
BOROUGH OF BERNARDSVILLE 
Mayor & Borough Council Meeting Agenda 

September 24, 2018 - 7:00 p.m. 

1. CALL MEETING TO ORDER 

Mayor Kevin Sooy 
Council Member Jeffrey J. DeLeo 
Council Member John Donahue 
Council Member Thomas O'Dea 
Council Member Chris Schmidt 
Council Member Michael Sullivan 
Council Member Christine Zamarra 

2. STATEMENT OF PRESIDING OFFICER 

Notice of this meeting was provided to the Bernardsville News, Courier News and the 
Star Ledger, filed with the Municipal Clerk and posted on the Municipal Bulletin Board 
on December 12, 2017. 

3. PLEDGE OF ALLEGIANCE 

4. PRESENTATIONS 

4A. FAA Response to Commercial Aircraft Traffic 

4B. Proclamation - Mayor's Wellness Campaign, Conversation of Your Life 

5. APPROVAL OF MINUTES 

August 13, 2018 (Mr. DeLeo was absent) 
August 21, 2018 (Mr. DeLeo was absent) 
September 10, 2018 (Mr. DeLeo was absent) 

Motion: 

6. OPEN SESSION 
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At this point in the meeting, the Mayor & Council welcome comments from any member of 
the public. To help facilitate an orderly meeting and to permit the opportunity for anyone 
who wishes to be heard, speakers shall limit their comments to 5 minutes. If reading from a 
prepared statement, please provide a copy and email a copy to the Clerk's Office after making 
your comments so it may be properly reflected in the minutes. 

7. ORDINANCES 

Mayor to open public hearing on Ordinance # 18-1780, ORDINANCE INCREASING 
TOWING FEES AND AMENDING CHAPTER III OF THE BOROUGH CODE 
ENTITLED "POLICE REGULATIONS" 

Mayor to close public hearing 
Motion to pass on final reading and adopt as published: 
Second: 
Roll call vote: 

Mayor to open public hearing on Ordinance #18-1781, AN ORDINANCE 
APPROPRIATING $15,000 FROM THE BOROUGH OPEN SPACE TRUST 
FUND FOR A SURVEY AND A WETLANDS DELINEATION FOR MORRAINE 
CREST 

Mayor to close public hearing 
Motion to pass on final reading and adopt as published: 
Second: 
Roll call vote: 

Moved by ______ that Ordinance # 18-1782, CONCERNING SIGNS AND 
AMENDING CHAPTER XII OF THE BOROUGH CODE ENTITLED "ZONING" 
OF THE BOROUGH LAND DEVELOPMENT CODE, be introduced by title, passed 
on first reading, published according to law, and that a public hearing be scheduled for a 
meeting beginning at 7:00 p.m., Tuesday, October 9, 2018. 

Second: 
Vote: 

8. RESOLUTIONS 

#18-206 AUTHORIZING PAYMENT OF BILLS 
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#18-207 

#18-208 

#18-209 

#18-210 

#18-211 

#18-212 

#18-213 

#18-214 

9. REPORTS 

ACCEPTING MONTHLY REPORTS 

AUTHORIZING REFUND OF ESCROW FEES -
BOA APPLICATION #16-05, CARTON 

ACCEPTING A DONATION FROM FRIENDS OF HISTORIC 
BERNARDSVILLE 

AUTHORIZING REFUND OF ESCROW FEES 

AUTHORIZING REFUND OF POLICE ESCROW FEES 

RESOLUTION AUTHORIZING SUBMISSION OF 2019 
MUNICIPAL AID GRANT FOR LLOYD ROAD 

RESOLUTION A WARDING A CONTRACT FOR ANN STREET 
DRAINAGE IMPROVEMENTS 

AUTHORIZING REVISIONS TO THE PERSONNEL POLICIES 
AND PROCEDURES MANUAL AND EMPLOYEE HANDBOOK 

Moved: 
Second: 
Roll call vote: 

9A. Municipal Attorney 

9B. Council Public Safety Committee 

9C. Council Finance & Personnel Committee 

9D. Council Engineering, Technology & Public Works Committee 

9E. Other committee/commission reports 

9E 1. Housing/Zoning report from Zoning Officer & Zoning Enforcement 
Officer 
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10. ITEMS OF BUSINESS 

I0A. St. Elizabeth's School - Youth in Government Proposal 

l0B. Ordinance Vacating Alexander Avenue 

1 0C. Little Free Library Sample Ordinance 

1 OD. Pets on Fields 

lOE. Mayor's Appointment of Ben Foster, Chairperson of the Environmental Comm. 

l0F. NOC Development LLC - PILOT Program 

1 0G. Correspondence 

100(1). NY Times Article, Re: Libraries 

100(2). Library Fundraiser - Mini Golf 

11. OPEN SESSION 

12. CLOSED SESSION 

Council Member moves, to adjourn to an executive session to consider: -----

Attorney/Client Privilege, Contract Negotiations, and Personnel Matters 

(Collective Bargaining, Contract negotiations, Personnel Matters, Pending or Anticipated Litigation, 

Property Acquisition, Attorney/Client Privilege), and that the time when and circumstances under 
which the matter can be disclosed to the public is when it (they) are finally resolved. 

Seconded: 
Vote: 

13. REOPEN AND ADJOURNMENT 

092418ag 



BERNARDSVILLE BOROUGH 
ORDINANCE #18-1780 

ORDINANCE INCREASING TOWING FEES AND AMENDING CHAPTER III OF THE 
BOROUGH CODE ENTITLED "POLICE REGULATIONS" 

WHEREAS, Lieutenant John Gardner of the Bernardsville Police Department has 

recommended that the fees for the towing and storage of motor vehicles be increased; 

NOW THEREFORE, BE IT ORDAINED by the Council of the Borough of 

Bernardsville in the County of Somerset, State of New Jersey, that Chapter III of the Borough 

Code Entitled "Police Regulations" is hereby amended as follows: 

Section 1. Subsection 3-5.8 entitled "Fees" in section 3-5 entitled "Towing and 

Storage" is hereby amended to read as follows: 

"3-5.8 Fees. 

a. Towing operators summoned by the Police Department may charge fees, not exceeding 
those set forth below. No additional fees are permitted. 

LIGHT DUTY TOWING/STORAGE RATES 

Service Provided Fee 

Basic Tow $-H-5 150 

Winching/recovery $75 125 per half hour, per tow truck 
Window wrap and/or tarping $2-5-50 
Site cleanup $3-5 50 per half hour, plus $35 per 40 lb. 

bag of absorbent 
Additional fee if customer $4 Q per mile from scene 
requests that vehicle be towed to 
storage yard outside Bernardsville 
that is not towing operator's storage 
facility 

Storage $3-5 40 per day outside/$70 ner dav inside 
Emergency road service $15 115 (plus parts) 



I MEDIUM DUTY I TOWING RATES I 
Service Provided Fee 

Basic Tow $ill 250 per tow truck (portal to portal) 

MEDIUM DUTY TOWING RATES 

Winching/recovery $ill 175 per half hour/per tow truck 

Window wrap and/or tarping $25 60 
Site cleanup $3-5 65 per half hour, plus $35 per 40 lb. bag 

of absorbent 
Additional fee if customer $6 per mile frnm scene 
requests that vehicle be towed to $250 per hour portal to portal 
storage yard outside Bernardsville 
that is not towing operator's storage 
facility 

Storage 
$95 100 per day for outside/$125 12er da;y for 
inside 

Emergency road service $1 00/hom, plus parts 

$2.50 per mile one wa;y. $125labor 12er hour. 
Plus 12arts. 

Labor fee for drive shaft removal or 
lli axel shaft removal 

Administration fee 
Two free trips to remove personal items from 
vehicle. Third tri12 $65. 

$65 moving vehicle in storage. Move from 
Yard charge secure lot so an outside tower can retrieve the 

vehicle. 

HEAVY DUTY TOWING RATES 

Service Provided Fee 

$400 per tow truck $450 per hour portal to 
Basic Tow portal 
Winching/recovery $22-5 275 per half hour/per tow truck 
Window wrap and/or tarping $25 75 
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Site cleanup $35 pet half hom $70 per hour, plus $35 per 
40 lb. bag of absorbent 

Additional fee if customer $8 pet mile fiom scene 
requests that vehicle be towed to 
storage yard outside Bernardsville 

$450 per hour portal to nortal 

that is not towing operator's storage 
facility 

$100 per day $150 per <lax outside. $200 per 
Storage 

dav inside. 
Emergency road service $125/hom, plus parts $2.50 per mile one wax 

$150 per hour plus parts 

Administration fee 
Two free trips to remove personal items from 
vehicle. Third trip $65. 

$100 moving vehicle in storage. Move from 
Yard charge secure lot so an outside tower can retrieve the 

vehicle. 

SPECIALIZED RECOVERY EQUIPMENT 

Rotator/Crane Recoverx Unit $1200 per hour 

Tractor with Landoll Trailer or $450 per hour 
Detach Trailer 

Tractor/Transport Hauler Onlx $250 per hour 

Refrigerated Trailer w/Tractor $450 per hour 

Box Trailer w/Tractor $400 per hour 

Air Cushion Unit $1000 per hour 

Light Tower $250 per hour 

Pallet Jack $200 flat rate 

Roller $200 flat rate 

Anx other specialized eguipment $250 per hour 

Loader/Backhoe/Telescopic $300 per hour each 
Hander/Bulldozer/Bobcat 

Forklift $300 ner hour 

Section 2. In all other respects, § 3-5.8 shall remain unchanged. 
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Section 3. Any or all other ordinances or parts thereof in conflict or inconsistent with 

any of the terms hereof are hereby repealed to such extent as they are so in conflict or inconsistent. 

Section 4. In case any article, section or provision of this ordinance shall be held 

invalid in any court of competent jurisdiction, the same shall not affect any other article, section 

or provision of this ordinance except insofar as the article, section or provision so declared invalid 

shall be inseparable from the remainder or any portion thereof. 

Section 5. This ordinance shall become effective immediately upon final passage and 

publication as required by law. 

ATTEST: 

Anthony Suriano, Borough Clerk 

Introduction: -----------
I st Publication: ----------

COUNCIL OF THE BOROUGH OF 
BERNARDSVILLE IN THE COUNTY 
OF SOMERSET 

By: ___________ _ 

Kevin Sooy, Mayor 

Public Hearing and Adoption: ______ _ 

2nd Publication: ----------

C:\Users\asuriano\Downloads\2018-09-05 BV - Ord amending towing fees.wpd 
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BERNARDSVILLE BOROUGH 
ORDINANCE #18-1781 

AN ORDINANCE APPROPRIATING $15,000 FROM THE BOROUGH OPEN SPACE 
TRUST FUND FOR A SURVEY AND A WETLANDS DELINEATION FOR 

MORRAINE CREST 

STATEMENT OF PURPOSE: To appropriate $15,000 from the Borough Open Space Trust 
Fund for various studies for Morraine Crest. 

WHEREAS, a survey and a wetlands delineation are required for Morraine Crest; and 

WHEREAS, up to 20% of the Borough's Open Space Trust Fund monies may be used 

for the development of lands acquired for recreation and conservation purposes; and 

WHEREAS, "development" was defined in the 2008 public question to mean: 

"[A]ny improvement to a land ... area of eligible Borough property that is 
designed to expand or enhance its utilization for outdoor recreation . . . purposes 
and shall include the construction, renovation, or repair of any such improvement. 
This term may include any of the following types of ancillary improvements to 
eligible Borough properties: roadways, parking, landscaping, fencing, lighting, 
utilities, structures, and any other improvement that expands or enhances the use 
of property for outdoor recreation ... purposes."; 

NOW THEREFORE, BE IT ORDAINED by the Mayor and Council of the Borough of 

Bernardsville in the County of Somerset, State of New Jersey as follows: 

Section 1. Fifteen thousand ($15,000) dollars is hereby appropriated from the 

Borough Open Space Trust Fund (development) to complete a survey and a wetlands delineation 

for Morraine Crest. 

