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D:rSCEAIICE

EHIS EMELggffi EAISDBOOK IS IMIEI$DED TO IISFOR}T FOU OF TgE

TOWNSIEIP'S EISTING POLICIES ASID PROCEDURES. IT fS NOT A COInrR.ACT

s.Fr{oyJ.@[T, lgoR rs rT a ffiARAsflrEE OF ArirY PART=C]I'LAR gffiM OR

EI,IPT,OY!,H$T; EMPT..,O:|EES OF EEE T€WMEIP 
"Rg 

trAg-lf.rll, EMH[,Olf,ElESr
,t

SIEICE MEA]IS TEAT YOU SERVE AT EEE PIJE;ASURE OF gE TOISNSEIP. TEE

TOENqFJP REiTAINS. TEE RI€r'EO gERlCttgATE YCIUR E!{PI€Y!{EMr AT AN:r TISIIE

AISD FOR AINT REjASOIS.

BY ACGFTIITG EMPI'oY!{EN.T. I ACMTO!{LEDGE AND T]NDER TAND

lmg.I AM A$['r.AS WIIJr'r E!{PT.OEE. f ALSO UIIDER.SEAIID TEAf IF I AM

s|.T'BlfECT TO A. COI,IJECTIVE B;ARGAIMIISG AGREEMEINT OR CIV:EL SERSIG

REGUI,trTIONS TEOSE PROIrISIONS WIT.T, APPIJY.

SIQSATURE:

t'

PRIWI m!!E BELOW: .q'

DjLTED:.
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FOSETaG oF $oqrclEs

All aotices regardiry job/positioa opeaijt€F, -ha.,tEes irspolicles and,/or procedr:=es, aad aay other i.:eformatioa the Towaehip
cf lstitl€f dearns of inglo::taace tc the Torn,,ship of 3[ut].e--- eryrclrees
wil1 be poeted at tbe Town TTatl

El* Towashlp of l{utley eqrloyees are required, to check for
rroticee arrd 4Eg deenned, to have iead theu.

all eqll0lmeat notlces and, posterE requ:tred, by law i.,.cludj:eg
tbe g' s ' Departrren't' of tahor, the Equal nnpJ-olment o54lo::trroity
co'rmissioa and tbe sleu rTersey Departmeiat of rrabor sbalI be posted
in an open and a.ccessi.ble location

-Aey qr:estici:,s 
=egarci-ag aEfr _Dosted :eot:_ces shcrrr.c be aidressed,

to ihe eugJ.cyees depaSueat bead-

z
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. A1l anplolzees a:re! coagidered to be eryJ.o1rces at dttl un-lesE a,,
eqlrlfee ha's an' erylqrEe!'t costract 'w:itb, tsbe Towash:Lp of lfirtJ.ey.
Ehe Tovaasbip retains t"he rigbt, to tsninate arey at s,:Lll eqrls:ree.
ttrls provisioa will not conflict w:itb aay rlghts of arry arn* loyee
'sr:bjec a collective gargairdqg fureeueu,t otr tbe l1ew ferEey
Dirrisiorr of pergouner RrrLee and, Regulatioas

t

,l

t1

3
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a]lv enPloyee who has beeu sr:bjected to or ie aware of con&rct
weicf rrj'o'latee this policy shsrrrd, 'repolt qrch coudrrct m their
superrisor or a desiguated pers""ori officer. Deperdtng on, che
eo'.duct wkich, is j.avolved,, the apprq)riate pers,oE ulll begi," ?n
iawesti.gqtiorr of tbe chazges. Gree the iavestigatioll is coryIete
tbe repo=ti.ngr eqlloyee will' be notified,. in rnfltF,i-ag of the
i.:lwestiga.tiolrs regul.ts ,ilra og what, if auy, .riscipliaary ait1oa is
takea againet Abe accrrsed.

I[o e!f,e is pamitted to tajce arxy ret,al.iator1r actiorr
.against, an euqrloyee who reports discaimiaafoa-y or h^arassiag coaduct
to the personreel officer. rf it is detem-iaed after a. eo,q>Iete
inrestiga.tioa tbEt the reporti;ng ernFloE,ee revied, iatelltj.oua.lly
false ,.h=-re€ -?gEi*r=g tbe acqrsed, the reporti:eg euployee rfrtll be
sot'ified of this d,etqmina.!,ion i:r wf,i.tj.nE and, rr:i].]. be subject to
d.iscioli-ne up to anC i.ac].udieg: terminatj.olr.

4
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6nery 9ori3€

SuokJ.ng is l.ot pe:rnitted is a:ey I rai sipaJ. office or aoylrhere

il .rmrni cipal btriidilg ia. accor-dance ultir .State Law, (!it. ,J.A- C. 5 : 23 -
LL.1 et eeq-)

t'

i

d:.
:'.-:

-t
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PE!RSC!Ia& stPogt[EliEflrs

Me*lcaL dad deata'f., legal or other su.cb, agpoi.alments ehou,ld. be
uade ,so.ierE aoL Eo i:et,ee{ere rclth an eryloyee.E work day. Energeac5l

'FFoi-atueats uade duriag tle rcrk day shstrld be reported, to the
Departueat Eead as soct €rE possj$J.e

ulffillt,borized asd r:nre5rcrted'abssces rury rtlEglt in aa .nElo'ee
aot be*ag paid, for the tirne afl€Ly from work, or other discipli'ary
action. ' '

6
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RETJEGEffiS DTSCR:EIfTINTEOES AI@ EIRISS{EM

It, is aga,insg Towaehip policy. to' rr{scri'ntnate age.iast or tro

ha::ass ?- e'r|plolree oa the basis of bj-s/her relig:ious beliefs or the
Iad< of . reJ.igior:e beJ.j.efs . . ,

Mo *ieti:rctiolr based oa reJ.igiou shalJ. app1y .ia ernFlolmeat
opporEr:Eities n

eryloymeat -

wlgle€r; hours or wcrk, or other ecnditioas of
Reasolrable efforitg wllL be made to d,ccoryaodate the

religious' obsenranees and practices of EUa eryloyee r:aless it ie
t:nrea'sonable to accolluro@te euch obsefirareces aad practices and
accortouodat,ion would regralt i n an r:adue hard,ship to the conduct of
busjness' *ff:"":::":;'den such ractors as:

financiaf coEtg and e4lerrges, and,

resrrltj-ag personnel probJ.eus

i,n order to reacb, a reaeonabf.e a.ceonmodatioa

'j

7
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ElTRgDIterrgf

'L1l qugllolzeee have tbe rigbt 'to vork i-o. aa .eanrjronmeat free
frou 6liEssinrin:etiolr i'aclud,iag freedm from Ee:rrrar barassueat. rt
i5 the poli.cT oi tile toltasr,ip of ![utJ.ey that, ha=as*oeat ou the
basj's of sex Ls r:nacceBtable condrrct ia the work place a,rd, rri1l aot';
be tol"''"ted- rhe i.ateat, of .trris po1ic11 is to create aE
enviroament free f; sextral. harassment, rr.ithi 'n tbe rdrk place.

all Tow'shiF euoployees will be governed. brr policies and
'proeedureE of the TocrrlEr'iF ef sutley regardlesE of the1r eryloyraent,
status.

Itr" DFEMCfTONS

A. Sexua]. Ilarassmeat directed to arcy ery1o1ee, ma1e or feuaf.e, is
a viola.tion of State and Federa]. law.
poliq1, sexr:al baraesluellt iaclud,es,

Uader law and, r:nder this
but is not limited to,

r:rrcreLcome se:<rra.]. adwances, reqluests for Egcual fawors 43d sffansiys
verbal 0r physical couduct of a E*,qral aature when. .

L - sr:brulseion is made eirher eqrricitry or
irylicitly a cond.ition of e,rrF1olmentr. oI,-

z - surniseioa or rej ectioi is rrsed, a,s a, basis' for
eurplolmeut decisioas i or

3- such cood'ct, of a penrasive or se.-etre Ea.tr:re,
wh'ich has the purpose or effect ef iat,erfering
with Fn j-adirridr:a1, s work per,fo:maace by

8
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creatiag an . j.atinidati-agi, bostiler or
offeasibe working elrtni.ronnellt, -

E - flee iateation of a perlsaa condrretrJ.ngr srrch harassJ..ng' beherrJ.or

is aot re].evaat

c. Eca.qlJ.es of cosduct wh,ich u;ry corxstitute se:flal harassnent

ia,clude tnrt, are aot, Linited to:
,

u:errrcLcone ss<ual. propositioae r.

