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. For service greater than one hundred and eighty (180) calendar days, the employee must

submit an application for reinstatement within ninety (90) calendar days after completing

military duty.

Employvment Procedure

Recruitment: The Borough of Neptune City will coordinate the employment recruitment
process for all vacancies to ensure compliance with contractual, legal, and equal
opportunity requirements. Where positions are advertised, the media or other periodical
utilized must have as wide a circulation as possible to encourage applications from
candidates from diverse backgrounds and must prominently state that the Municipality is

an equal opportunity employer.

Applications: All candidates must fully complete an application form. A resume will
not be considered as a substitute for this form. The application is a confidential
document and will not be available to anyone who is not directly involved in the hiring

process, except as required by law.

Interviews: The Borough Administrator and/or Department Head will coordinate the
interview process including the scheduling of applicants, development of interview
questions and standards to measure candidate responses. The Borough will make
reasonable accommodations to known physical and mental limitations of all applicants

with disabilities, provided that the individual is otherwise qualified to safely perform the
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essential functions of his or her job and also provided the accommodation does not

impose an unreasonable hardship on the Borough.

Physical Examinations: Pursuant to the Americans with Disabilities Act, after an offer
of employment is made and prior to commencing employment, the Borough
Administrator and/or Chief of Police may require applicants to pass a physical
examination in order to ensure that they can perform the duties of their position without
injury to themselves or others and with or without reasonable accommodation. The same
post-offer physical examination must be performed on all applicants for a particular
position. If necessary, the Borough Administrator may require periodic physical
examinations to determine the employee’s fitness for duty. All physical examinations
must be performed by a physician chosen by the Borough at the expense of the Borough.
All medical records of employees and prospective employees are confidential and are to
be maintained by the Borough Administrator separate from the employee’s official

personnel file. Medical exams may include tests for drug and alcohol use.

Job Offers: The final decision for an offer of employment will be made after all
references and other information has been verified. Every effort shall be made to offer
reasonable accommodations to known physical and mental limitations of all applicants
with disabilities, provided that the individual is otherwise qualified to safely perform the
essential functions of the job and also provided that the accommodation does not impose

an unreasonable hardship on the Borough.




Acceptances and Rejections: If the first offer is rejected, the Mayor and Council and
Administrator will decide to hire another candidate or re-open the position. Once a
candidate accepts the employment offer, all other candidates will be notified in writing

that they were not accepted for the position.

Employability Proof: After acceptance, but before starting employment, all new
employees shall be required to fill out an employment verification form (I9) and to

provide acceptable proof of right to employment in the United States.

Record Retention: All applications, notes made during interviews and reference checks,
job offers and other documents created during hiring process must be returned to the
Borough Administrator and/or Department Head. Documents related to the successful
candidate will be placed in the employee’s official personnel file except medical records
including physical examinations must be maintained in a separate file. All records and
documents related to other candidates must be retained for at least one (1) year. Records
and documents created during the hiring process are confidential and must be retained in

a locked cabinet

Background Checks and Procedures for Candidates,
Employees and Volunteers

Background checks required: Background checks are required of all candidates,

whether for paid or volunteer positions, working directly or indirectly with