Section 2. Any or all other ordinances or parts thereof in conflict or inconsistent with 

any of the terms hereof are hereby repealed to such extent as they are so in conflict or 

inconsistent. 



Section 3. In case any article, section or provision of this ordinance shall be held 

invalid in any court of competent jurisdiction, the same shall not affect any other article, section 

or provision of this ordinance except insofar as the article, section or provision so declared 

invalid shall be inseparable from the remainder or any portion thereof. 

Section 4. This ordinance shall become effective immediately upon final passage and 

publication as required by law. 

ATTEST: 

Anthony Suriano, Acting Borough Clerk 

Introduction: -----------
] st Publication: ----------

COUNCIL OF THE BOROUGH OF 
BERNARDSVILLE IN THE COUNTY 
OF SOMERSET 

By: _________ _ 
Kevin Sooy, Mayor 

Public Hearing and Adoption: ______ _ 
2nd Publication: ----------

C:\Users\asuriano\Downloads\2018-09-05 BV - Ord appropriating OSTF for Morraine Crest.wpd 
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BERNARDSVILLE BOROUGH 
ORDINANCE #18-1782 

CONCERNING SIGNS AND AMENDING CHAPTER XII OF THE BOROUGH CODE 
ENTITLED "ZONING" OF THE BOROUGH LAND DEVELOPMENT CODE 

Statement of Purpose: To allow logos and similar identify marks, but not advertising, on 
driveway entrance signs. 

WHEREAS, the Borough sign ordinance currently provides in subsection 12-23.15 that: 

"Signs not exceeding one (1) square foot in area may be used for a driveway 
entrance, exit or for warning and directional purposes provided the signs are 
limited to said uses, and provided further the signs do not bear thereon any type of 
commercial identification or advertising."; and 

WHEREAS, the courts have developed the following four-part analysis in cases 

involving ordinances regulating commercial speech when the court must determine whether the 

expression is protected by the First Amendment: 

" ... [D]oes it concern lawful activity and is it non-misleading. Next, the court must 
determine whether the asserted governmental interest is substantial. If both 
inquiries are positive, the court must determine whether the regulation directly 
advances the governmental interest asserts, and whether it is not more extensive 
than is necessary to eve that interest." (State v. Calabria. Gillette Liquors, 201 
N.J. Super. 96, 103 (Law Div. 1997); and 

WHEREAS, the ordinance in question may not withstand a legal challenge using the 

four-part analysis set forth above; and 

WHEREAS, allowing driveway entrance signs to contain some form of identification 

will help motorists find driveways onto commercial properties; 

NOW THEREFORE, BE IT ORDAINED by the Council of the Borough of 

Bernardsville in the County of Somerset, State of New Jersey that Article 12 of the Borough 

Land Development Code entitled "Zoning" is hereby amended as follows: 



Section 1. Paragraph a.16 in subsection 12-23 .15 entitled "Signs" is hereby amended to 

read as follows: 

"12-23.15 Signs. 

a. General Sign Provisions. It is the intent of this chapter to provide design criteria 
and control of signs located throughout the Borough of Bernardsville to assure a high 
level of attractiveness and compatibility with the site and character of the community. 
The following provisions apply generally to all signage. 

1. Signs shall not be erected or maintained except in conformity with the 
provisions of this chapter. 

**** 

16. Signs not exceeding one (1) square foot in area may be used for a 
driveway entrance, exit or for warning and directional purposes provided the signs 
are limited to said uses, and provided further the signs do not bear thereon any 
type of commercial identification m advertising." 

Section 2. Any or all other ordinances or parts thereof in conflict or inconsistent with any 

of the terms hereof are hereby repealed to such extent as they are so in conflict or inconsistent. 

Section 3. In case any article, section or provision of this ordinance shall be held invalid 

in any court of competent jurisdiction, the same shall not affect any other article, section or 

provision of this ordinance except insofar as the article, section or provision so declared invalid 

shall be inseparable from the remainder or any portion thereof. 

Section 4. This ordinance shall become effective immediately upon final passage and 

publication as required by law. 
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ATTEST: 

COUNCIL OF THE BOROUGH OF 
BERNARDSVILLE IN THE COUNTY 
OF SOMERSET 

By: _________ _ 
Anthony Suriano, Borough Clerk Kevin Sooy, Mayor 

ls, Reading and Introduction: ----------

ls, Publication: ---------------

Referral to Planning Board: ----------

Notice to County Planning Board Prior to Adoption: __________ _ 

Notice to Clerks of Adjoining Municipalities (if required): ________ _ 

Notice to Affected Property Owners (if required): ___________ _ 

2nd Reading and Adoption: -----------

2nd Publication: ---------------

Filing with County Planning Board: ______ _ 

C:\Users\asuriano\Downloads\2018-09-19 ORD - driveway entrance signs.wpd 
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RESOLUTION 18-206 

AUTHORIZING PAYMENT OF BILLS 

RESOLVED, that the list of bills, copies attached hereto, 

are hereby approved for payment. 

01 State & Federal Grants $ 
04 Escrow $ 

05 Construction Trust $ 
06 Outside Employment $ 
10 Current Fund $ 
12 Animal Control Trust $ 
20 Payroll $ 
33 Capital Fund $ 
40 Sewer Utility Fund $ 
55 Sewer Capital $ 
70 COAH Trust $ 
71 Fire Prevention Trust $ 
72 Open Space Trust $ 
73 Police Law Enforcement $ 
74 Public Defender Trust $ 
76 Shade Tree Trust $ 
77 Railroad Trust $ 
78 General Trust $ 

79 Bernardsville Community Garden Trust 
81 Snow Removal Trust Fund $ 

82 Accumulated Absences Trust Fund $ 

85 Recreation Trust $ 

TOTAL $ 

4,143.40 
4,682.00 

35,640.31 

2,257,547.70 

498.00 
241,584.00 

77,131.91 
18,031.05 

2,562.08 

6,486.78 

984.50 

2,649,291.73 

I, Anthony J. Suriano, Borough Clerk of the Borough of Bernardsville, herby 
certify the forgoing to be a true and exact copy of a resolution adopted by 
the Borough Council at a duly convened meeting held on September 21, 2018 



Report Printed 2018-09-20 10:13:12 Boro of Bernardsville 

,. 

List of Bills - (0110101002000) CASH - MILLINGTON - STATE & FEDERAL 
STATE & FEDERAL GRANTS 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 

Page 1/1 

Check# • Vendor Description Account PO Payment Check Total 

" 2080 6165 - CONSENT 101 PO 101549 UNDERAGE DRINKING INITIATIVES 
Ol~GlS-0110-0364 MUNICIPAL ALLIANCE GRANT (2017/2018) 1,125.00 

2081 819 - NEW JERSEY AUDUBON SOCIETY PO 101472 REIMBURSEMENT FOR EXPENSES FOR ROOT 
01-GlS-0110-0382 ROOTS FOR RIVERS - CHAPTER 159 2,513.40 

2082 5864 - REILLY SWEEPING PO 101044 Downtown Street Sweeping - 2018 
Ol-G15-0ll0-0361 Clean Communities 2015 

Clean Communities 159 01-Gl6-0110-0361 
Ol-G17-0110-0361 Clean Communities 2017 - Chap. 159 

TOTAL 

Total to be paid from Fund 01 STATE & FEDERAL GRANTS 4,143.40 

4,143.40 

5. 42 
144.00 
355.58 

1,125.00 
1,125.00 

2,513.40 
2,513.40 

505.00 

505.00 

4,143.40 
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List of Bills - (0410101001000) CASH - MILLINGTON - ESCROW 
ESCROW 

Page 1/1 

Check# Vendor Description Account PO Payment Check Total 

. . . . 
2097 6475 - tSN NJRE, LLC PO 101544 REFUND OF ESCROW FEES - RESOLUTION 

04-28~-5000-1057 ESCROW/CSN NJRE, LLC APP#SP-231 B141 L7 1,222.25 

2098 1307 - FERRIERO ENGINEERING,INC PO 101517 PB Engineer contract & application 
04-280-5000-1016 ESCROW/CRAVEN - APPL. #637 
04-280-5000-1060 
04-280-6000-0052 

04-280-7000-0002 

04-280-7000-0006 

04-280-7000-0031 

04-280-7000-0038 

04-280-7000-0048 

ESCROW-BVILLE CTR #SP-213-F3 B64 Ll.01&2 
ESCROW - BERNARDSVILLE CENTRE E&I ACCT 

PO 101531 Engineering Services - August 2018 
ESCROW-DALLAS 31 BOULDERWOOD B14 Lll.04 

PO 101532 8/1/18 Review plans and O&M Manual; 
ESCROW - EAST - 120 ROUNDTOP B81 L19 

PO 101533 Engingeering Services - August 2018 
MAYBERRY GRIPPO 131 MINE MOUNT 

PO 101534 8/1/18 Inspect Drywells/Leader drai 
ESCROW-SOMERSET HILLS COUNTRY CLUB 

PO 101535 8/21/18 Review lot development plan 
ESCROW-NICHOLAS PALMA 60 PILL HILL 

2099 6474 - RICHARD THOMA PO 101543 REFUND OF ESCROW FEES - RESOLUTION 
04-280-4000-0096 ESCROW - THOMA #18-04 B112 Ll.02 

2100 5632 - VENTURA,MIESOWITZ,KEOUGH&WARNER,P.C PO 101518 PB Attorney contract & application 
04-280-5000-1045 ESCROW/TUSAR-DAHLER #646 
04-280-5000-1019 
04-280-5000-1056 

TOTAL 

ESCROW/BRV'L CENTRE SP-213 
ESCROW/HOWLEY APP#652 B53 L9 & 10 

Total to be paid from Fund 04 ESCROW 4,682.00 

4,682.00 

68.50 
68.50 

1,138.00 

226.75 

68.50 

256.75 

77.00 

274.00 

354.25 

385.00 
367. 50 
175.00 

1,222.25 

1,275.00 

226.75 

68.50 

256.75 

77.00 

274.00 

354.25 

927.50 

1,222.25 

2,178.00 

354.25 

927.50 

4,682.00 
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List of Bills - (0510101002000) CASH - MILLINGTON BANK - CONSTRUCTION 
CONSTRUCTION TRUST 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 

Page 1/1 

Check# Vendor Description Account PO Payment Check Total 

5 1504 - CURRENT ACCOUNT 
05-285-0500-1021 CONSTRUCTION FEE 
05-285-0500-1012 DUE TO CURRENT-INTEREST 

TOTAL 

Total to be paid from Fund 05 CONSTRUCTION TRUST 

PO 101591 TRANSFER OF CONST.FEES AUG 2018 $38 

35,640.31 

35,640.31 

35,574.00 
66.31 

35,640.31 

35,640.31 

35,640.31 
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List of Bills - (1010101006000) CASH - MILLINGTON - CURRENT FUND 
CURRENT FUND 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 

Check# Vendor Description Account PO Payment 

46729 6311 - ACTION DMA SERVICES PO 101538 PAYROLL INVOICE PERIOD END DATE 6/9 
10-coo-0110-0205 FINANCE DEPT. - GENERAL EXPENSE 437.56 

46730 6311 - ACTION DATA SERVICES PO 101583 PAYROLL INVOICE PERIOD END DATE 9/1 
10-coo-0110-0205 FINANCE DEPT. - GENERAL EXPENSE 325.50 

46731 179 - AIRGAS USA,LLC PO 99894 SUPPLIES 
10-coo-0220-0224 STREETS & ROADS - SUPPLIES 74. 72 

PO 101288 CYLINDER RENTAL - 2Q 2018 
10-coo-0220-0224 STREETS & ROADS - SUPPLIES 65.64 

Page 1/6 

Check Total 

437.56 
437.56 

325.50 
325.50 

74.72 

65.64 
140.36 

46732 1806 - ALLIED OIL LLC (CORP) PO 101561 GASOLINE - SEPTEMBER-DECEMBER 2018 4,888.34 
10-C00-0315-0220 GASOLINE - PREMIUM GAS 4,888.34 4,888.34 