.il senral.J.y' graphic stateaents about an

. iadiwiduals' bqdy

: reuarks rrf,Lth a Eexua].]'y demean:ing iryJ.icatioar-

urrwelcoue touch.ing, patt.J-ag, o! otber phyeical.
' coataet, of. a sexla.]. natrrre-

uareJ.come eexual.ly e-rJ.icit, hr:mor;

sugg:estisg or denanding eexua]. ianrolvemeat

which. nay include inpJ.ied or erFlicit threats
I

colrce::aj-og otle'E job Eta.tus or eqllolmen,t

cond.itiorr.
,l

D- Ttee open disp3-ay of eexual.1y suggest,ive objects or pictr:res itx
the work pl.a,ce is inappropriate to the fi:s,ctiou of tbe gonqship of
Nrrtley.

III. PROC@UBTS;

A- InforuaL CoryIai.ntrs/Obsenratioars

To$rrsb.ip eq)J.oyees in nnnag€rial or srrpernisorlf capaci-tiee who

becoue awiare of sexuaJ. harassmeut ia tbe work place, wbether by a:a

.!,
!'r

9
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i''fomal corqlJ.ai-at or by perscnal obe.=ri.tioas of actiwi.ties., are
respcr'sib:i fo a<idrassi:rg g11g i-rrFFrcp=iate beharrior by ut,ii {zi=€l
prceeiees aui,Lir'ed il tbe $'Ele:r isctrs pcliry aad, Frocedrse l{a:ruai
aBd b':r gotiryi:rg a. desigaated trFersos!,e1 officer!, who sh=l1 beg:j_a
a- fo:mal. ilrrrestigatioo,.
B. Foma1 Corqrlai-ut,

Eqtlgyees'who believe tlat, they bave beeo srrbjected, to e"orual:i'

harassmeot by anY co-eqll0yee, srrpenrisor, eLected, afficia-l otr,

' rnieit,or shill repart, tbe furcidents j-u writ,i-ng to th,ej.r Departrneat

.supervlsor- r13 the eveat, the Tonrnship is d,irectly iszorved. , the
matter shall be reported to the designated, persounel offi-cer. rf
the personneL officer is d,j-rectr.y .iavolved,, the mattar, sha11 be
repotted to tbe Mayor of the TowashiF of Nirtley. :,

The iavestj.gntioa sha.lJ. i_ncLude. the tajring of
Etatements from tbe coqllal nent ared, taking Etateueots from arly
witaesEes. a'd co-workers, as we1r. as tbe arleEed, h,arasser. ghe
obJective of the iavestlgration is to obtain the ba,sis for the

:coqllai'at while giv:ing fair aot'ice to the acsuEed, of the fa.cts l,*)o!s.
which tlre cornpla.iat is based,. D*ring trre imrestiga.tign, all
ccnqrlaints, ' stateme!,ts of the couglrainant, s a11eged, harasspr, as,

Th.e eoup1aitt
apprcrpriat,e palty.

we].l a.s stateue:lt's of
stateueats or materials

qt::j. t:te= be p=oqltly iavestigated by tbe

aity witaesses oi
co=oboratinE or

i:edirriihr^aJ.s 
. 
providing

defeadiagr rhe natter,
shell be processed, with utmost concern for co:rfiderrt,iallty, All
investigatioas shal]. be handled eqled:Ltiorrsly aad, the written
repozts sha]1 5' fonrarded to tle Townsb.ip trithi.n 3o r,rcrping dayE

10
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following the receipt, af, the coqllai:rt - Tlre repor:tiag ennFloyee

qri1l be aotified, j-n. writj.ag of f&e iarrestiEEtor. s treEuILs and, wha.t,

if aryu , plan bas beer formrlited,.

If it i.E dets:nj:red after a corqr3'et.e inveetigatioa tbat the
reporltiag eryloyee Le"tried 'iatentional].y fa1se "4.=g" agailsst, tbe
accu,sc=d tbe repor:ti:eg eqrlo5pe uilI be notifl.ed i-u, qrritiagi of tle
determi:aatio. aad w:ilL be st:bject to diecipS.i.ae up to and iaclud1ng
ceruinacioo.

I-./. DiecipJ.ane

Aley eryloyee who lrioJ.ates thi s pol.j.ey wiJ.J. be sr:bject to
appropriate rri scipJ.i:re. Itris may inc1ud.e a wallri:egr slr5ipFngion or
dis:ni.Esal, depea&lrrg uporr the cirsr:mstances. as werr ae the
frequency ""+ severit,y af the activity, eonsiEternt fflth the
1'6uoshi F' s d,iscipliJxary policies .

11
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Ehe Towaship of lftrtJ.ery h=E bad a long staad,i-ng cor'rnitueot to
equal ogtr7grtr::eity in the rcrJq>Iace. ea inpo.r.ga:dt aspect of t!"at
ccrmitmeq't is tbe prorrision of a nozlrlng earrlrqnneat, f:ree f-.c'a
discrild.latj.oa harassuerrt or hoeti].ity based rq)on ?n enployee, s
liase, rel{srion, color, natimal origda, nationality, ancestry, €rg€,
uarital etatus, sex,
eiEabi].iry.

Eenral ori.ntatiotr or ,pbysical. or{ rnentz].

L2
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Eorril& E[gEO:tUB[t OgPcgrurgEg

The Tonrasbip of ![utJ.ey firlJ.y er4po::ts tbe J.aw on

'nond:lscr{fi,1eEie, i.s, erryJ.olmeat aad wiJ.J. put forth a. Ea:cimum ef,fost
to fr:J.Iy utllize and develop the poteotial of all citizanE rritlout
reget'd, t,o race, cof.or, cteed,, satiosa.L orJ.gl:il,, pbryrsi-caL disalrl.].icy

t!at, doee aot i-at,erfsre w:Ltir the ability to do work required."

aacestry, dge, Barita-l status, Eier, poJ.itical, affiJ.iatioa,
association uenbership or associatim, activit,ies, or aoa-

associatioa nembersbip or. for liabiLj-tsy for Ee=rrice iE thcr a:med,

forcFs. Age sha].]. be a. rra].id, factor for ery1o1peat olrly where it
is required for the poeitioa bryr 1aw, or whether it i.s J.alrfrrJ.J.y an

occrrpational. requirernent. Ea,ch prosp€cti-ve erry]oyee rm,st receive
a Pre-eryloyuent physi.ca1 and paes sa,id pbysical. i n order to be

enE loyed-

1li

l-3
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EERSC$rg& RECESDS

adequa,te personlrel records shau. be qaintained, for eacb,
erqrloyee of the Towaship.. Ehese records sba1l i,reludei: da,Les of
aSpoiatmeats and prouotioq.s; job titles; salaries; comendat.1ons;
perfoetance erraluatioos; 4isciplirary actionE,. amounts of Learre

. acqnred .g rjsed; aad a recordE of Ebe e'nErloyee, s treria.iag ard,
otlrer relat,ed ma.tt,ers. Ehese records A= cousidered, to be of a

.confideatial aature alrd are ae-ilable oaly to the eryloyee or to
-ouperising personeei cE a ae-.t-cc-hafistr basis - Eioyees a='e

IentitleC to rev'iew the collteatE of thei.r pergon]lel folder bqL aot
that of other errErloyees.

erntPloYeeg w:ighi ng t'o see tbeir personne.]. foLders will ca!.l Lhe
PerEorrlel officer for en atr4toiatmeat. Any srrch, revieur of persoonel
icLiers ry i,he eryJ-oyee wiir be dorre i n tr,e preseBce 6r f,be

'personnel officer. &qlloyees wi1j. ,,ot be pemitted, to t3k=
personr'e1 folders outside of the personaeL officers office or to
remolre docuseats frou thiE fold,er.

