial period in any new position. This period, known as the
probat:.ona:y period, allows the Supervisor and the employee to
d:.scuss the job responsibilities, . sta.ndards and performance
requirements of the new position. Add:.t::.onal formal performance
reviews are conducted to provide both supervisors and employees the
opportunity to discuss job%{tasks, identify and correct weaknesses,

En

encourage and recognize stﬁangths, and discuss positive, purposeful

c_,

approaches for meeting goals :

The performance of all employees is generally evaluated or a
continuing basis.

The Township and all of its employees recognize that the
' citizens of Township c—‘-Txpecﬁ and are entitled to receive service of
the highest quality. The Township and its employees will cooperate
with each other to provide such services. Every Township employee,
including supervisory employees, will maintain the present ‘level of
productivity thus enabling the Township to continue to improve

services to the citizens of the community. &
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The Township of Nutley will adhere to the provisions of Title
IV of the WNew -Jersey Administrative Code, Department of Civil

Se:r:v:ice, Section 4:1-16.1, through 4:1-16.14, in all cases of

layoffs, demotions, reemploymwent righﬁs voluntary demotions, .

suspe.n‘sions%';% fines, and demotions for disciplinary purposes.

L
L
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ﬁE;STLEBLQNER ACT

The Township of@Nutley complies with the_prcvisions of
" the New Jersey Conscientioys Employee Protection Act.
The New Jersey Conscientious Employee Act ("Whistleblower
Act" of CEPA) is desiéned"éo protect employee "whistleblowers" by
maklng it unlawful for employers to take adverse emplcyment actlonA
aga;nst employees who dlsclose, cbject to, or refuse to participate
ln.certaln.actlons that thegemployee reassnably'believes are either
illegal or in violation of:ﬁublic policy. More specifically, this
law provides that an employer shall not take any retaliatory action
(discharge, suspens;on, demotlon, etc.) against an.employeeibecause
the employee does any of the fellowing:
a. Disclose ozx threatens to disclose to a
supervisor or-to~any public body an activity,
policy or practice of the employer that the
employee reasciEibly believes to be in
violation of the law.
' b. Provides information to, or testifies before,
any public body conducting an investigationm or
hearing inta‘any violation of Ehe law; and
c. Objects to, or refuse to participate in any.
activity, pqlicy, or practice which thé
employee reasonably believes is in violatiom .

of the law or State regulation; is-fraudulent.

or criminal; or is incompatible with a clear

55



mandate of public concerming the public
health, safety or welfare.
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The provisions of this Employment Manual may be modified
-.'and/or changed on an annual basis at the direction of the Township
of Nutley. The Township shall designate an annual date in which
modifications -and/or changes to the Employment Manual will be
implemented. Any and all modifications and/or changes to the
Employment Manual shall be commmunicated thrcugh official notice and

shall be J.mplemented in conform.ty with the requirements of the

MEL.

.'.‘ ;;%
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The employee handbock describes important information
about the Toﬁship of Nutlej and I understand that I should
consult with a superv:.sor regard:.ng any quest:r.ons not answered in
the handbook. ‘

Since the information, policies and benefits - described
here are :necessarily ‘subject to ;::ha.tige, I 'aclcncwlédge that
rev:.s:\.ons to the handbock may oceur. A.'Ll such changes will be
commmunicated through off:l.c:.al notices, and I understand that

revised J.nformatlon may supersede, modify, or el:.mlnate ex:.stmg

pol::.c::.es. Only the Townshlphas the ab:LlJ.ty to adopt a.ny revisions.

to the pol::.c:l.es in t]:u.s handbook.

Furthermore, I ack-.nowledge that t.h:.s handbook is neither

& contract of employment,—_{no: 2 legal document . I have received the
handbock, and I understand that it is my respongibility to read and
comply with the policies contained in this handbook and any
revisions made to itl. N
I also understand that T am anm at-will employee and can.
be fired for any reason or 1o reason. at all, subject to’

any collective bargaining agreement ox contra.ct that

applies to me.

4

the disclaimer contained on the first page of the manual.

Employee’s signature

Date:

Employee’s name. (Typed or Printed)
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