46733 5263 - ALPHA OOG SOLUTIONS, INC PO 101126 MONTHLY WEBSITE MAINTEANCE & HOSTIN 1,420.00 
10-coo-0112-0205 TECH.INF.SYSTEM - GENERAL EXP. 1,420.00 1,420.00 

46734 6063 - AMERICAN WEAR, INC PO 101013 UNIFORMS/MATS SERVICE - ACCOUNT 635 42.00 
10-coo-0220-0206 STREETS & ROADS - UNIFORMS 42.00 42.00 

46735 6063 - AMERICAN WEAR, INC PO 101015 UNIFORMS SERVICE - ACCOUNT 635100 - 237.84 
10-coo-0220-0206 STREETS & ROADS - UNIFORMS 237.84 237.84 

46736 4'214 - ATLANTIC TACTICAL OF NJ,INC PO 101507 SLED 3 BYRNES DUTY BELT 110. 39 
10-C00-0195-0226 POLICE - SPECIAL OFFICER EQUIPMENS 110. 39 

PO 101508 SLED 2 SKINNER DUTY BELT 107.39 
10-C00-0195-0226 POLICE - SPECIAL OFFICER EQUIPMENS 107. 39 217.78 

46737 433 - ATOMIC TROPHIES, INC. PO 101513 Trophies for 5 & 10 year participat 98.00 
10-C00-0271-0211 SWIM POOL - SWIM TEAM 98.00 98.00 

46738 566a - BEYER FORD LLC PO 101462 OPEN PURCHASE ORDER FOR VEHICLE PAR 68.33 
10-C00-0246-0206 VEHICLE MAINT. - POLICE 68 .33 68.33 

46739 5194 - BOROUGH OF FAR HILLS PO 101530 Police Traffic Director for Clark R 1,225.00 
10-coo-0220-0218 STREETS & ROADS - ROAD REPAIR 1,225.00 1,225.00 

46740 3085 - BRIAN TESTA PO 101548 REPLACEMENT CHECK - LENGTH OF SERVI 75.00 
10-A00-0100-0204 (2017) ADMIN. & EXEC. - MISCELLANEOUS 75.00 75.00 

46741 5743 - BRIDGEWATER CHEVROLET PO 101567 OPEN P.O. FOR POLICE VEHICLE PARTS 500.00 
10-C00-0246-0206 VEHICLE MAINT. - POLICE 500.00 500.00 

46742 285 - CERTIFIED SPEEDOMETER SERVICE, INC PO 101498 CALIBRATION OF CARS 301, 303 AND 31 120.00 
10-C00-0246-0206 VEHICLE MAINT. - POLICE 120. 00 120.00 

46743 4239 - COMCAST PO 101526 HD TV CONNECTION - POLICE DEPT - AC 10.36 
10-C00-0305-0215 TELEPHONE - PHONE BILLS 10.36 10.36 

46744 • 4239 - COMCAST PO 101582 HIGH SPEED INTERNET - ACCT 84990528 104.85 
10-eoo~o305-021s TELEPHONE - PHONE BILLS 104.85 104.85 



Page 2/6 
Report Printed 2018-09-20 10:44:13 Boro of Bemardsville 

List of Bills - (1010101006000) CASH - MILLINGTON - CURRENT FUND 
CURRENT FUND 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 

Check# Vendor Description Account PO Payment Check Total 

46745 6355 - CONVERGE ONE, INC PO 100344 FULL COVERAGE MAINTENANCE - PHONES 
10-coo-0112-0206 TECH.INF. SYSTEM - MAINTENANCE CONTRACTS 

46746 3~70 - DUBLIN MAINTENANCE CONTRACTORS,INC PO 100360 Clean Suite 103 Construction Office 
10-C00-0145-0234 BUILD. & GROUNDS - CONSTRUCTION OFFICE 

46747 3070 - DUBLIN MAINTENANCE CONTRACTORS,INC PO 100361 Cleaning Library Lower Level Common 
10-C00-0145-0231 BUILD. & GROUNDS - LIBRARY TENANTS EXP. 

46748 1307 - FERRIERO ENGINEERING,INC PO 101517 PB Engineer contract & application 
10-C00-0150-0220 PLANNING BOARD - ENGINEER 

10-C00-0140-0215 
10-coo,-0140-0205 

PO 101522 Misc. Engineering August 2018 
ENGINEERING - CONSULTANT 
ENGINEERING - GENERAL EXPENSES 

46749 83 - ~OLEY,INCORPORATED PO 101420 SERVICE & PARTS 

244.54 

500.00 

500.00 

274.00 

1,217.36 
1,112.75 

10-C00-0246.:.0207 VEHICLE MAINT. -STREETS & ROADS 3,642.10 

46750 1619 - GARDEN STATE LABORATORIES INC PO 100019 Water Fountain Testing Polo Grounds 
10-C00-0145-0241 BUILD. & GROUNDS - REC. FIELD MAINT. 110.00 

46751 6184 - GEOFF PRICE PO 101546 REPLACEMENT CHECK - REIMBURSEMENT F 
10-A00-0156-0205 ,/2017) ZONING/HOUSE -GENERAL EXP. 12.00 

46752 6470 - GM FINANCIAL PO 101484 LEASE PAYMENT - 2018 CHEVY TAHOE -
I 

10-coo-0200-0250 PURCHASE OF POLICE CARS 18,011.13 

46753 5718 - GOOGLE INC 
10-coo-0112-0206 

PO 100510 GOOGLE APPS - E-MAIL SERVICE - APRI 
TECH.INF. SYSTEM - MAINTENANCE CONTRACTS 

46754 185 - GRAINGER PO 100979 TOOLS & SUPPLIES 
io-coo-0220-0224 STREETS & ROADS - SUPPLIES 

46755 3982 - HOOVER TRUCK CENTERS INC PO 100428 TRUCK PARTS & SERVICE 

333.68 

395.39 

10-C00-0246-0207 VEHICLE MAINT.-STREETS & ROADS 350.13 

46756 2941 -'IMAGE SYSTEMS, INC. PO 100683 2018 SERVICE CONTRACT #006433-02- B 
10-C00-0112-0206 TECH.INF. SYSTEM - MAINTENANCE CONTRACTS 111.09 

46757 3908 - iPROMOTEu,INC PO 101192 NATIONAL NIGHT OUT SUPPLIES 
10-C00-0195-0214 POLICE - COMMUNITY POLICING 502.00 

46758 ~659 - JEFFREY DELEO PO 101547 REPLACEMENT CHECK - REIMBURSEMENT F 
10-A00-0100-0216 /2017) ADMIN. & EXEC. - JEFFREY DELEO 75.00 

46759 ·6378 - JOHNNY ON THE SPOT PO 99994 ADA Portable Restroom Thomas Peter' 
10-C00-0145-0240 BUILD. & GROUNDS - REC. BUILDING MAINT. 86 .45 

46760 •. 6378, - JOHNNY ON THE SPOT PO 99995 ADA Portable Restroom Rose Bowl 166 

244.54 
244.54 

500.00 
500.00 

500.00 
500.00 

274.00 

2,330.11 

2,604.11 

3,642.10 
3,642.10 

110. 00 
110.00 

12. 00 
12.00 

18,011.13 
18 ,011.·13 

333.68 
333.68 

395.39 
395.39 

350.13 
350.13 

111.09 
111.09 

502.00 
502.00 

75.00 
75.00 

86.45 
86.45 

86.45 
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10-C00--0145-0240 BUILD. & GROUNDS - REC. BUILDING MAINT. 86. 45 86.45 

46761 6378 - JOHNNY ON THE SPOT PO 99996 ADA Restroom Claremont Park, 4 Park 86.45 
10-C00-0145~0240 BUILD. & GROUNDS - REC. BUILDING MAINT. 86. 45 86.45 

46762 6247 - JOY AUTO PARTS PO 100990 PARTS 268.77 
10-C00-0246-0207 VEHICLE MAINT.-STREETS & ROADS 268. 77 268.77 

46763 •6247 - JOY AUTO PARTS PO 101072 OPEN PURCHASE ORDER FOR PATROL VEHI 47.60 
10-C00-0246-0206 VEHICLE MAINT. - POLICE 47.60 47.60 

46764 . 6247 -·JOY AUTO PARTS PO 101500 PARTS 90.33 
10-coo-0246-0207 VEHICLE MAINT.-STREETS & ROADS 90.33 90.33 

46765 4481 - K.M. MARTYN ASSOCIATES, INC PO 101473 T shirts for soccer program 457.00 
10-coo-0212-0208 RECREATION - SPORTS/BASKETBALL 457.00 457.00 

46766 301 - KEVIN VALENTINE PO 101545 REPLACEMENT CHECK - REIMBURSEMENT F 547.39 
10-AOq-0195-0208 (2017) POLICE-EDUCATION-CONFERENCE & TRA 547.39 547.39 

46767 6430 - KIMBERLY ROBINSON PO 101593 reimbursement for life guard class 200.00 
10-C00-0271-0203 SWIM POOL - EDUCATION 200.00 200.00 

46768 374 - LACAL EQUIPMENT PO 101471 PARTS 188.00 
10-C00-0246-0207 VEHICLE MAINT.-STREETS & ROADS 188.00 188.00 

46769 4407 - LEXISNEXIS RISK SOLUTIONS PO 100842 OPEN P.O. FOR MAY - DEC. FOR ACCURI 50.00 
10-C00-0195-0223 POLICE - DETECTIVE SUPPLIES 50.00 50.00 

46770 5911 - ERS ENTERPRISE LLC PO 101363 PAINTING OF 313 1,050.00 
10.:-'coo-0246-0206 VEHICLE MAINT. - POLICE 1,050.00 1,050.00 

46771 2770 - MICHAEL PETERS PO 101361 Catering for Inter-generational BB 250.00 
10-C00-0272-0203 RECREATION - GENERAL EXPENSES 250.00 250.00 

46772 5653 - MIRACLE CHEMICAL CO PO 101064 Chemicals for pool 171. 88 
0

10-C00-0271-0206 SWIM POOL - CHEMICALS/WATER 171. 88 171. 88 

46773 5168 - M:>RRIS BRICK AND STONE CO. PO 100994 MASON SUPPLIES 277.20 
10-coo-0220-0205 STREETS & ROADS - GEN. EXPENSE 277.20 277.20 

46774 5485 - NJ CRIMINAL INTERDICTION LLC PO 101350 STREET SMART COP/PRO ACTIVE PATROL 199.00 
10-C00-0195-0203 POLICE - EDUCATION & TRAINING EXPENSES 199.00 199.00 

·O 

46775 5485 - NJ CRIMINAL INTERDICTION LLC PO 101463 CASE LAW.SEARCH & SEIZURE UPDATE CL 95.00 
lO~C00-0195-0203 POLICE - EDUCATION & TRAINING EXPENSES 95.00 95.00 

46776 ,12 - NJ STATE LEAGUE OF MUNICIPALITIES PO 101450 Ad for Driver/Laborer, for NJ Leagu 115. 00 
10-coo-0102-0201 MUNICIPAL CLERK-ADVERTISING 115.00 115.00 

' 
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46777 3221 - PETER RUBINETTI PRIVATE DISPOSAL PO 101302 SEPTEMBER 2018 DISPOSAL SERVICE 
10-C00-0~35-0213 LANDFILL - DISPOSAL OF WASTE 
10-C00-0145-0228 
10-C00-0145-0231 
10-co9-0211,0204 
10-C00-0271-0218, 

BUILD. & GROUNDS - LIBRARY MAINT. 
BUILD. & GROUNDS - LIBRARY TENANTS EXP. 
SWIM POOL - MISCELLANEOUS 
SWIM POOL - GARBAGE REMOVAL 

955.77 
30.07 
90.00 

411.83 
247.32 

46778 b040 - POWERDMS, INC PO 101510 5 ADDITIONAL USER LICENSES 
lO~C00-0195-0230 POLICE - MAINTENANCE CONTRACTS 526.75 

46779 5999 - PRAXAIR DISTRIBUTION INC PO 101536 Carbon Dioxide 
10-C00-0271~0206 SWIM POOL - CHEMICALS/WATER 56.00 

46780 . 2~38 - PRINCETON HYDRO,LLC. CORP. PO 100419 UPDATE OF ENVIRONMENTAL RESOURCE IN 
10-C00-0165-0204 ENVIRON. COMM. - MISCELLANEOUS 4,120.00 

46781 61.08 - R. MOORE & ASSOC. TREE EXPERTS, LLC PO 101496 RemoveDead Tree and Remove Dead Lim 
10-C00-0145-0246 BUILD. & GROUNDS - RECREATION MISC. 1,260.00 

46782 5562 - REAL TIME TRANSLATION, INC PO 101511 TIER II MONTHLY MAINTENANCE PAYMENT 
10-C00-0195-0230 POLICE - MAINTENANCE CONTRACTS 99.98 

46783 31 - RECORDER PUBLISHING CO PO 101588 PUBLICATIONS - 8/30/18 - ACCT 00014 
10-coo-0220-9205 STREETS & ROADS - GEN. EXPENSE 96.40 
10-coo-0102-0201 
10..:coo-01s6-02os 

MUNICIPAL CLERK-ADVERTISING 
ZONING/HOUSE -GENERAL EXP. 