1L
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D-FCTPEIilE

. It is tlre res?onstiJ:i1ity of t.he imediate srryenrisor . t'o

enforce a:rd, nai:etai:r proSler *isciptiae. To iaErure that errEl1'o5lees

aie ia,formed,. wheo. inraasgions or s&orf conings €ure aoted,, a

progressj.rre disciplisaEy procedure w111 ortliaariJ.y be utilized.
Ia cer:tai n Eewere ia,staneceg, it nay be neceE sary to brlzpass qtre or
r[ore of tbe preJ.i sti!.ar]r steps i tt .order to iqrcse susgleasioe or
disuissal. of alr eryJ.oyee as specifj.ed b1r trbe New rJereey Depa::taeat

of Personne1

. Tlre foJ.J.owiag discipJ.inaql procedr:res wiLJ. apply except ir3
such cases wbere other aetioas are wa:=anted..

Steo L - Ferao,a,1 TgLterrrl-er - Ihe irnme&iat,e super:j-sor wiJ.J. have a

. persoaal. i:ltsrriew wit!, the eryI'oyee. Ihe supanrisor will caLl to
the eryJ.oyee ' s attestior specific acts of r:nsatisf actoeT eonduct or
pee{oryggee , of. duty 'and prepare a repo::t of iacl-rfgien i.n, the

.I

euployee's personneJ. file.
Step 2 - WrittF Rerssi.uand If aIr eryloyee fa3.1s to iryro,ne

It-' foJ-lowing a, persoaa1 iret,srrj.ew, a wriE,t,elr reprinand rl1i]1 be

prepared by tlre irnnredia.te supemisor oritJ.irring i:r detaj.1 the
l1

unsatisfactorT coriduct, or performa,ace of drrty- ff the sreperrrieor

f eeJ.s it, apprqpriate, he/Ehe EEry also outllpe possiJrle

recoruneadationg for eorrecti.ag tb,e r:nsatisfactory coadrret or
' perfor:mance of duty. Ihe original. cogy of tlre repri.wrsd wiJ.l be

fr:raished to the eaqployee aad tb,e copy sig;a.ed. tl1r,,Hp or her.
.j

I5
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AcborsLedg'ed, receipt of tbe regriaaad mi.lt be sent to the persor:nel
officer for *eclusion. ia the eqlloyee, s persou:eel file

- Il. the :veur, that the .eqrloyee
f=i 1s to :.q)rove afteg both a persona]. i:eterniew a,.d, 'writteo.
repriraalld, the irruaediate sr4lerrrisor rill bri-ag the details to the
attestioo. of the persolnel officer. rf it qprlearg tlat a
suspeEsioo,*t" llecestsarY and upe apprqraL of th" .o"par:tuegt ilead,,
tle Di-rector w:i1I iseue a suspe.Eioa retter to the eqlJ.olzee. the'letter riLl speci4t tbe rea.soa for busg:e',sioa and tlre leagth of

L-uine the erylcyee Fiii be suspeuded,. 
,steo 4 - Deootio. the lowerisg of on eqrlryee in rdnk ,

sten 5 - Di6urEaal rr1 Lhe eveot that rmsatiEfactorT eonduct or
performaa'ce persists , d,isrcisEe,l nay be waa?agted.. Iled,er 'tlrose

circumst'aaces' a d'isuiseai notice w:i1l be issued. in accord,ance with
the nrles aad, regulatioas of the New .Tersey Departmeret of
Personnel ' rf disciplinaeT actioa is taken, the procedqres of the
Ilew 'fersey. Departmel3t ef Personael and any coLf.ectiwe barga.:iljjng
agreenent in effect shalJ. be followed..

r€sy clpes of coaduct *Ay be
grounded for disciplinary action, iaclud,ing dismissaL - . These
iaclud.e, but are not linri-ted, to the following:

r, l
1. Neg1ect of duty
2. Ineoupeteleqf or i:refficiency-
3. &ecapacity due to melrtal or physieal.

d:lsability.

I
l
i
a

I
T

!
{
I

E

{

E

I
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4 I.ngubordit:atiou or Eerious breach of
ciscipJ.iBe.

Iat'oxi catj.oa whiLe orr drrty
&rouic or excessive abeeqteeism.

DisorderJ.y couduct,

vioLa'tiore of e'y of, tbe pronnlsions of tbe
sta'tutes :rrles r. or regulati@s relati:eg to the'
eqllolment of prrbJ-ic eqllolleea.
Eire corrviction of, aay g3irai*rar act o= o="a'r="-
IfegJ-igeace of " . or wl11fuJ. danage to 5n:bJ.ie
properiyr or r=,ste of prrbiic srrppiies -

Theft or i -aFpropriate rems*aL or posrsessioa

of prope:ty-
Conduct rrnbecouiag F?i euqlJ.oyee ia, the public
ge:i\rf-ce

Fa1eifi.ca.tioa of att,endal.ce records. .

th.e use or att,eupt tso usre orte's authority or
officiaL infl'e*ce to coatrol or modify the
polit,ical actiou of any person i,r the ssrrice
or eagaging ira arry fo:m of political actiwity
during'uorking hor:rs.

Fighting or !!3.g4teninE rriolence ia the wqrk

o.

8-

o

10.

].L.

15.

L2

13-

1tL

pIa.ce

L5. Possession, distrj-brutioa, sa].e, transfer
I

use of' a.1cohol or ilJ.egnl drtrgs in
t.

or

lbe.

L7
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workgrl.ce, wtrile @ &.t:rr eE rbile operati'gr
euployer-owaed vchicles or

L7 . Violation of safety or heaLt!. r.rrles. '

18-. ,'$noki.:lg ia prohibited d!€!E6t;

19 - Ilbautlorized abeence from rcrlE statiolr a:riag
rcdEda1r.

20 - ;g;rbautborized diecLoeure of brrsinesg' rEecretgr

, oE coafidelrtLa]. r''fosnitioa

I

18
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ERc n$rcffi

Probatim' is a perlod of fixed dr:ra.tion durlng whlch aa.,

erylo1zee learae the dtrties Fnd reqpor'€jJrlJ.ities of Ehe poej.tiou..
Duri]lg th:ls period,, srrpemlE o:g:g evalua1e tbe eqlloyee, s rcrk
perfo:maace and, eoaduet to d,et,e:miae whether tbe employee merits
pemanent etatrrs

rf tbe eqrloyee's perfo:marece is uasatisfactorT drrri3g this
ttt probatioa period'' the Supenrisor, may d,ismisE the erupJ.oyee or j-lt

the case of prouotioo., feve* the euployee back to tb.e fo:mer
positiore-

rla all eaE es r Fn euployr=e a5rpoiated, to a pe:ma:aent posit:.on

.wiJ.I be subject t,o a probatioua:i1r period. of (Z) montbs

Aa. eqlloyee Probatianary Report w:i].]. be cornplet,ed. by the
respective deparEmeat' heac,.

t-.

I

19
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Tslu-i-nation of eqlJ.o:/dent iE an igevltab1e Pa::t of Perssnnel'
,i.

activity wifnia. aey Towosh'ip' a:ad uany
I
I

of tf,e reaE ortsl for

t",:ni-oation are 3ps;t np. Below eure eeq)les of Eoae of, tlre rcst'

coupa Boa--dJiscip15-nary cireumsta'aces r:nder wb'ich erE)lot'8el1t' is

trs:oia'erted:

RESI@IATIOilI - em5l3-oyoelrt, teEBipation i-aitiat'ed 'hry an euployee 'who

chooses to leave the Towsship voh:atarily'

DIScEeAeE - eqlLolmeat' t'eeai-natiore iait'iated' by the TownsbiB as i

resrlIt of elinination of job or redrrctLon' in force

IayoST invol:ntar' :eq>loprent t'elsination' in'itj'ated' brlr the

Townsh.ip for llondisciplinary rea.stotlst which it' iE hoped x||.i11

teqlot=ry.
r@rcs&.IiERlfXNASrOrS - voLrratary retiremest from actiwe ery>loyoeo3t

status irritiated by t'he eql1oye'e'

gr ter:niaatiolr, will be accorylj-sbed, iE' accord. sith the

regulations of the $tew ilersey Departmerrt of Personnel ' '

supei\risorE wiII geoerally scbedUle e:cit intelriews at tbe

time of euplo{rnent t,e:ainatios.. Tbe exit i:et'elinlew us-ilL afford' as'

opportltEitl'' to d,iscrrss such issrees as eqlLoyee benefit'sa eoorrelsion'

prLrrJ.legee , l.epalzl[eat of orrtsta.adi:ag debtrS to Towoship ' or retr'r':.l3

of Tosas55.n .o* d property. grggegtions, coqllaiat's' 'and' qu'estiolf,s

ca.r. also be voiced. -

tsrylo:'eeswi].lreceivet,beirfi-oa].PaYi!'accorda]l.cewith.
a1p3-icab1.e stat,e law.

