standards. All other employees are required to dress in a manner that is normally acceptable in
similar business establishments and consistent with applicable safety standards. Employees
shall not wear suggestive attire, athletic clothing, shorts, sandals, T-shirts, novelty buttons,
baseball hats and similar items of casual attire that do not present a businesslike appearance.
Employees are permitted to wear jeans with prior approval by the Township Manager. Hair,
sideburns, moustaches and beards must be clean, combed and neatly trimmed. Shaggy,
unkempt hair is not permissible regardless of length. Tattoos and body piercings, other than
earrings, may not be visible. With the advance approval of the Township Manager, the
Township will make reasonable religious accommodations that do not violate safety standards.
Employees violating this policy shall be required to take corrective action or will be sent home

without pay.
No Smoking Policy:

The New Jersey Legislature has declared that in all governmental buildings the rights of non-
smokers to breathe clean air supersedes the rights of smokers. In accordance with State law,
the Township has adopted a smoke-free policy for all buildings. Township facilities shall be
smoke-free and no employee or visitor will be permitted to smoke anywhere in Township of
Mount Laurel buildings. Employees are permitted to smoke only outside Township of Mount
Laurel buildings and such locations as not to allow the re-entry of smoke into building
entrances. Smoking inside vehicles owned by the Township and near equipment that may be
sensitive to smoke is also prohibited. This policy shall be strictly enforced and any employee
found in violation will be subject to disciplinary action.

Use of Vehicles Policy:

Unless an employee receives permission from the Township Manager, Township owned
vehicles shall be used only on official business and all passengers must be on Township
business. No personal errands using Township vehicles are allowed.

Vehicles may be taken home only with the advance approval of the Township Manager except
a Department Head may also grant temporary approval to facilitate responses to after-hours
emergency calls. When an employee takes home a Township vehicle, it is to be used only for
official Township business; any other use is not permitted. At no time shall children be in the
Township of Mount Laurel vehicle when responding to an emergency.

Employees authorized to use a Township Vehicle for official business must adhere to the
policies and procedures set forth in this Policy. Failure to comply with the provisions below
will result in a loss of privileges:

A. Drivers must ensure that all required documents (driver's license,
employee badge/card, registration, insurance card) are in their
possession while operating the vehicle. Vehicle registration and
insurance cards should be kept in a locked compartment of the
vehicle when not in use.
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B. Vehicles are to be kept clean at all times, and should be washed
and vacuumed regularly (unless prohibited by the New Jersey
Department of Environmental Protection or other similar

regulatory body).
C. No smoking is allowed in Township Vehicles at any time.

D. In accordance with N.J.S.A. 39:4-97.3 and any other applicable
statutes and regulations, the use of hand-held phones or electronic
devices while driving vehicles is prohibited. This prohibition
includes the sending or reading of e-mails, text messages and other
similar communications.

E. All occupants must wear seat belts at all times when the vehicle is
in use and observe all road safe rules and regulations, such as
"Wipers On, Lights On."

F. Employees are expected to operate vehicles in a safe and courteous
manner at all times and are expressly reminded to avoid tailgating
or other unsafe practices.

G. Employees are reminded of the risks inherent from driving while
drowsy. In the event that a driver becomes tired while operating a
vehicle, they should pull off the road and seek appropriate
assistance.

Any violation of this policy constitutes cause for disciplinary action.

Telephone Usage Policy:

Township telephones are for official business and employees may make a personal call only to
inform their family of unexpected overtime. Charges for all other personal calls must be
reimbursed to the Township. The use of hand-held cell phones while driving Township
vehicles or while driving on Township business is prohibited.

Communication Media Policy:

The Township’s Communication Media are the property of the Township and, as such, are to
be used for legitimate business purposes only. For purposes of this Communication Media
Policy, “Communication Media” includes all electronic media forms provided by the
Township, such as cell phones, smart phones, computers, electronic tablets, access to the
internet, voicemail, email, and fax.
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