46784 4360 - RESEARCH & DESIGN LANDSCAPE LLC PO 101515 Pool Parking Lot Islands 

50. 63 
17 .85 

10-C00-0145-0245 BUILD. & GROUNDS - SWIM POOL COMPLEX 5,140.00 

46785 1426·- RICCIARDI BROTHERS,INC PO 101505 Stain For Borough Hall Bench@ Entr 
10-C00-0145-0216 BUILD. & GROUNDS - BUILD. MNT. 15. 75 

46786 3499 - RICHIE'S TIRE SERVICE INC PO 101506 TIRES 
10-C00-0220-0209 STREETS & ROADS - LEAF PICKUP 500. 00 

46787 • 4961 -'SAKOUTIS BROTHERS DISPOSAL PO 100625 Garbage Container Removal and Dispo 
10-C00-0235-0213 LANDFILL - DISPOSAL OF WASTE 2,318.10 

0 

46788 .5814 - SCOTT CHERTOFF PO 101524 REIMBURSEMENT FOR NATIONAL NIGHT 0 
10-C00-0195-0214 POLICE - COMMUNITY POLICING 89.94 

46789 362 - SOMERSET COUNTY ELECTRIC PO 101514 Bulb for Rose Bowl Field Lights 
10-C00-0145-0240 BUILD. & GROUNDS - REC. BUILDING MAINT. 870.00 

10-C00-0145-0240 

10-C00-0145-0240 

PO 101596 New Security Lighting@ Polo Ground 
BUILD. & GROUNDS - REC. BUILDING MAINT. 2,494.00 

PO 101597 Flag Pole Lights Polo Grounds, Elec 
BUILD. & GROUNDS - REC. BUILDING MAINT. 3,985.00 

46790 5349 - SOMERSET COUNTY SOLID WASTE MANAGEM PO 101525 Certified Recycling Professional 20 
io-coo-0240-0225 RECYCLING - MISC. EXPENSES 80.40 

1,734.99 

1,734.99 

526. 75 
526.75 

56.00 
56.00 

4,120.00 
4,120.00 

1,260.00 
1,260.00 

99.98 
99.98 

164.88 

164.88 

5,140.00 
5,140.00 

15.75 
15. 75 

500.00 
500.00 

2,318.10 
2,318.10 

89.94 
89.94 

870.00 

2,494.00 

3,985.00 
7,349.00 

80. 40 
80.40 
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46791 5463 - SOMERSET COUNTY TRANSPORTATION PO 100391 SENIOR VAN - FEBRUARY-DECEMBER* 
10-coo-02so-0201 SENIOR CITIZEN VAN - VEHICLE 

46792 • 6064 - SOMERSET VALLEY URGENT CARE PO 101344 CROSSING GUARD PHYSICALS:TALLMADGE, 

46793 

lO-C0~-0195-0229 POLICE - CROSSING GUARD MEDICAL EXP. 

6303 - SYNCB/AMAZON PO 101050 TREE WATERING BAGS/FRAME SHELVES/WA 
10-C00-0145-0201 
10-C00-0145-0215 

lO-C00-0285-,0201 
lO-C00-0156-0201 
10-coo-0100-0201 

lO~C00-0271-0210 

104 C00-022.0-0205 

10-coo-0100-0201 

10-C00-0195-0201 

10-coo-0110-0201 

10-C00-0120-0205 

BUILD. & GROUNDS - ELD SUPPLY 
BUILD. & GROUNDS - GROUND MNT. 

PO 101104 INK/LABELS 
CONSTRUCTION - OFFICE SUPPLIES 
ZONING/HOUSE - OFFICE SUPPLY 
ADMIN. & EXEC. - OFFICE SUPPLY 

PO 101122 SUPPLIES FOR POOL FAMILY DAY 
SWIM POOL - ACTIVITIES 

PO 101131 l0Xl0 POP-UP CANOPY FOR ROAD DEPART 
STREETS & ROADS - GEN. EXPENSE 

PO 101224 TONER FOR HP4250 PRINTERS 
ADMIN. & EXEC. - OFFICE SUPPLY 

PO 101417 HP 410A TONER - POLICE 
POLICE - OFFICE SUPPLIES 

PO 101395 CHAIR CUSHION 
FINANCE DEPT - OFFICE SUPPLIES 

PO 101467 DESK CALENDAR 
TAX COLLECTOR - GEN. EXPENSE 

46794 547 - HOME DEPOT CREDIT SERVICES PO 101502 Sign Post and Cap for Amerman Lot 
lO-C00-0145-0216 BUILD. & GROUNDS - BUILD. MNT. 

46795 388 - TREE TECH, INC PO 101528 Remove Fallen Tree from Garage Roof 
lO-C00-0145~0215 BUILD. & GROUNDS - GROUND MNT. 

46796 3940 - U.S. IDENTIFICATION MANUAL PO 101404 UPDATE SERVICE THROUGH SEPTEMBER 20 
10-C00-0195-0202 POLICE - DUES & SUBSC. 

46797 5632 - VENTURA,MIESOWITZ,KEOUGH&WJIRNER,P.C PO 101518 PB Attorney contract & application 

519.35 

337.50 

115. 96 
502.74 

25.95 
24.48 

127.68 

53.37 

109.00 

56.82 

90. 26 

25.99 

22.98 

22.55 

480.00 

82.50 

10-C00-0150-0215 PLANNING BOARD - ATTORNEY l, 522. 50 

46798 "3488 - VERIZQN PO 101580 FIOS - ACCT# 354-642-517-0001-63 -
10-C00-0305-0215 TELEPHONE - PHONE BILLS 129.99 

46799 61 - VERIZON PO 101581 TELEPHONE BILL 908-221-9611 - 9/7/1 
10-C00-0305-0215 TELEPHONE - PHONE BILLS 1,166.17 

46800 5173 - VERIZON BUSINESS SERVICES PO 101586 LONG DISTANCE BILL SEPT 2018 ACC # 
10-C00-0305-0215 TELEPHONE - PHONE BILLS 59.87 

0 

46801 1632 - VERIZON WIRELESS (NEWARK) PO 101557 WIRELESS PHONES 7/26/18-8/25/18* 
io-coe-o3os-.022s TELEPHONE - MOBILE PHONES 2,411.55 
10-C00-0100-0211 ADMIN. & EXEC. - CHRISTINE ZAMARRA 38.01 
10-coo-0100-0212 ADMIN. & EXEC. - MICHAEL SULLIVAN 38.01 
io-coo-0100-0213 ADMIN. & EXEC. - TOM O'DEA 38.01 
10-coo-0100-0214 ADMIN. & EXEC. - CHRIS SCHMIDT 38.01 
10-coo-0100-021s ADMIN. & EXEC. - MAYOR'S EXP. 38.01 
10-coo-0100-0216 ADMIN. & EXEC. - JEFFREY DELEO 38.01 

Page 5/6 

Check Total 

519.35 
519.35 

337.50 
337.50 

618.70 

178 .11 

53.37 

109.00 

56.82 

90 .26 

25.99 

22.98 
1,155.23 

22.55 
22.55 

480.00 
480.00 

82.50 
82·.50 

1,522.50 
1,522.50 

129.99 
129.99 

1,166.17 
1,166.17 

59.87 
59.87 

2,677.62 
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16-coo-0100-0211 ADMIN. & EXEC. - JOHN DONAHUE 

46802 90 - VILLAGE SUPER MARKETS PO 101558 SENIOR PICNIC 
10-C00,'-0272-0203 RECREATION - GENERAL EXPENSES 

46803 0318 - W.B.MASON CO,INC PO 101464 LABELS - S081767490 
10-coo-0100-0201 ADMIN. & EXEC. - OFFICE SUPPLY 
10-coo-0110-0201 

10-coo-0102-02os 

1o~co'b-0100-0201 

FINANCE DEPT - OFFICE SUPPLIES 
PO 101460 PRINTER CINDY BERINGER 

MUNICIPAL CLERK-GEN. EXPENSE 
PO 101556 Office supplies - S081668012 ORDER 

ADMIN. & EXEC. - OFFICE SUPPLY 

46804 1264 - WELDON ASPHALT CO. PO 101584 BITUMINOUS CONCRETE & STONE - AUGUS 

38.01 

39.37 

21. 73 
31. 80 

2 98. 99 

14 .26 

2,677.62 

39.37 
39.37 

53.53 

298.99 

14. 26 
366.78 

647. 4 6 
10,-coo-0220-0210 STREETS & ROADS - ROAD REPAIR 647 .46 647.46 

46805 1264 - WELDON ASPHALT CO. PO 101585 BITUMINOUS CONCRETE & STONE - AUGUS 5,830.32 
10-coo-0220-0210 STREETS & ROADS - ROAD REPAIR 5,830.32 5,830.32 

46806 4945 - WURTH USA INC PO 99896 SUPPLIES 112. 76 
10-coo-0220-0224 STREETS & ROADS - SUPPLIES 112. 76 112. 76 

--------------
TOTAL 80,174.37 

Total to be paid from Fund 10 CURRENT FUND 80,174.37 

80,174.37 

Checks Previously Dis~ursed 

10381 SOMERSET HILLS BOARD OF ED. SCHOOL TAX - SEPTEMBER 2018 2,177,373.33 9/10/2018 

2,177 I 373 .33 

Total paid from Fund 10 CURRENT FUND 2,177,373.33 

2,177,373.33 

·' Total for this Bills List: 2,257,547.70 () 
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338 322 - MGL FO:RMS PRINTING SOLUTIONS,LLC PO 100891 2019 Dog/Cat Tags 477.00 
12-285-0500-1005 RESERVE FOR MISC EXPENDITURE 477.00 477.00 

339 650 - NJ DEPT OF HEALTH & SENIOR SRVS. PO 101600 July & August 2018 Monthly Dog Repo 21. 00 
12;260-0700-0000 DUE STATE OF NEW JERSEY 21. 00 21.00 

TOTAL 498.00 

Total to be paid from Fund 12 ANIMAL CONTROL TRUST 498. 00 

498.00 



Page 1/2 

Report Printed 2018-09-20 09:10:49 Boro of BemardsvilleClick here to save CSV (Excel) Version 

Disbursements Journal 
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- (20) PAYROLL AGENCY 