20 6-E-n



Fr?Etlo.yee beaefits wi'll be ,=ffected bry eq>1o1peat ts:nination
'ia 

+e followi:eg Ealrer. All acc'::'rred. vested belrefits chat are dqe

a.ad payable at ter:ni:satiou w:iJ.I. be paid. soue beuefits uay be

conti-anred at the eqtJ.oyee's et{E ease if the enE lolee Eo ehooees -

I1he erqrloyee rriJ.J. be notified i:e writiag of tbe benefits tbag, uay

be coatiaued ,'',d, of tbe tsms, conditioas, a:rd. Linitations of sucb.

coBiirfirallce -

I

t
E

N

I

I
I

i

...i.i

'j;

2L
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RrsIqn:ttofl?E

naFlqrces of, tbe Eow..shitr Eay resig,u irl goed st,ndi ng bEr
gri'lrirlg tle TmEstuip rria t!.e depaguer.t bead at tr east fcru:iteen (14)..

rrtment b,ead aad TownsbiB
co*seu"t tb a short, ''otice. rf aa enployee resi.gus uitrout g:.rning
'the reqgired aotiqei tbe eqlloyee Eba.lL be held as barri:ag resigae4
sot in good' stand,ing, aEtd, n-iLI'aot be eonsidered for reeryJ.o1meat.
any euPloyee rvho jrs a-bsellt, fron duty w-iLhout proper notificatioll
wil]. be considered, as harring resigned,, not ia good stand,ing. 

,acenred' iracatioa and, eoryeasatory tfu€ !lrirr., be paid at tine'of
tsmj.natiou for emglloyees

reguested during the tvo

i.n. good glanrting.- Vacation leawe
week notice period wiJ-l' be ' at the

i'isc==ircc' cf che Tounasaip upon recomendation of the departmeat
lread"

$[o eq>loyee is eatitled. to reLro-active pay iacre:rses if the
eryI0yee has left frre e"E10y of tbe Township of Nutley due to
.resig::ation.

zz
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I

I

I

l

I

et

SECtr LEaVg eCefmlr

sick reawe beo.efits ;r:re as Etated i-n Towash,ip ordiaarrce s .45-3

s.e'q

,t

23
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=L-
To provide a Eafe asd hee.lthy work eovirmmest for englbryees,

sustomers, a.od, visilors, the Torrnasbip of lrftrtJ-ey has a worlq>1ace

sa,fedr proEran. IIxi.E. progran is a top priority fcjr the Township.

lllhe lownsLip prorrl,des iafo:mation to enployeee about nrorlqrlaee

safety and. beaLth issuee through regu1ar interaal corrrrrsj.catj.orr

cbanneLs sircl's superrigar-eq)Io1ee .meetings, brrf.leui:e board,

5loEti-agi, Eeuos, or otier wsittelr couh:n:tca.tiolrs.
i

Emgllolpe safety a:ed. health is a ruajor colreeta tf tU. TownsLip.

It is esselrt'ibJ. tbat drrties be perfomed j:a a safe rnarrrner for the

prct,eetion a:ed urelfare of all eryloyees and. the g$lic.
Sa.fety equigneot i.sgued to euployees utrst, be srorE and,/or

utiJ.ized on, the job. I'ai}:re Lo do'Eo wil-I result in d.isciplinary
actj.on for any eqlloyee a'rd his./ber supernisor. Specific safety
:rrieE for Tovnrsiulp eqlloyeee wiii be d,eveJ.oped bryr the Departmeat

Eead.s.

,Elmp1oyees and, supe:rrisors receirre perio*ie worlc4llace safety
traj.aing. fhe gasining cove'rs poteatial safety and health hazards

asd safe work practices and procedr:reg to eliminate or misimize

Fo=td*
Saue qf tb,e. best saf,etl iryrowemeots ideas coure form

eqlloyees. Those with ideas, concernsr oE euggestions for l,ryrowed

safety i':r tbe worlq>lace a:re eacouraged, to raise then with their
srrtrlerrisor, or with anoEher srrpernlser or marnagi€!, or bri-ng them to
the attention of the Comj.esiosers. n$oe-ee and concerns about

E
E
I

E

24
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d

uroriqlla.ce safety issues tray be raade aaoayuously if thd eqtloyee

wishes . AL1 repot:ts ca,n be uad,e withcrut, f ear of reprisal.

Each eupJ.oyee is e4lected to obey safety nrles aad eo exerciEe

L1 work activitj.es. Enplc rediately repo:tcaution il1 all work activitj.es. Enployees muet lm

any u4safe cored,iti66. to the alrgropriat'e supernisot. fulJ.oyeeE who

wiolate safety standards, who cause ha,zardous or

sj.tuat,iogE , or who faiJ. to report orr wber€ appsopriate, rened$

srrch. sLtr:a.tionst, may be sr:bject t'o dl-scip.lfuar11 acti,ore, up to aad

including ter:urinat'ioo'of eqrlolment, I

. 
fn tbe case of accj.delres that, regult in in jury, regard,less of

how . i -riguificar,t tbe i:n.jury lr:ty aPPear. eryIolees should.

'irrmed,iate:Ly notify the ag4propriate errpe:lrrisor. So.! reports atre

1;1e,cessa,ry to compl-y with lawE asd. iniaj4ge insr:raace and, workers"

conpeasatioa beleefits procedrrres .
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EIf;AGFIEEmr ET'FqTS

Ehe Towrrsb.ip of Nutley berefrya retaiqp asd, reserves r:llto itseLf
i.--mltbout iinitatioa all Pow€frs , rigbts, anethority, drrtiee and

respqnsjSj.J.ities confe::red, r:poa and, vested, ile it bY t'be Lanrs asd'

-co3stitutioc, of the State of New 'Iersey and, of tlre Ulrited. States
....'

iacludiaE, 6ut aot limite6 to, tbe followiag rigbts:

a. To nEnag:e and. corrt,rol the affairs , of the
lI

fownshi p a.ad its prope:tiis end fadi].ities,
the oBeration,. of its d,epa::trnent,, asd. the-i*
accivitieE of its eryiolzees i

+
b. To hire aLl l"t#ql1oyees aod., subj ect to the

'ii

provisioos of Departmeat, of PersonaeJ.
t.'

regrrJ.ations, to detelui.ae

c.

d.

1- Tbeir gua].ificat,ions,
2. Standards. of performance they uust,

ueet,
3. CorrAitions of their cont,i.aued

emglJ-oyment or assignmene, tbeir
promotion or tra:rsfer.

To la1r of{' , sustrlead., demote, d;lschaeie or

take other discipli;nary act,ioa f or good =nd

just eause. according to law; 
I

To'BrouuJ.gate nrJ.es, f,eg?rlations, polici". 
"od,t

procedtxres t,o effect the orderly and efficieat
admisistrati.on of tbe Township of ltutLey..

a

I
tl
I
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I

I

t

l

coEt'e:r

It is tbe duty of alL eqrJ.oyees of tlre Townehi.p to rlea't rith
thg public in . a plea.sant, .nd courteoug busiaesg-Like FFnner.

@lloyees a:re to treat co-rirorlcers of tle Twaship of lrfrrt].qf rtth
cout:tesL aad. respeet withiit tbeir dai1y csretact.

Xf eqlJ.oyees are for:nd, to be coaducti.ieg theurse],wcrE i n a I ;r?rer

contrary to the prorrisioas stated. above, they ruay be subject, to
:.,diecipiina5f ' actioa.

f,_,

I

.t Fl
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EPSEENnIICE

ijeeEe, grooming, aed Fersoraf sfs=n] j-neeE standards cantribiute
' t_. ;. i

to t5e noral of, all eqr}cnirees ard affect tl.e tnrsi.aess imdge tlre

-foreeirip 
preseats to sriseomers' ard v:lEitors-

Towash.ip employees are required to present themselves ile a

ne4t" orderly, busiaeis-1ike Eanlrer .aad to dress aS4gropria't,e1y for

the work they perfo:m. . *"=* uslfo:ms are requijred, they uust be

wortr. Ehe v,rearing' of a shabtryr ot'*ror,lr unifo:m reflects' adrrersely

or. tbe Township.arai wj-ll.-be regarded as irryroper colrduct,."..
..;rf.

This poli.c51 iacoepbrates, by refereocen a3.3. references to

r:nifo:m and. dress corrt.ihfd, ire all ColLective BarEeinisg Agreeuer.ts
i'll:i '

i '' force between the Towrship and its,s euployees. Fai}:re to abide

bgr tbe t,sms of guch agreemerrts shal.l be deened inryroper conduct.

grnE].oyees are prohir'ited. frorn wearitrg TownEhip r:nlfo:ms after
official. workS"ag bours &cept from. coui-ug to aad. retrrm.ilE bome

frm work.

28
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I'SE OT TEEESEONTS

Telepbo11e€e a:re oaly to be used for the d,ai1y lnrsjaesE of tle

Townslip. personal. caLls shouJ.d be avoidred except for essctrtia.l

calls. ColLect ca].1s are' not, pemitted a.ad, wj.ll aot be accepted,.

n

I j,j

29 6-E-v,



rtsE oF Esrrtg@{:F etE ?EtlcLEs

equiperrt asd rrehicles esserrtial in accoryIish:log job duties
'i

a:re exgle,sive aod, nay be difficrrlt to replace. Whelr usjsg

prcge.€y, eqtJ.oyeeE arre eqtected to erereise care, perform reguired

na.j3teoance " aod fo1low all ogle:ratiag iast:lrctions, saf etlz
'"..:tr'

Etaredards, add guide].iaes.

;Lll Towcsbip vehicles a:re Lo be used, for official busiaess

olx!.1r. Vehieles mElY- not be used f,or any Personal uEe-

persoaal use of . Township vehicle sbalL be ealrE e for
r enqllolmentd.iecj-pJ-inary actioa and/or rencival frou

Ouly' authorized, peisonneJ- aray 
. 
be transpo::ted, i.:a Townsbip

vehicLes.

PLease notify the superrieor if anY equipnelrt, ua,cb.:ines,

tool-s, or veb.icles appea:r to be rf=rnaged,, defective or j.n need of
-repair- Prorqlt repor-,-ing of damages, defects, and the need for

repaire couJ.d, prevent deterioratiorr of equipment and possiJeie

j-ajur: co euployees or others. The snr!:errisor can alswer' a.rrY

questioas a.bout F,'n eqrloyee's respoBEibiliEy for rnaintenaBce asd

care of eguipment os rrebicles rrsed. oa the j ob .
t

Tbe improper, eare3.ess, :eAgJ.igent,, dest:rrctiwe, or unsafe use

o= opera.tion of equipmelrt or veb,iclee, as we3-J. as excessiwe' or

3176id:hfs traffic and, pariclng rriolatiollsi, calr regtrlt in

d.iscipJ.i-aar1r action, up to and i;acludiag terui-na.tion of erqtlolmeat.

30
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ychi.d.e l€eidcoat, Rcgort: elJ. accideats iavo.lwiagi

osned, veb.icLeg q:.Et be reported, to tbe de.partreat. head-

reports shaJ.J. be BreBarad. and fiJ.ed,-

Torasbip

Itsitt,e!r.

tl

X'.1
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T'EIE Otr SIEmeEFetj gRogtRg

nqFlqrsgs are reqpou€ible for talciag'cErre of atry

aesigaed, to theu. Sug4lliee are to be proper+y utiJ.ized.. fuiloyees
of tbe Tovlrrship ef Nutley sba].]. not reucrve, oE ia aniy ffiry assist i-n

tlre renonral of suppJ.ies; naterials, goodE or equiSment bel.oaging to
tbe Tosrnship*'offices, urrJ.ess such reoowal. haE bee!1 autborized tryr

tlre depa::tmeot head" EqtJ.oyees a:rethot t,o use eqrriSment" supplies,
postage, or otber mat'eria1s of the Towrship of l{utley for personal

use. Ilaanrtlrorized uE e os reuowal of ururuicipal. equipueat and
+

su54g1ies nay be cauEed fo:l disciplinary action and/or remorraL frorn

euplolment
,6:!
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EC'T.ID[gTi.

Eqlloyees of the lotrrrship of lVutJ.ey a:re estitled to tle

foJ-},orj-og paid- bolj.days or as nay be adopted' bt:f. ReeoLutioa.

l$ew Year's DaY
!,fiar:ti:e Luther King, ilr-, DaY
Lincol-n'' s BirtCeday
I0ashS-ug:eoa' s Bi::tldaY

. Good. .FridaY'' Memocla,l DaY
4Lb of '.Xu1YIrabor DaY t i

Cohenbus DaY
Geas:al. EJ-ection DaY
Veterar.'s DaY
Tba:rtcsgirriag DaYj o.y after tbanksgiring
&ristmas Erre L/2 daY
Cbristmas DaY
New Years Bve L/2 eY ,:.,

The obsg3rrasce of reJ.igiorrs bol.idays dtber thaa tbose listed

absqe may be gira.ated a:rd chargied as a BerEonal day or a rraca'trioa

d.ay. Other days rnay be Fubstitsuted for the days aarned hereia if

in" joo reqrlired an eq>loyee t'o wosk on the days n3med''

'BEQSEEBE,

l. ff a bol.iday fa,11E orl a grlnday,. it sbal1 be obse:nred' on

.the followi;ag Moaday. rf a boliday falls on a. saturday it sha11 be

obse:rred. oa Elre preced.ing friday' 
.

z. If on officia]. hol-iday ocqurs orr a oo::ual dia=:. day of a

perna'eot, pa::t-time eryJ.oyee, the, euployee is eut'it'Led t'o pa'rt-time

hoJ-iday pay-
..

.ji
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3. rf a. oifisiaL holiday ocsurs w!i].e an eupJ.cryree i.s o$x

sick or vacatioa leave, the .eqrloyee sha.f.]. not have that, ho].iday

.chffgfed agaiast, Eicic or rracatioa tlme

4 . Tf,heF. aeceeEary lo I i nt= J n m:oicipal. serriceg ' a:ed, 2?t
:

arlployee iE reqtxired to work on'r"r officiaf, holiday, the euployee

y111 be coqpe!.Eat,ed at the rate of one and ore h=1f tiues the

sa1-1- =a=e. ..

5. Is, ozdeE to quaLify for tde hol.iday 5la1y , eq>1oyees must

work tbei-r scheduled workday imedi ately preceaing rand, irruredi at eJ.y

foJ-1oui-ag tbe hpliday r:l'less orr easucted, abEence.

6. Ihe holiday Extstr'faLJ. oa :o!'t eryloyee'E echeduled, workday

in order to be eJ-igible for holiday pay.

34
s-?s-97



BEltlfrEmrilfr $tlvE

fhe BereavEu1ei!,t'po1ic5l is as stated i:r ffi:iaasce S45-? et seq-

PBOClsESs

fui1qPes ghstrJ.d Eotifrr flre depeltueat, bead ErE EoorL €tst

poesible. Reason8b]Le proof of death n:111 be acceptd,.

n.'