DATE ENTRY II POii CHECK II 

9/11/2018 2626 20423 

9/11/2018 2627 20424 

9/11/2018 2628 20425 

9/13/2018 2646 101542 

20426 

SUMMARY BY ACCOUNT FOR RANGE: 
ACCOUNT 

20-101-0100-2000 

20-260-0500-1001 
20-26D-0500-1003 
20-280-5600-0850 
20-280-5600-0852 
20-280-560D-0853 
20-280-5600-0854 
20-280-5600-0855 
20-280-5600-0856 
20-280-5600-0858 
20-280-5600-0870 
20-280-5600-0871 
20-280-5600-0872 
20-280-5600-0874 
20-280-5600-0877 
20-280-5600-0878 
20-280-5600-0882 
20-280-5600-0883 
20-280-5600-0890 
20-280-5600-0893 
20-280-5600-0895 
20-280-5600-0898 
20-280-5600-0899 
20-280-5600-0900 
20-280-5600-0901 
20-280-5600-0902 
20-280-5600-0903 

ACCOUNT VENDOR/EXPLANATION 

20-280-5600-0850 
ACTION DATA SERVICES-PAYROLL 

NET PAYROLL PAYABLE 

20-280-5600-0900 
ACTION DATA SERVICES-PAYROLL 

PAYROLL DIRECT DEPOSIT 

20-280-5600-0852 
20-280-5600-0853 
20-280-5600-0854 
20-280-5600-0855 
20-280-5600-0856 
20-280-5600-0858 
20-280-5600-0870 
20-280-5600-0874 
20-280-5600-0890 
20-280-5600-0898 
20-280-5600-0901 
20-280-5600-0902 
20-280-5600-0903 
20-280-5600-0882 
20-280-5600-0883 
20-280-5600-0871 
20-280-5600-0877 
20-280-5600-0878 
20-280-5600-0895 
20-280-5600-0893 
20-280-5600-0872 
20-280-5600-0899 

ACTION DATA SERVICES-PAYROLL 
FEDERAL 
FICA SS EE 
MEDICARE EE 
NJ STATE TAX 
EMPLOYEE SUI/SDI 
PA STATE TAX 
PERS 
PERS CONTRIBUTORY INSURANCE 
DEFERRED COMP 
GARNISHMENTS C. D'AMATO CS9119642A 
EMPLOYER SS 
MED EMPLOYER 
EMPLOYER SUI 
DCRP EE CONTRIBUTION - 5% 
DCRP EMPLOYER CONTRIBUTION - 3% 
PERS LOAN 
PFRS 
PFRS LOAN 
PBA UNION DUES 
DPW UNION DUES 
PERS BACK DEDUCTION 
VISION 

20-260-0500-1001 
20-260-0500-1003 

EMPLOYEE MEDICAL FROM PAYROLL (AUG TO CORRE 

CURRENT ACCOUNT 

ACCOUNT DESCRIPTION 

CASH - MILLINGTON - PAYROLL 

PAYABLE - CURRENT - MEDICAL INSURANCE 
PAYABLE - SEWER - MEDICAL INSURANCE 
NET PAYROLL PAYABLE 
PAYROLL TAXES PAYABLE - FEDERAL 
PAYROLL TAXES PAYABLE - FICA 
PAYROLL TAXES PAYABLE - MEDICARE 
PAYROLL TAXES PAYABLE - NJ STATE TAX 
PAYROLL TAXES PAYABLE - EMPLOYEE SUI /SD 
PAYROLL TAXES PAYABLE - PA TAX 
PAYABLE - P.E.R.S. 
PAYABLE - P.E.R.S. LOAN 
PAYABLE - P.E.R.S. - BACK DEDUCTIONS 
PAYABLE - P.E.R.S. - CONTRIBUTORY INS. 
PAYABLE - P.F.R.S. 
PAYABLE - P.F.R.S. - LOAN 
DCRP-5.5% (EMPLOYEE CONTRIBUTION) 
DCRP-3%(EMPLOYER CONTRIBUTION) 
PAYABLE - DEFERRED COMPENSATION PLAN 
PAYABLE - DPW UNION DUES 
PAYABLE - PBA DUES 
PAYABLE-GARNISHMENT 
PAYABLE - VISION 
PAYABLE - DIRECT DEPOSIT 
PAYROLL TAXES PAYABLE - EMPLOYER S.S 
PAYROLL TAXES PAYABL MED 
PAYROLL TAXES PAYABLE - EMPLOYER SUI 

APR RESERVE 

DEBIT CREDIT ACCOUNT 

1,797.67 20-101-0100-2000 
1,797.67 

142,690.90 20-101-0100-2000 
142,690.90 

75,834.71 20-101-0100-2000 
20,304.79 

7,925.07 
2,966.65 
7,305.85 

153.21 
18. 45 

8,434.72 
531.19 

3,093.02 
546. 92 

7,925.07 
2,966.65 

252.27 
394. 05 
290 .15 

2,003.25 
8,189.05 
1,635.90 

342. 00 
144.00 
123 .21 
289.24 

19,554.44 
1,706.28 

CURRENT NON-BUDGETARY 

19,554.44 
1,706.28 
1,797.67 

20,304.79 
7,925.07 
2,966.65 
7,305.85 

153.21 
18.45 

8,434.72 
2,003.25 

123.21 
531.19 

8,189.05 
1,635.90 

394. 05 
290 .15 

3,093.02 
144. 00 
342.00 
546. 92 
289. 24 

142,690.90 
7,925.07 
2,966.65 

252.27 

21,260.72 20-101-0100-2000 

DISBURSED 

241,584.00 
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ACCOUNT ACCOUNT DESCRIPTION 

TOTAIS (FOR RANGE): 

- (20) PAYROLL AGENCY 

APR RESERVE CURRENT NON-BUDGETARY 

241,584.00 

Page 2/2 

DISBURSED 

241,584.00 
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5329 5194 - BOROUGH OF FAA HILLS PO 101537 Police Traffic Control - Mine Mount 
33-215-1400-1004 Ord. 15-1691DrainageVarious Roads 1,037.50 

5330 1307 - FERRIERO ENGINEERING,INC PO 97642 Basic Design Services - Somerset Av 
33-215-1400-1002 Ord. 15-1691Improvements VariousRoads 3,163.00 

5331 

5332 

33-215-1400-1004 
33-~15-2800-1043 

PO 101522 Misc. Engineering August 2018 
Ord. 15-1691DrainageVarious Roads 
18-1760 - ROADS - PILL HILL/ANN - FUNDED 

5931 - M:>TOROLA SOLUTIONS PO 101191 Motorola County mobile and portable 
33-215-2800-1~40 18-1760 - POLICE - RADIOS - UNFUNDED 
33-215-2800-1039 18-1760 - POLICE - RADIOS - FUNDED 
33,-215-2200-1001 ORD. 17-1743 - POLICE - COUNTY RADIOS 

4319 - MUNICIPAL SOFTWARE INC PO 101155 UPGRADE OF MSI SERVER & FAS SYSTEM 
3·3-215-0980-1012 UNFUNDED-AE,POLICE COMP,CAR COMP,CAMERAS 
33-215-2700-1007 18-1761 - BOROUGH HALL - COMPUTERS 
33-215-2800-1036 18-1760 - ADMIN - VARIOUS CAP- UNFUNDED 

TOTAL 

Total to be paid from Fund 33 CAPITAL FUND 77,131.91 

77,131.91 

1,918.00 
1,481.41 

57,950.00 
3,050.00 
1,082.00 

655.34 
3,000.00 
3,794.66 

1,037.50 
1,037.50 

3,163.00 

3,399.41 

6,562.41 

62,082.00 

62,082.00 

7,450.00 

7,450.00 

77,131.91 
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Check# .t 

Li'st of Bills - (4010101002000) CASH - MILLINGTON - SEWER UTILITY 
SEWER UTILITY FUND 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 
,, •• ' .. '· < 

,: -~ Vend.o'i!l ~ Description 
. 94). 8 ' . 

Account PO Payment 

,_·. ..~ ; ,.;-; 
Chect • Tital, 1 

\ j. 

8739 4t13 1 ACCURAT; WASTE REMOVAL SERVICES INC PO 101577 August 2018 Sludge Removal 3,959.20 
40-C00-0101-0226 SEWER - SLUDGE REMOVAL 

8740 135 - ALLEN PAPER & SUPPLY CO PO 101575 Toilet Tissue 
40-C00-0101-0204 SEWER - MISCELLANEOUS 

8741 6063 - AMERICAN WEAR, INC PO 101014 UNIFORMS/MATS SERVICE - ACCOUNT 635 
40-C00-0101-0206 SEWER - UNIFORMS 

8742 5305 - CUSTOM ENVIRONMENTAL TECH. INC PO 101520 Polymer 
40-C00-0101-0228 SEWER - POLYMER 

8743 2253 - EUROFINS QC, INC PO 101539 8/01/18 - 8/29/18 Lab Analysis 
40-C00-0101-0215 SEWER - TESTING 

8744 6212 - GLENN PLESNARSKI PO 101573 Renewal of s-3 & C-3 Licenses 
40-C00-0101-0203 SEWER - EDUCATION 

8745 6247 - JOY AUTO PARTS PO 101576 Oil 
40-C00-0101-0207 SEWER - EQUIP. PARTS & SUPPLY 

8746 2780 - KEN KELEHER PO 101478 MEAL ALLOWANCE - AUGUST 2018 
40-C00-0101-0205 SEWER - GENERAL EXPENSES 

PO 101540 S-2 & C-2 License Renewel 
40-C00-0101-0202 SEWER - DUES & SUBSC. 

8747 4289 - NICK DIGHT PO 101477 MEAL ALLOWANCE - AUGUST 2018 
40-C00-0101-0205 SEWER - GENERAL EXPENSES 

PO 101552 License Renewal 
40-C00-0101-0203 SEWER - EDUCATION 

8748 4835 - ONE CALL CONCEPTS PO 100569 ONE CALL SERVICES FOR APRIL-DECEMBE 

3,959.20 

715.23 

233. 7 5 

823.50 

1,330.45 

100.00 

74.85 

67. 50 

100.00 

37. so 

50.00 

40-C00-0101-0205 SEWER - GENERAL EXPENSES 125.00 

8749 2322 - PAN METRO SERVICES PO 101519 3rd quarter inspections 
40-C00-0101-0213 SEWER - PLANT MAINTENANCE 600.00 

8750 872 - PUMPING SERVICE CO. PO 101541 Failed limit Switches needed adjust 
40-C00-0101-0213 SEWER - PLANT MAINTENANCE 2,156.00 

8751 31 - RECORDER PUBLISHING CO PO 101588 PUBLICATIONS - 8/30/18 - ACCT 00014 
40-C00-0101-0205 SEWER - GENERAL EXPENSES 44.37 

3:959.20 ' 

715.23 
715.23 

233.75 
233.75 

823.50 
823.50 

1,330.45 
1,330.45 

100.00 
100.00 

74.85 
74.85 

67 .50 

100.00 
167.50 

37.50 

50.00 
87.50 

125.00 
125. 00 

600.00 
600.00 

2,156.00 
2,156.00 

44.37 
44.37 

8752 4084 - TOM KENNEDY PO 101475 MEAL ALLOWANCE - AUGUST 2018 45.00 
40-C00-0101-0205 SEWER - GENERAL EXPENSES 45.00 45.00 

8753 4434 - TOM SIIADOOD PO 101476 MEAL ALLOWANCE - AUGUST 2018 45.00 
40-C00-0101-0205 SEWER - GENERAL EXPENSES 45.00 45.00 

8754 183 - TOWNSHIP OF PARSIPPANY-TROY HILLS PO 100396 SLUDGE REMOVAL ACC 3000122-0 APRIL- 560.00 
40-C00-0101-0226 SEWER - SLUDGE REMOVAL 560.00 560.00 
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List of Bills ,. (4010101002000) CASH - MILLINGTON - SEWER UTILITY 
SEWER UTILITY FUND 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 

Page 2/2 

Check# Vendor Description Account PO Payment Check Total 

87 55 61 - VERIZON PO 101562 TELEPHONE BILLS - SEPTEMBER 2018 - 302.07 
40-C00-0101-0301 SEWER -TELEPHONE 302.07 302.07 

8756 90 - VILLAGE SUPER MARKETS PO 101499 AUGUST 2018 PURCHASES 23.30 
40-C00-0101-0205 SEWER - GENERAL EXPENSES 23.30 23.30 