35
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.TtrET D[E$T

Ill tbe event tlat aa eqtloyee is ca-Ued to jr:ry dut!, time off
tritilout ioss of pay w:Lii be graneeri as tbe .cor:::t requiies. Abselrce

frou, ruork riIl not, be cor:nted agai nst, reguJ.a.r vaca.tiorr perlods or

sick leave acsruulatioa. Tlre eqlloyee w'i11 be paid oaly for tbe

tine reqrrlredi'to seL\na oa jr:ry dufy, tt'rd, if there are times tbe

employee ,is aot scbedtrJ.ed, for jury atty, thelr in, Lbat ease" must

repo:t to work

If tlre erylo5pe j.s released frou jury duty oE or before 12:OO

aoon orr aay no::ai:rg, he/Ebe is to retura to work iuunediately after
tbe fu:rrch period- The eql,l-oyee is requlred to tluria orrer the jury

J..

duty cbeck to tire Townsirip: of NutJ.ey.

I
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EIIELY I.EAI'E ECE

The Towuship acls,ow].edgtes tbe ri.ghts of itrs ery1o1rces r:sder

the Amegic=ns wj.th Disabilities Act (ADA) and tbe Fanily Leawe Act

and eodeawors to fol-].ow sElue.

Perma^neat eupJ.oyees who b"ave no ea::aed, or accumulated, 'racatioa

l.eawe, sick leawe; ar coryetrsator7 time, 'In;ty be g:=.uted. a leave of
'abseace aot to exceed si:{ months upon approrral by the Towasbip, a'ad,

the Depa:Gra&t of Civ{t F!:rrice. If e.:rteaded Leave is reqrrired,, -n.'

add.it,iona.1 six noaths ruay. be coasid.ered. at tlre request of tbe

enployee for approrral by the fotnl'sh,ip and tbe Depa:tment of Civil

, Serrrice. No fi:rtb.er rnater:nity Learre or faniJ.y leave belzond oae

yeag' sha11 be al.3.ocred,. EupJ.oyees may retrr::n to work prior t,o t]rc

e4liration of tlreir approved leave of altseace, with the agprorral. of

tbe Tosrnship upor preEe!.tatioa of a d.octor'e certification of their
alciJ.iLy t,o ret,r:::n

'!0ith the Superrisor's approrral, erployees ruay take ary

arra,ilable sick leave or vacat,ion leave as part of the approv.ed.

$eriod of leave

PROCEDETRE
ll

A,s soon a,s e1.igible enployees become aware of a aeed for a

medjc4l leawe of absence, tbey shduLd. request a leawe from tbeir
'i-.

sr:perrisor. A physician' E statemelrE nust, be prorrided verifying the

me*ica] disalriJ-it,y and its begi nni ng and, e:q>ected ending da,tes.

Any changes i n thig j,afonnatiote should be prouqltly repo:ted to tbe
i j ','
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eEplo:rer- tp'qlloyees refi:Esi:n€. from ned,ica.l ].ea.ne uug6,. pronntde a
'phyeici an'g verification of, aheir fitaeis to retu,rn to rcri..

i
{ltq
{
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lEtrLXElAS -EEtrVE 
(TI:!.th oq ltitlatrt PE?l

lel1ii,qry Leawe n:iff be as orft,Llned i3 It..t..&-C. 'Ru1e 4:7--L7.3

and Ordinasce 545-2 et seq.

I
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DEPAHIUEM! EErrSl em Rggf.e':f=Cil[55

,stibje€t to tbe agpro{ral. of tbe aoslrEhi p, ? depalttneat. bead

rnEry, fron time, estabU.Eb., and, sragtrgJ.emeat writt,ea :rrJ.ee and.

regrJ.atioss affect'i.og the personae!. =*rd iateraal. ope:ations of
tr-is/her depastment,. Sucb, depaztueat nrLes a:rd reguJ.ations sbaL3. be

eesistsrt, :rrith Netr ,IerEey State Statutee, the Poi.iqp and Procedure

I*Iasr:a,ls and a.ny other Tows.sbip ord,i.:rance.

FBOCS)I'RE

Ehe nrJ.es and. reEula.t+ons shall be in writi.:lg, sigared. U1, aa" I

Elead. of tlre Depa:tment, a::d. ag4growal.'by the Towa,sluip.

They shaLL be bindi"ag on aJ.J. personst srbject, to' tbe
jr:risdict.iorr of tbe d€partmeut

A nrri-tton copy of guch :rrles and. regu].ations sha].]. be

d.istributed, to personnel of tbe department affected and shalL be

post'ed j.r, the qua::ters of the department,.

$

I

I

I

I

i

t
fi

i
!

,t

40 6-25-n



.agf,E![Dertcg

I$asatisfactor-y 'attetrdanece includes . abrr.se of sick 1eave,

absence that preeede/follovr regrelarJ.y scheduLed, dayE off ar
holidays, a:ld cont'iau,ed ta,rdj:ress - .4,11 uaauthosized and r:arepor:ted

-?'sesces shall be cnnr<idered e.bdence without leawe, and d,edri.ction

'of pay sball be made for sush period. of absences. Abseace witbout

l.eawe for five of mor.e days or pa,rt thereof, EhaJ.J. be gror:nds for
imedia.te disnissal frorn the TowushiF of NutJ.ey.

PROCEDT'RE

1. @rloyees hawe the resPolrsibi].ity t'o lrotifir their

srrpe:rrisor prior t,o tlre beg*rrring of tbeir assigned starti-ag tine

if they a.re goi-ag to be absest, or tardy-

2 - DeparLuee't h.eads shou]'d qt-arn enqllolzees about exsegsive

=T-sesces and. laLeess a:rd. eqllai:r d.isciplinary actioaE which tr:t].].

regu}'t if the eryloyee's attseda:ace record does not .iuprove.
3 . 1'lre first !'ram.irrg for f3at{i negg or excessive abEeoce

shouJ.d be oral witf a written nemorandr:m, aoti.og date a:ed.

pa::ticuJ-Eurs, signed by tbe depa::tnent head'- Said mernora.udum shaLJ-
lt

be forwarded to tbb Personne1. officer and placed in tlre eruployee' s

file 
.i;

+. Srrbsequeat, warulngs utrst be ia wriLi.ng and sigaed by said

eupJ.oyee. ShouLd tlre eurpJ.oyee object to sign'iog the rrrittes
rnra::n"ilag, tlre department head ratrgt so aote oa the uemorandum. Said

, )it -;'
i.

4t
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'ruetro:iardi:n, ri]..]. tbea be

placed, i-a the eqlloyee'a
forwasded tc f-he FereonneL Officer esd

.t

file.

l
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.EECCEOGEE S{TERTGES

Pogsessiou. and,/or coasu4ltie. of alcohol.ic beverages wb.ile oo

tJee job is probi-bited a:rd. eogagaag is such ascilt:itT u:111 sr:Jrject an

eupf.oy'ee io discipj.i-oary acciou,.

erylJ.oyees who report to rcrk iatort cated, w.iLJ. be renoved, from

the job siee by tbeir supetwisor so'as troe to &l.s:lr4rt the rcrk
actiriEy or pose a danger to other eqrLqyees qu' rr'e job sit'e.

r*.q>J.oyees so reioved w:j.11 aot 'be paid for th* ;"..io*og
po::tioo, tlre work aaV a{ wilJ. be'subject to ad&lti,'-al
d.iscipJ.i:eary aetiore r.4r to and. iaclud,:iag *j.scharge. :

PROCEDI'RE

It w"i}]. be the resElorrsibjJity of aJ.J. supewisorF, *ivisim. a:rd.

depag€Eert hea.ds to i;nsure coryJ.ian.ce witb, tlee .LlcoboJ.ic Beveragre

Fo1iclr-
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Dgt'G FEEE TGreLACE

of 1988 ' tbe TouosbiP
P'j[r$]"adt, to tbe Drug.Free l0orkplace 4gt 

.i

of I{ut'ley does herebry adoglt tlre folloviag:

pgFttr[slffit''

1. the foLlowing definities shol]. apply i:r t'his poliry:

a. acoN\iTClfIONt! meanE a fiadiag of gt'ilt' wbetb'er a

or a trial- ity aE jud'icia1 bodY charEed
reeu.lt of a Plea of grdlt

with the ressloosiJciLity*Eo detemise vioLations of Fed*'='' or state

csisj-oal. codes 
jt,

b. nDRBG'r meas's:Fa colltroLLed srrbEt'a:ece as set' fo::th irx

scbedules I tbrough. v, s"ttioo 2a2 of tlre controlle. sr:bstaace ac'

lt2) aad' ScheduleE I tbrough V of tbe lrew Jersey
(Zt U.g'C' 812) aact ,:c;ssr*EvY

Cou'Lrolled.DarrgerousSrrbst,agcesAct.".].s.A.24227''.]-etseq.),but
tobacco product's or distil.led spirits '

does not include tcbaccc

wiae, or ma'].t beveragesn as defised i'n N'J'S'A' 33:l--1 et' 6eq'

c- nEMPTJoEEf, Eeaos alLeugtloyees wbo are ery3'oyed'* 4

capacit,yrytbetovrnshiP,cdtetherflrl].orpa:t,-timenaod!$hetberir,

lbe career or r:nclassified' serrices' 
L: ---

:

d.. r,T[o*Kprac=tr mea's t]re phyEical "J"" 
wtrere tbe operations

' ! :d' oE ' whet,her
of a depa::tmeot or agenq; of the TowrrshiP is carra€

eaid.premiseeareorrred,Ieased.orused.ryt,beTownsbip,agd'
i:rcludeg,butisnotlimicedtobuj.l&ingrs'grorsdsandparki'g
facilit,j.eswh'ereanyernpJ.oyeeperfo:mso'r'aut'horizedtoPerfor4

s

I
n

E

E

't
l
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*

work actirrity. ForJltrtlace iac.].udee anf, ve&,ic].e r:sed, to travel
between srrdr siteg

2- Ttui.s po1icy EAaif aEply ro at:r roryg$n uortqrlac€s;.
3 . gbe r:n-Lawftrl. rnauufacture, d,iEtrdbrtior., d,ispeneEtLoa,

FosseEsion, allrd/or uEe of a dnrg in tbe rcr$llace ig proLitrited.

't.

1;

'.;
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!toRKB,' St C{UFgrSiLTECnr IFS'{rR.eISCE'

Tb€ Towasb,ip of, '$lut.].ey prorrides. a coryrehe'rslve $orlcers,

coqlensatior:. iasru::aace progtam at Bo cost to enployees. Etris

progr:am cover€ a'try iajury or iJ.lness gustai:red j-o, tbe cou:rse of
eq>J-oluent*that requires ned.ical, sr:rg:lcaJ-, or bospital treatuent.
Subj ect to a14p1icabJ.e lega1 reqtrireneuts, workers' . coqle'rsation

fusurance prov'ides beaefits afier a short wait,ing period. or, if
the earyloyee is. hospitalj-zed,' inrmediat,e].y.

EupJ.olees who sustaj-E work-related. injr:r:Les or iLLaess shor:J.d.

infoarn their supenrieos imaediat,ely. l$o matter how minor an. on-

tbe- j ob iaJr:ry may apDear, it is ilqrcrtant that, it be reported.

iunedi.ately. Ebis wi].]. ezrahtg an e].igib].e eryJ.oyee to qua].iffr for
eoverag'e as quickly as poss351e.

The Towreship uri1l not, be 1iabJ.e for tbe palment of sorkers'
coqpenuia.tion beaefits for iajr:ries tbat occu:r dr:ri:rgl Frr eq)J.oyee's

voh:ntary parti-cipatio:r in any off-duty recreatio'ral, soci.al, or
athletic a.ctivity spoasored b1r the Towrrship -

46 6-E-n



m!!:reGlEoo?g Drst;MrE

ft is the.polisy of tle Tow:eelulp of Isut.].ey not ro diseriuinat,e
orl t'h.e basiE of d,ieability, and to maiatain coup].iaace with tbe
Anericaa ffiLth Disabilities Act. Eowerver, coqlJ.ialece wit!. Lbe ADj5

Eust be bal:need witb tbe lreaJ.rtr, beenefits aad wel.fare of co-
eugllolt'ees a:ad the citizens of tbe focinshi F of lrftrt.ley. ff an

;

eaployee has Lea,rmed, thaF he/she . had. bee', aff3.icted, wlth a.

coatag:ioud or life' threateuing i11aess, i.aclud,ing: brrt aot lLrulted.

Eo EfV/AIDS, the eruplollee .sbould take aJ.J. eteps to prot,ect furlher
sprea+ of aay d,isea.se or il,-IneEE. lltrere atrry)ropriate tle sripflrrisor

jof said. ernployee should 5e notified o..f auy iJ.b.esses thac rnEr1r
,1.

affect the beaLeh, safety ina rueJ.fare of aay co-eqlJ.of€e or member

of the genera.1 pr:-b3.ic

-1:,''..:
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eilERXCASg fflEt DES,:IE=!3:rjES Agg-eDie.

The Eitle II regrr:.1at,ions require SnrbJ.ic elrtities to j;nfp:il tlre

pubU.c of the,i-r rlgbts add prot,ectiol].s afforded bli the AD'jA"

. 11be Towash,ip doee not diEeicinate on the ba.siE of disabiLity

in, tbe adnisEion oi accesg to, or treatmen! or eq:J-cn1ment, i.n, its

progrcrns or act'irrit'ies -

rnfs66stios ccrncer:nj-Bg the anerican Yritb Dlsabilities Act
t - -- '

(aDjs.) , aed. tbe rigbts pro.rided. thereuoder, are arrailable from the
I

AD,iF. ceord,j.::et'or ; ,

^ 
Eowever, every elqlloyee 'of the TonasLtp of Sutley mrst' be able'

'to perfo:m, the eEseati{l functions of their job with' or wit}rorrt
i

reasosabLe accomoda'tioas.

Reasooa]rle accomtodatiorr wil]. be made for aoy Towu,ship 'of

Nutley eryloyee witb. a d,isabiLity so lmg as the acco@oda'tion does

aot pose =" uEdue herdship orr the Township of Nutley.

I4forAatioa cou.ceraing tbe America:r with. Disabilj-ties Act

yid.ed therer:.ader, are anrailable from tlre(ADAJ , and th.e rights provided Lhereusder' are anraa 
l

Townsbip of NutleY-
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Ehe Federal Coasolidated Ouaj.btrs Budget Reeonci].j.atioa Act
- (COBRA) give eqlLgryees agC their quaJ-:-ried, betr.ef+ eza=ies the
oltportusity to coatiaue . heal.th i nsr:::anc r:nder t&e
'Towaship of I[ut1ey, s hea]-t], p1ale whea a Equal.ifyiog eve11t,tr ]rauld,

ao:mal1Y reeult in the loss of e1igjJriJ.ity- some eo@o:n eualifjri;1gf
events are rdsiga,atioa, temination of empJ.o1ruaeat, or deat!. of an

i!erqriryee,' a =eCuctioti i a a:r eapicYee' s .hou=s c= a f=awe of absence,.

an erqtloyee's d.ivorce or J.egal. separatioa,. :.rrd a dependa:at ch,i1d. no

loregier- ueetS;agi eJ.igibiJ-ity requiremeats -

Ender cOBRAo the eurployee or benefj-ciary pays t!,e fgl1 cost of
correrage at th.e Tom,shlp gqoup rates pJ.us =n adni:listratioa fee.

Ehe Town'sh.ip provides ea.nh eJ.igibJ.e eryloyee nritb a written.
notice d.escribing rigirts giranted. uader COBRA whea the ec,rployee

becote eligiJrle for correrege r:nder the Toqrnshi F health insrrra:ece
r

.pIan. ' The not,ice cont+ins iryor:tant j-nfo:matioa about the
eupJ-oyee' s rights and obJ.igatioas.

:.i
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.eEFEffitF3lng sflr=cnr PcLIgg

gbe Towaslulp of l$trtley recogo-iz'ee tle need, iE some

{ rastances,, . for. affirrnatire aetioa progreil.s a:ad reserires the rigbt,
to iryleuglrt such progrEms which Eay be required W State or
Federal laws

i"ii

.I

:r-+i."
ii;.:+j

.1i-
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Iryroved. t,echnoJ.ogies a:rd aharrged cirq:mstantccs weranf,, aad

oft-n specifical.f.y require, qpecialized 632ining: for ce:tajn

eryloyees. The Torflu,stuip of IsretJ.ey recogu,:LzeE tb,is faet and wiLl,

t,o the g:ctent possiSle, alJ'ocate reeourcee to p:rcnride specj-al.ized

tra::r;i-ag arrd, contianringi educatj.os, to eryloyees. Recogaizi-ug the

iryortance at such EmglJ.oyees will be required, to attend.
r._r/

tapi tri ng and coatiaui-ag edracatj-on progtEmE to whicb they are

a.ssigreed..