TOTAL 11,392.72 

Total to be paid from Fund 40 SEWER UTILITY FUND 11,392.72 

11,392.72 

Checks Previously Disbursed 

40231 CURRENT ACCOUNT PO# 101516 REIMBURSE SEPT 2018 HB TO CURRENT 6,638.33 9/13/2018 

6,638.33 

Total paid from Fund 40 SEWER UTILITY FUND 6,638.33 

6,638.33 

Total for this Bills List: 18,031.05 
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COAH TRUST 

Meeting Date: 09/24/2018 For bills from 09/11/2018 to 09/20/2018 

Page 1/1 

Check# . ' ·• • Vendor Description Account PO Payment Check Tot!al 

2034 5366') CGP&H,""r.LC PO 101523 ADMINISTRATIVE AGENT & PLANNING SER 409.58 
?0-286-5685-4000 . RESERVE FOR COAH 409.58 409.58 

2035 5632 - VENTURA,MIESOWITZ,KEOUGH&WARNER,P.C PO 101518 PB Attorney contract & application 2,152.50 
70-286-5685-4000 RESERVE FOR COAH 2,152.50 2,152.50 

TOTAL 2,562.08 

Total to be paid from Fund 70 COAH TRUST 2,562.08 

2,562.08 
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List of Bills - (7810101002000) CASH - MILLINGTON - GENERAL TRUST 
GENERALTRUSTFUND 

Page 1/1 

Check~. , Vendor Description Account PO Payment Check Total 

14 , 64 77 -· COMMUNITY CAPITAL 3, LLC PO 101589 REDEMPTION - TSC 15-00008 - BLOCK 7 

78-286-5685-3000 RESERVE FOR OUTSIDE LIEN REDEMPTION 
78-286-5685-2000 RESERVE FOR TAX PREMIUM 

TOTAL 

Total to be paid from Fund 78 GENERAL TRUST FUND 6,486.78 

6,486.78 

5,186.78 

1,300.00 

6,486.78 

6,486.78 

6,486.78 
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RECREATION TRUST 

Page 1/1 

Check# .. •· • .' Vendor Description Account PO Payment Check Total 

61 ,-5449 - LOTUS MIND AND BODY PO 100331 Spring Yoga program 
85-286-5685-2006 RECREATION TRUST - CHAIR YOGA 
85-286-5685-2003 RECREATION TRUST - YOGA 

62 6473 - NICOLE FOUNTAIN PO 101529 REFUND - SOCCER ACADEMY ($170 LESS 
85-286-5685-2052 RECREATION TRUST - SOCCER ACADEMY-UNITED 
85-286-020_0-0002 DUE TO CURRENT - ADMIN FEES 

TOTAL 

Total to be paid from Fund 85 RECREATION TRUST 984.50 

984.50 

510.00 
330.00 

144.50 
0.00 

840.00 

144.50 

840.00 

144.50 

984.50 



RESOLUTION #18·207 
ACCEPTING MONTHLY REPORTS 

BE IT RESOLVED, by the Borough Council of the Borough of Bernardsville to accept monthly 
reports from certain departments as follows: 

Department 

Animal Control 
Bureau of Fire Prevention 
Construction 
Court 
Investment 
Facilities 
Library 
Police 
Property Maintenance/Landlord Registration 
Public Works 
Recreation 
Revenue Report 
Sewer Operators Report 
Tax Collector 
Zoning 

*No report received 

Month 

August 
* 
August 
August 
* 
September 
* 
August 
* 
September 
August 
* 
* 
August 
* 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to 
be a true and exact copy of a resolution adopted by the Borough Council at a duly convened 
meeting held on September 24, 2018. 



Borough of Bernardsville 
166 Mine Brook Road 

Bernardsville, NJ 07924 
Somerset County 

Administration (908) 766-3000 
Engineering (908) 766-3850 

RESOLUTION #18-208 

AUTHORIZING REFUND OF ESCROW FEES -
BOA APPLICATION #16-05, CARTON 

Fax (908) 766-2401 
Fax (908) 766-2788 

BE IT RESOLVED, by the Borough Council to authorize a refund of escrow fees in the amount 
of $1,578.25 to Thomas C. Carton, 27 Stevens Street, Bernardsville, NJ 07924, as requested in an 
email dated September 17, 2018 from Frank Mottola, BOA Admin Officer. 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to be a 
true and exact copy of a resolution adopted by the Borough Council at a duly convened meeting 
held on September 10, 2018. 

\resolutionslescrowfees2 



Borough of Bernardsville 
166 Mine Brook Road 

Bernardsville, NJ 07924 
Somerset County 

Administration (908) 766-3000 
Engineering (908) 766-3850 

RESOLUTION #18-209 

Fax (908) 766-2401 
Fax (908) 766-2788 

ACCEPTING A DONATION FROM FRIENDS OF HISTORIC BERNARDSVILLE 

BE IT RESOLVED, by the Borough Council of the Borough of Bernardsville to accept a 
donation from Friends of Historic Bernardsville in the amount of $355 for plumbing and ceiling 
repairs at the Dunster Squibb cottage. 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to be a true 
and exact copy of a resolution adopted by the Borough Council at a duly convened meeting held on 
September 24, 2018. 

\resolutions\donation5 



Borough of Bernardsville 
166 Mine Brook Road 

Bernardsville, NJ 07924 
Somerset County 

Administration (908) 766-3000 
Engineering (908) 766-3850 

RESOLUTION #18-210 

AUTHORIZING REFUND OF ESCROW FEES 

Fax (908) 766-2401 
Fax (908) 766-2788 

BE IT RESOLVED, by the Borough Council to authorize the release of the Maintenance Bond 
in the amount of $2,200 and the refund of escrow fees as follows to Christopher Herold, Mine 
Brook Properties LLC, P.O. Box 300, Pottersville, NJ, 07979, as requested in an email dated 
August 14, 2018 from Frank Mottola, Planning and Zoning Board Administrative Officer. 

Blanc/Kalkin PB application - $.78 
Mine Brook Properties - $476.75 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to be a 
true and exact copy of a resolution adopted by the Borough Council at a duly convened meeting 
held on September 24, 2018. 

\resolutions\escrowfees 



Borough of Bernardsville 
166 Mine Brook Road 

Bernardsville, NJ 07924 
Somerset County 

Administration (908) 766-3000 
Engineering (908) 766-3850 

RESOLUTION #18-211 

AUTHORIZING REFUND OF POLICE ESCROW FEES 

Fax (908) 766-2401 
Fax (908) 766-2788 

BE IT RESOLVED, by the Borough Council to authorize a refund of escrow fees in the amount 
of$1,675 to Adam Lippman, 189 Anderson Hill Road, Bernardsville, NJ 07924, as requested in an 
email dated September 14, 2018 from Adam Lippman. 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to be a 
true and exact copy of a resolution adopted by the Borough Council at a duly convened meeting 
held on September 24, 2018. 

lresolutions\escrowfees 



Resolution: 

Borough of Bernardsville 
166 Mine Brook Road 

Bernardsville, NJ 07924 
Somerset County 

Administration (908) 766-3000 
Engineering (908) 766-3850 

-~;.,_Rorough of Bernardsville 
Resolution No. 18-212 

Fax (908) 766-2401 
Fax (908) 766-2788 

Approval to submit a grant application and execute a grant contract with the 
New Jersey Department of Transportation for the Lloyd Road Improvements 
project. 

NOW, THEREFORE, BE IT RESOLVED that Council of the Borough of Bernardsville formally 
approves the grant application for the above stated project. 

BE IT FURTHER RESOLVED that the Mayor and Clerk are hereby authorized to submit an 
electronic grant application identified as MA-2019- Lloyd Road Improvements Project - 00360 
to the New Jersey Department of Transportation on behalf of the Borough of Bernardsville. 

BE IT FURTHER RESOLVED that Mayor and Clerk are hereby authorized to sign the grant 
agreement on behalf of the Borough of Bernardsville and that their signature constitutes 
acceptance of the terms and conditions of the grant agreement and approves the execution of the 
grant agreement. 

Certified as a true copy of the Resolution adopted by the Council 
On this 24th day of September, 2018 

Clerk 

My signature and the Clerk's seal serve to acknowledge the above resolution and constitute 
acceptance of the terms and conditions of the grant agreement and approve the execution of the 
grant agreement as authorized by the resolution above. 

ATTEST and AFFIX SEAL 
(Clerk) (Presiding Officer) 



Borough of Bernardsville 
166 Mine Brook Road 

Bernardsville, NJ 07924 
Somerset County 

Administration (908) 766-3000 
Engineering (908) 766-3850 

RESOLUTION #18-213 

RESOLUTION AWARDING A CONTRACT FOR 
ANN STREET DRAINAGE IMPROVEMENTS 

Fax (908) 766-2401 
Fax (908) 766-2788 

WHEREAS, bids were received for the Ann Street Drainage Improvements Project, supported 
by the required documentation, as discussed in a memo from the Public Works Manager dated 
September 20, 2018. 

NOW, THEREFORE, BE IT RESOLVED by the Borough Council as follows: 

(1) A contract is hereby awarded to the low bidder, Messercola Excavating, for the Ann Street 
Drainage Improvements Project at the unit prices indicated in their bid for the total price of 
$40,062.00 based on the estimated quantities for Items 1-12. 

(2) The Mayor and Clerk are hereby authorized to sign a contract with Messercola Excavating, 
which has been approved in form by the Borough Attorney. 

I, Ralph A. Maresca, Jr., C.M.F.O., hereby certify, in accordance with requirements ofN.J.A.C. 
5:30-14.5, that funds for the project discussed herein are available in Capital Ordinance 18-1760 
(Account Nos. 33-215-2800-1044). 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to be a 
true and exact copy of a resolution adopted by the Borough Council at a duly convened meeting 
held September 24, 2018. 

bid-award-ann 



RESOLUTION #18- 214 

AUTHORIZING REVISIONS TO THE 
PERSONNEL POLICIES AND PROCEDURES MANUAL 

AND EMPLOYEE HANDBOOK 

WHEREAS, Resolution #04-72 adopted the Borough of Bernardsville Personnel Policies and 
Procedures Manual; and 

WHEREAS, Resolution #04-73 adopted the Borough of Bernardsville Employee Handbook; 
and 

WHEREAS, the Personnel Policies and Procedures Manual and Employee Handbook were 
revised on April 10, 2006, May 12, 2008, and May 14, 2012, April 14, 2014, and October 27, 
2014; and August 8, 2016; and 

WHEREAS, the Personnel Policies and Procedures Manual were reviewed in September 2018 
by the Borough's Labor Counsel in accordance with requirements of the Employment Practices 
Liability Program of the New Jersey Municipal Excess Liability Joint Insurance Fund, and the 
additions, deletions, and amendments were directed as shown on Attachment A, a copy of 
which is attached hereto and made a part hereof; and 

WHEREAS, the Employee Handbook was also reviewed in September 2018 by the Borough's 
Labor Counsel in accordance with requirements of the Employment Practices Liability Program 
of the New Jersey Municipal Excess Liability Joint Insurance Fund, and the corresponding 
additions, deletions, and amendments were directed as shown on Attachments A to the 
Employee Handbook; and 

NOW, THEREFORE, BE IT RESOLVED by the Borough Council of the Borough of 
Bernardsville to approve the additions, deletions, and amendments to the Borough of 
Bernardsville Personnel Polices and Procedures Manual and Employee Handbook reflected in 
Attachment A along, with any necessary formatting changes or correction necessary to finalize 
the Personnel Policy Manual and Employee Handbooks for distribution. 

I, Anthony Suriano, Clerk of the Borough of Bernardsville, hereby certify the foregoing to be a 
true and exact copy of a resolution adopted by the Borough Council at a duly convened meeting 
held on September 24, 2018. 
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BOROUGH OF BERNARDSVILLE PERSONNEL 

POLICIES AND PROCEDURES MANUAL 

Adopted: March 22, 2004 (Resolution #04-72) 
Revised: April 10, 2006 (Resolution #06-93) 
Revised May 12, 2008 (Resolution #08-90) 

Revised May 14, 2012 (Resolution #12-107) 
Revised April 14, 2014 (Resolution #14-92) 

Revised October 27, 2014 (Resolution #14-205) 
Revised August 8, 2016 (Resolution # 16-146) 

Revised September 24, 2018 (Resolution No. # 18- ) 

The Borough of Bernardsville is an Equal Opportunity Employer 





IMPORTANT NOTICE - READ THIS FIRST 
EMPLOYMENT AT WILL POLICY 

This Personnel Policies and Procedures Manual ("Manual") is for your information only. 
No promise of any kind is made by the Borough of Bernardsville ("Borough") in this 
Manual. The Borough is free to change the policies and procedures contained in this 
Manual at any time in its sole discretion and without consent by or prior notice to anyone. 
The interpretation of these policies and procedures will be made solely by the Borough. 
Also, remember that there may be other rules that apply to you and your job which are not 
contained in this Manual. 

This Manual is not an employment contract. Neither this Manual, nor anything you are 
told by someone from the Borough, is a promise to you of a job with the Borough, of 
continued employment, or of employment under any specific terms or conditions. 

To the maximum extent permitted by law, you are an "employee at will." That means that 
the Borough has the right to terminate your employment at any time and for any reason or 
for no reason, with or without cause, and with or without notice, subject only to applicable 
statutory restrictions and any individual written employment contract or applicable 
collective bargaining agreement. Likewise, you may resign at any time for any reason or 
no reason, with or without notice, subject only to contractual limitations for those 
employees who are under an individual employment contract with the Borough. 

This notice is important. If you do not understand this notice, you should ask for help now. 
We will be happy to explain anything to you that you do not understand. Be sure to get 
help if you need it because you will be held responsible to understand this notice, as well as 
to understand and abide by the contents of this Manual. 

Questions about this Manual or the policies contained in this manual should be directed to the 
Pernonnel Borough Ckrk or the Assistant Administrator. 
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INTRODUCTION 

The Borough of Bernardsville ("Borough") has described its policies in this Personnel Policies 
and Procedures Manual ("Manual") to ensure fair and consistent application of policies and 
procedures by managerial/supervisory employees and to promote continuity and understanding 
within the organization. 

This Manual contains statements of employee guidelines and procedures, which are intended for 
consistent interpretation and administration of matters relevant to personnel by the Borough's 
managerial/supervisory staff. The Borough reserves the right to modify or amend this Manual at 
any time, at its discretion. 

If any employee has questions regarding the interpretation of items in this Manual, requests for 
clarification should be forwarded to the Borough's Personnel Clerk or the Assistant 
Administrator either in writing or by scheduling an appointment. 

The terms set forth in this Manual may only be modified in writing by the Borough. All 
employees receiving this Manual are required to complete the Acknowledgment form, on the last 
page, and return it to the Borough's Personnel Administrator Clerk. 

This Manual replaces all previous handbooks, manuals, or other Borough policies, in any form, 
which have preceded it, other than Borough Ordinances, and is intended to operate in 
conjunction with the Borough's Employee Handbook being distributed simultaneously herewith. 
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PERSONNEL POLICIES AND PROCEDURES 

1. GENERAL PROVISIONS; POLICIES; APPOINTMENT AUTHORITY. 

1.1 General Personnel Policy. 

It is the policy of the Borough to treat employees and prospective employees in a manner 
consistent with all applicable employment laws and regulations. As a general principle, the 
Borough has a "no tolerance" policy towards workplace wrongdoing. Borough officials, 
employees, volunteers, and independent contractors are to report anything they perceive to be 
improper. The Borough believes strongly in an open door policy and encourages employees and 
volunteers to talk with their supervisor, their Department Head, the Borough Administrator, the 
Borough Clerk, or the Pen;onnelAssistant Administrator concerning any problem. I Borough 
officials and independent contractors should direct questions or concerns to the Business 
Administrator, the Borough Clerk, or the Personne!Assistant Administrator. 

1.2 Implementation and Enforcement of Personnel Policies. 

The Borough Administrator and all managerial/supervisory personnel are authorized and 
responsible for personnel policies and procedures. The Borough Council has appointed a 
Personnel Adminigtrator assigned the Borough Clerk and the Assistant Administrator to assist 
the Borough Administrator in implementing personnel practices. The Borough Administrator:_ 
Assistant Administrator, and Personnel Administratorthe Borough Clerk shall also have access to 
the Employment Attorney appointed by the Borough Council for guidance in personnel matters. 

1.3 Purpose. 

These policies are enacted by the Borough in order to further the following goals: 

A. To provide a uniform system of personnel administration throughout the Borough. 

B. To ensure that recruitment, selection, placement, promotion, retention and 
separation of Borough employees is based upon employees' qualifications and 
fitness, and are in compliance with federal and State laws. 

C. To assist managers in the development of sound management practices and 
procedures, and to make effective, consistent use of human resources throughout 
the Borough. 

D. To promote communication between management, supervisors and employees. 

E. To ensure, protect and clarify the rights and responsibilities of employees. 

I To the extent appropriate, the policies contained in this Manual shall be applicable to Borough officials, 
volunteers, and/or independent contractors of the Borough. 

12 



In the event of the amendment of any ordinance, rule or law incorporated in this Manual or upon 
which these provisions rely, this Manual shall be deemed amended in conformance with those 
changes. 

1.4 Appointment Authority. 

All Borough employees shall be appointed by the Mayor and Council based upon 
recommendations of the Borough Administrator, Department Head and appropriate Council 
Committee. Department Heads hired by autonomous agencies will also be recommended by the 
appropriate Council Committee and Administrator, except as otherwise provided herein or as 
provided by general law. 

No person shall be employed or promoted unless there exists a position created by an ordinance 
adopted by the Borough Council as well as the necessary budget appropriation and salary 
ordinance. 

1.5 Scope of Chapter. 

The Borough's personnel policies, as set forth in this Manual, shall apply to all Borough 
employees, officials, volunteers, and independent contractors. In the event of conflict between 
this Manual and any collective bargaining agreement, individual employment contract, Borough 
ordinance, or State or federal law, the terms and conditions of that contract or law shall prevail. 
Employees of the Police Department are subject to Police Department Rules and Regulations and 
Standard Operating Procedures ("SOP's") and directives issued by the Police Chief, the Attorney 
General, the Governor and the Somerset County Prosecutor, all of which shall supersede these 
policies and procedures for sworn officers and civilian employees of the Police Department. In 
all other cases, these policies shall apply. 

1.6 Definitions. 

As used in this Manual: 

Base salary shall mean the employee's salary most recently established by resolution of 
the governing body, exclusive of additional pay or allowances. Each employee's base 
salary shall fall within the salary range for that position authorized by the annual salary 
ordinance. 

Continuous service shall mean employment by the Borough without actual interruption 
due to resignation, retirement or removal. 

Contractual employee shall mean a Borough employee the terms of whose employment 
are stated in a written contract or collective negotiations agreement. 
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Full-time employee shall mean a Borough employee who works thirty-five (35) hours or 
more per week on a regular basis, except as otherwise defined by law for a particular 
purpose. 

Increment shall mean annual or other increase in compensation paid to employees of the 
Borough. 

Part-time employee shall mean a Borough employee other than a full-time employee. 

Promotion shall mean an advancement in classification having: (a) new duties of greater 
difficulty or responsibility, and/or (b) a salary range having a greater maximum amount. 

Sick [eave shall mean paid leave that may be granted to each full time Borough employee 
v,ho through sickneas or injury becomes incapacitated to a degree that makes it 
impo:wible for the employee to perform the dutiet, of hit. or her prn;ition or v,ho is 
quarantined by a health care provider because he or t,he has been expolled to a contagious 
dwease. 

Temporary employee shall mean a Borough employee employed for a limited term or for 
a specific project and includes seasonal and occasional employees. 

Tenured employee shall mean those employees of the Borough who have achieved tenure 
under applicable laws of the State of New Jersey. 

2. ADMINISTRATION OF CLASSIFICATION PLAN. 

2.1 Basis of Position Classification. 

Each position shall be assigned or allocated to an appropriate job classification on the basis of 
the kind and level of its duties and responsibilities. 

The Borough Administrator shall, from time to time, review the job classification and submit a 
report to the Mayor and Council setting forth his recommendations. 

2.2 Abolishment of Position. 

A position may be abolished, or the number of personnel or budget reduced, by the Borough 
Administrator, following review and approval by the Borough Council, for reasons of economy 
or efficiency or to facilitate reorganization within a department or departments. A permanent 
employee, whose employment is affected by such action, must receive written notice of such 
action forty-five ( 45) days prior to its effective date. In the Police Department, such actions shall 
be governed by the provisions ofN.J.S.A. 40A:14-143, et~- Every effort shall be made by the 
Borough Administrator to reassign any affected pennanent employee to another position in the 
Borough service for which the employee may be qualified. If no such position is available 
immediately, the name of the affected employee shall be kept on file on a "Preferred List" and 
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the affected employee may be considered for employment should a vacancy occur in a position 
for which he or she is qualified, prior to offering employment to candidates not on such a 
Preferred List. If an employee is demoted because of economy or efficiency or to facilitate a 
departmental reorganization, he or she shall be placed in a lower salary range as indicated by 
resolution of the Mayor and Council. 

3. ADMINISTRATION OF PAY PLAN. 

Salary ranges for the various positions in Borough government shall be established by the 
governing body in the Annual Salary Ordinance. Salaries for individual employees within those 
ranges shall be established by resolution of the governing body. A new employee shall be placed 
within the salary range in accordance with his or her relevant qualifications and experience. 

4. APPOINTMENTS; COMPETITIVE EXAMINATIONS; PERMANENT 
EMPLOYMENT STATUS. 

The Borough Administrator will coordinate the employment recruitment process for all 
vacancies to ensure compliance with contractual, legal, and equal employment requirements. 
When a vacancy occurs, it is the responsibility of the Department Head to notify the 
administrator who will distribute notification of the vacancy to all departments. The 
administrator will undertake to recruit qualified applicants in accordance with applicable federal 
and State law. Where positions are advertised, the media or other periodical utilized must have 
as wide circulation as possible to encourage applications from candidates from diverse 
backgrounds and must prominently state that the Borough is an Equal Opportunity Employer. 

4.1 Selection and Appointment. 

A. Permanent Appointments 

Permanent appointments shall be made by the governing body in compliance with 
Section 1.4 of this Manual. 

B. Provisional Appointments 

The following conditions must be met for the Borough Administrator to make a 
provisional appointment: 

1. The appointee meets the minimum qualifications for the job at the time of 
the appointment; 

2. The Borough Administrator certifies that the failure to make the 
provisional appointment will seriously impair the work of the Borough; 
and 
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3. The governing body confirms the provisional appointment at its next 
regularly scheduled meeting. 

C. Temporary Appointments 

The governing body may approve appointments of temporary or permanent 
employees to existing open positions and/or to temporary positions where the job 
assignment is for an aggregate period of not more than six ( 6) months in a twelve 
(12) month period. A temporary appointment for a maximum of twelve (12) 
months may be approved by the governing body to a position established as a 
result of a short-term grant. Temporary appointees shall meet the minimum 
qualifications for the title. 

The governing body may also make temporary appointments for the necessary 
duration dictated by the circumstances where an existing position is held by a 
permanent employee who: 

1. is on a leave of absence; 

2. is on indefinite suspension; 

3. has been removed or demoted for disciplinary reasons and is awaiting final 
action by the courts; or 

4. has accepted aR temporary appointment to another position. 

D. Emergency Appointments 

The Borough Administrator may authorize an emergency appointment for a 
period not to exceed thirty (30) days when he or she certifies that the failure to 
make such appointment will result in harm to persons or property or will seriously 
hinder the operations of the Borough. 