I
I
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{roB pslqEPllltd{

Eacb job or posltioc wltb the Township of slrtley haEl job

desc=1pticG. llris job d.escriptioa includes tle l3€me or t'it'le of

the job or poeit'iolt, rrtri'611 affiJ.iat'ioa (if any) ' bor:rs of rcrk' t'he

dirrisioo/depa*uelrt a3d, title of !t€|:rso!l to whom aSpoi-ntee repolit'E '
:i

stafr.ingsa3.aqilleveJ.,adescriptioaEu@iryofthejob,esselatial
job fi33€tiotr-s,' qua,lifieatioo requirenects, physic+ denands' 'and

work e|g\ria'oEmeat. A descriptioo of a Job/posit'ioilE are arra'lLa"rle

frou. the TqwnsbiP clerk'

3Z 6-E-gt



pm:eonuelw evatua.gronr

srryenri€ors aad' euplollees €rre stroagly eacor:raged to rriscregE
- job perfonnance. a:ed goals on a' infss6a.[, day-to-day basis. Fo::rua].
'perfo:maa'ce erraluatioas are eoodrrcted, at the ead of a]l eryloyee, s
ir:itial period irx. €ury nelv posi tioa. Ehie period., kaow:r as the
probationaly period, a.llows the supenrisor and the aoFloyee to

:

4iscuss tbe job responFjJri].iti€€, . stand,arls, aad, perfoeaaace
lrl

requireuents of tb.e llew posritioa- Additional fo:mal perf,o::mallce

reviews are conducted to provid,e both supe:i\risorg and, eurployees the.:'.oPPortriuity to iiscuss jobi;ta.sks. identify an6 co116ect weakeesses,
e,.corxragie alad. reeogn'i=. stSngtbs, and. dissuss positiver pu:eoseful

'Ei

approacires for meet,iag groa+s -
;i

the perfo:man'ce of ali. erployees i.s geaera1ly ewaluated, or a
ccati-er:.ingr basis -

' Ihe towaslip and all* of its eql1oyees recoga.ize chat the
icj-tize'rs of Township eqlec€ atrd are elrtit,led, to receive se:rrice of

the hi-ghest quality. Ehe Township and its eqrl.oyees will cooperate
w{ea ea.ch other to prowid,e such senrices- BrerT TocrnshiF euplo1ree,
i:ecludi-ng: suparrisory eq[)loyees, wi].]. mai:et,air the preseat, 1evel of
productiwity E#'s enabli-ngr th,e Towoship to conti31ue to iryrorre
services to the cit'izens of tbe conmr:niCy. .1.

35
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!:\:aFt, DEEiOq=,AEg" REEUS$CEImIE IUI@S e!@ stlstP3[[,sEss

The Torna,striF of Mrtley il:i-ll ailhere to tlre prornlsionE of Tit'le

1y of th€ .Sew :rTersey AdrnLsist:=Live eode, Departhent' of CirriL

Ssrrice, Sect'ioa 4:1-15.1, thiorrgh 4:1-15 :AA, i4 al.L ca'seE of

layoffs, deuotions, treeq)lopeo,t riglrts 'rzo}:ntary demot,ions, ,

suspensioasai finesn aud, denotim,E for &lgciplin4::y EruqpoEes-

trd.
6-E-n



nESSrtrtEE€utER, eC"g

The Tovrnsh:ip of :sutley coqllies with the 
- 
prorrisioas of

-.tbe ![ew ,fersef. conscieatious ernpfsl6e protectioa Act.
Elre $iew .rersey cobsciectious @lioyee act ('whistlebr.ower

act tr of CEPA) is desigrrea 'Lo prctect euployee trwh.istLeblowers ! by
nalcing il r:nlarsful- for eryloyers to take adverse eryloyneat action
agai-nst elrploYees who d,isclose, object t,o. or refirse to participate
i '' certai:e actioas that tbe'l eqrloye" ="."or3"b1y' believ=s are either
i1lega1 or ia rriolatiorl of BubJ.j.c poliry. More specifically, tbis
law prowides !,hat on euPlo:er shall aot take any reta3iatorT acEioa
(discharge, suspenEion, deobtion, etc-) aga.j,:est aa euployee because

i j'

the erapJ.oyee does aley of t'f,e foUowi:rg:
,t,. 

-

a. Disclose or threaterrs to disclose t,o a

uper:isor or Lo any prrbJ.ic bod.y =', actirrity"
policY or practice of the enrg:loyer tbat the
eryroyee 'reas<ffibly berieves to be irl
wiolation of the law.

" b - provid.es i -fo:matioa to, or teEt,ifies before,
.i'y p''blic aiay coadrrcting an i.r:vestigatioo or

t

h.earing iato any rriola.tion of trc law,. and

c. Object,s to, or refuse t,ci pa::ticipate iE anl!:

aetirrity, poliry, or practice whicb, the
euployee reasooably believes iE i-s. vioratioa .

of the law or State regr:.1at,j-oo; is,.fraudulent.
j-

.r'

or cri'ai na,l; or is i:eeornpatibLe with a clear

55
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m''"date of 5n:gJ.ic conce:Eirg tbe pulr1ic
bea:.cil, safetrr or rci=i*rrs.
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Tlre prornisioag of tb,is Eugrlolmerrt uanual udy be uod,ified,-'a:ld,/or 
c.nang'ed, cll eir anntal- basis at the directioa of tbe lowash!.p

of 'Iftrt'ley- The Townsbip sba1l desigreate arl aEanral date i]I whieh
modi.ficat.iong 'aad/or ,-h-'rges to t-h.e earplqueret tfaarral n1rill be
inpleatented,. .Any aad, a1r modifica.tions and/or che'ge' to rhe
&rployneat I'taquaL sha.Ll be cornnrr:nicatdr:L tbsough, official notice ;rnd,rl

Eha.].]. bd iarplemeated i-rl cntfo:mity tAtb the requiremeats of, the
MBL.

':

f3q.
'.-'.L:.;
.iff-1
-;-E;l

: -?',
-p-
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*e eoqli'c-v=e h=nclresjg iesc=lbes iapcrta:rt i nfc=maticre

Township of Nutley aad, f understand, tlat, I sbo*ld
constrlt wi$. a superrisor regqrd,i-ag aryr questions jnot answered 1

I

about tbe

1?r

gfus handbogft-

Sirece the info:matign, policies aad, beaefits. deeerjJced,
here are.a,ecessarily sr:bject to *r:l"., I acknowLedge.that
rel:i*gions to the b.aadb60k uay occur. all- such chaages mlll be

"comr:nicated ' thror:lh official aoticeEr agd r r:aderstand, that,
revised, j.a,fo:ma,iion nay Errpereede, nod,ify, or gf{minafg existiag

.': ,poSicies. Onl.y the Towlrs.hip has the ability ,go adopt any revisiorei
to tle pgLicies i:e Elds.".handbook. 

.:,
. l.: :.,

llrrthemore' Y acknowLedge that this handbook is neither
a' coatract of enrp1o1meat..:xto! a legral docr:meret - r h.awe received, tlre
handbook, . a'c'd' r rrnd,erstaad, that it is mlr reqpoasriJrility to read, a:ed
coryly w:ith the policies coatained i:r thr:i.s ha:edbook and. aray
rerrisions made to it - 'j_: '. .

f aleo.uaderEta:d tbat f a!!, a:a a.t,-wL1L .*E'loyes aad ca?i.
be fired. for aay reasane er se reasqr! a.t af,,lr errbject to
aBT'. Cqlleative bargaixrileg agireeoen't or cqatract t&at
agrglliee to ue-

ft r, frrrther acknowredge that r hawe receiwed, aad signed,
t'b'e disclaimer conta,i:red, on the first page of the Eranrr=f _

fuilo1ee, s

Euiployee, Qped or

I
!

I
E

i
ii
I

.1

Date:
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