4.2 Examinations. 

A. The governing body may administer examinations for appointment to Borough 
positions which may include any one or more of the following: 

1. Written tests; 

2. Oral tests; 

3. Performance tests; 

4. Physical performance tests; 
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5. Evaluation of education, training or experience; 

6. Assessment exercises; and 

7. Other appropriate measures of knowledge, skills and abilities. 

4.3 Medical Examinations 

The Borough may require a medical and/or psychological examination after an offer of 
employment has been made and prior to appointment,_ -and may condition the offer of 
employment on the results of such examination. Such examinations shall be required and 
conducted in full compliance with the Americans With Disabilities Act of 1990, 42 U.S.C. § 
12101, et seq. ("ADA"), the New Jersey Law Against Discrimination, N.J.S.A. 10:5-1, et. seq. 
("NJLAD"), and other applicable law. 

The Borough may also require an employee to submit to a medical or psychological fitness for 
duty examination at the Borough's expense to the extent it is job related and consistent with 
business necessity and otherwise compliant with the ADA, NJLAD, and/or other applicable law. 

Any information obtained by the Borough in accordance with this Section shall be used by the 
Borough only for carrying out its lawful functions and for other lawful purposes in accordance 
with the ADA, the NJLAD, and/or other applicable law. All requests for medical information or 
certification shall be consistent with the Genetic Information Nondiscrimination Act of 2008 and 
appropriate notice given to providers at the time of any request. 

Information obtained pursuant to this Section regarding the medical or psychological condition 
or history of an employee shall be collected and maintained on separate forms and in separate 
medical files from other applicant information or personnel files and treated as confidential 
medical records, except that: 

l. Such information shall be available to the governing body and the Borough 
Administrator in connection with inquiries into the ability of an applicant to 
perform essential job functions; and 

2. Department Heads and supervisors may be informed regarding necessary 
restrictions on the work or duties of the employee and necessary 
accommodations; and 

3. Authorized first aid and safety personnel may be informed, when appropriate, if 
the condition might require emergency treatment, or if any specific procedures are 
needed in the case of fire or other evacuation. 

4.4 Nepotism. 

17 



A. Relatives of managerial employees and appointed or elected municipal officials 
shall not be considered for municipal appointment to the particular agency 
employing the managerial employee or of which the official is a member. 

B. For the purpose of this policy the term "relatives" refers to spouse, civil union or 
domestic partner, mother, father, brother, sister, brother-in-law, sister-in-law, 
mother-in-law, father-in-law, child, aunt, uncle, niece, nephew and child of a 
spouse or civil union or domestic partner. 

C. This policy is not intended to deprive any citizen of any equal opportunity for a 
government position, but is intended to eliminate the possibility of preferential 
treatment being accorded to relatives of Borough managerial employees or 
officials. 

D. This policy shall not affect the status of current employees but only apply to 
future hiring, promotion or transfer. 

5. PROMOTIONS. 

5.1 Permanent Promotions. 

A. Vacancies may be filled by utilizing promotional examinations, which may 
include any one or more of the following: 

l. Written tests; 

2. Oral tests; 

3. Performance tests; 

4. Physical performance tests; 

5. Evaluation of education, training or experience; 

6. Assessment exercises; and 

7. Other appropriate measures of knowledge, skills and abilities. 

This provision shall not preclude the filling of vacancies with candidates from 
outside the Borough's employ unless otherwise prohibited by law. 

B. Promotions of members or officers of the Police Department shall be subject to 
N.J.S.A. 40A:14-122.6 (preference to residents); N.J.S.A. 40A:14-129 
(promotions from within the department; preference to seniority and merit); and 
N.J.S.A. 40A: 14-130 (service of at least three [3] years). 
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The Council may authorize the promotion of a qualified permanent employee by 
appointment without competitive examination if the employee has been 
successfully tested in the basic skills required for the promotional title. 

5.2 Temporary Promotions. 

The Mayor and Council of the Borough may fill vacancies by a temporary promotion by way of 
resolution, without promotional examination. Such temporary promotion shall have a maximum 
initial duration of six ( 6) months, and may be extended once for an additional period of up to 
three (3) months. 

19 



6. COMPENSATION AND SALARY INCREMENTS. 

6.1 Pay Periods; Computation of Hourly Rate. 

A. The Borough shall pay its employees on a schedule established by the governing 
body. 

20 



B. The employee's hourly rate shall be computed by dividing the annual rate of pay 
of the employee, as set forth in the Borough Salary Ordinance, by 1820 for 
employees working a thirty-five (35) hour per week schedule, and by 2080 for 
employees working a forty (40) hour per week schedule. 

6.2 Overtime Eligibility, Authorization and Compensation. 

A. Eligibility - The Borough pays overtime in accordance with the Fair Labor 
Standards Act, 29 U.S.C. § 201, et~. ("FLSA"). Certain employees employed 
in executive, administrative and professional positions are exempt from the 
FLSA's overtime provisions and may be required to work as many hours as 
necessary to fulfill their responsibilities without receiving overtime pay or 
compensatory time. The Personnel Administrator Borotwh Clerk shall notify all 
such Borough personnel that they are exempt. All non-exempt employees receive 
overtime compensation as set forth herein. Non-exempt employees working 
overtime without prior approval will be subject to disciplinary action. 

B. Authorization - All overtime for eligible employees must be approved in advance 
by the Department Head with the approval of the Borough Administrator. 
Overtime forms must be completed and approved by the Department Head in 
advance and must specify the amount of overtime which is approved. 

C. Compensation - Employees shall receive either cash payment or compensatory 
time off, for time worked in excess of forty (40) hours per week as provided by 
any applicable collective bargaining agreement or as agreed in advance with the 
employee's Department Head. Approved overtime forms must reflect whether 
the overtime will be compensated by cash payment or compensatory time. Cash 
compensation for overtime work shall be at the rate of one and one-half (1.5) 
times the employee's regular rate, as set forth in the Borough's salary ordinance or 
computed in accordance with Section 6. lB hereof or applicable law, for each hour 
worked in excess of forty ( 40). Compensatory time, in lieu of cash compensation, 
shall be at the rate of one and one-half (1.5) hours of compensatory time for each 
hour worked in excess of forty ( 40). 

Compensatory time off, when granted, must be scheduled and used within ninety 
(90) days from the time earned unless otherwise approved by the Borough 
Administrator. 

D. For full-time office employees who work a scheduled 35-hour week or employees 
who are normally scheduled to work fewer than 35 hours per week, hours worked 
in excess of their normal schedule and up to 40 will be paid at the employee's 
hourly rate as set forth in the Borough's salary ordinance or computed in 
accordance with Section 6.1 B hereof. Hours worked over 40 hours in a week will 
be compensated as set forth in Section 6.2C. 

21 



E. Members of the Police Department shall be paid overtime in accordance with the 
collective bargaining agreement or the policy and procedures which govern said 
relationship. 

F. Full-time employees acting as secretaries at evening meetings held after 6:00 p.m. 
shall be paid one and one half (1.5) times their hourly rate, as set forth in the 
Borough's salary ordinance or computed in accordance with Section 6. lB hereof. 

G. The Court Administrator shall receive compensatory time for call-outs (show up) 
and for work performed outside his or her normal work schedule, with a 2-hour 
minimum for each such instance. This compensatory time shall be provided on a 
one hour of compensatory time for each hour worked basis, unless it results in the 
Court Administrator working in excess of forty ( 40) hours in a week, in which 
event any such time worked in excess of forty (40) hours shall be compensated at 
the rate of one and one-half (1.5) hours of compensatory time for each hour 
worked in excess of forty (40). 

H. Police matrons/interpreters who are part-time employees shall be compensated for 
call-out (show up) at a 2-hour minimum. 

I. In addition to the above provisions, the Road Foreman shall be compensated for 
overtime for working in excess of eight (8) hours per day at a rate of one and one 
half times his or her hourly rate and shall be compensated at two (2) times his or 
her hourly rate, as set forth in the Borough's salary ordinance or computed in 
accordance with Section 6. lB hereof, for emergency work on Sundays. 

J. Part-time employees must receive written approval from the Borough 
Administrator to work in excess of twenty-eight (28) hours in any work week. 

6.3 Salary Increases. 

Salary increases shall be as established in the Salary Ordinance adopted from time to time by the 
Mayor and Council. 

7. HOURS OF WORK; LEAVES; OTHER BENEFITS. 

7.1 Hours and Attendance. 

A. The official work week of the Borough shall be a five (5) day, forty (40) hour 
week, except for office staff who shall work a five (5) day, thirty-five (35) hour 
week. This applies to full-time office employees assigned to the Police 
Department. Part-time employees assigned to the Police Department will be 
subject to a working schedule approved by the Chief of Police. 

B. The Borough Administrator shall set the hours of work for each department, 
including the amount of time that shall be allowed for lunch. At the Borough 
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Administrator's discretion, employees with certain specialized functions, such as 
Sewer Plant employees, may be scheduled for work according to a schedule other 
than the typical five (5) day, forty (40) hour work week. 

C. All employees are expected to be at work and ready to perform their duties at the 
beginning of each employee's scheduled work day. Except in the event of an 
emergency, lateness or absence will only be tolerated where the employee's 
supervisor has been informed prior to the scheduled start of the workday and 
approval has been obtained. Violation of this policy may subject the employee to 
discipline, up to and including termination. 

7 .2 Holidays. 

A. Holidays observed by Borough employees shall be adopted by the Mayor and 
Council. Compensation for work on Saturdays, Sundays and holidays will be as 
indicated in the annual Salary Ordinance. 

B. Holidays which fall on Saturday will be observed the preceding Friday and those 
which fall on Sunday will be observed the following Monday. If an official 
holiday is observed during an employee's vacation, he shall be entitled to an 
additional vacation day. 

C. The following shall be official Borough holidays: 

New Year's Day 
Lincoln's Birthday 
President's Day 
Good Friday 
Memorial Day 
Independence Day 

Labor Day 
Columbus Day 
General Election Day 
Veteran's Day 
Thanksgiving Day 
Christmas Day 

D. Employees also receive one (1) floating holiday in celebration of Martin Luther 
King's Birthday, to be taken on the actual holiday or at any other time during the 
year, with the approval of the Department Head. 

E. Regular part-time employees, who work at least 20 hours per week, shall be 
entitled to three (3) paid holidays per year as follows: 

Fourth of July 
Thanksgiving 
Christmas 

F. Temporary employees shall not receive holiday pay. 

7.3 Vacation for Full-Time Employees. 
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A. Employees shall not accrue any vacation until the one year anniversary of the date 
of their hire. 

B. On the employee's one year anniversary, full-time employees shall be credited 
with vacation for the preceding initial employment year as follows: 

1. Employees who have been in the service of the Borough continuously for 
the preceding ten ( I 0) months prior to January 1 of the current calendar 
year are entitled to two (2) weeks vacation with pay [ten (10) working 
days] during each calendar year. A week's vacation for employees 
working a six ( 6) day cycle shall be defined as six ( 6) working days. 

2. New employees with less than ten ( 10) months of continuous service prior 
to January 1 of the current calendar year are entitled to one ( l) day of paid 
vacation for each month of service prior to the beginning of the calendar 
year. 

3. An employee hired on or before the fifteenth day of the month shall be 
credited with a full month of service in computing vacation time. 

4. An employee hired after the fifteenth day of the month shall not be 
credited with any vacation for the first partial month of service. 

C. In all following years, 2 weeks of vacation shall be credited to the employee on 
January 1, for the vacation earned in the preceding year. 

D. Full-time employees shall also be entitled to additional vacation days with pay 
which shall be credited on their employment anniversary date as follows: 

1. After four ( 4) years of continuous employment; three (3) days. 

2. After seven (7) years of continuous employment; five (5) days [six (6) 
days for those working a six ( 6) day cycle]. 

3. After fourteen (14) years of continuous employment; ten (10) days [twelve 
(12) days for those working a six (6) day cycle]. 

E. All vacation days must be taken prior to May 31 of the year following the year in 
which the vacation days are credited. Unused vacation days may only be carried 
over beyond this deadline with the consent of the Borough Administrator and the 
appropriate Council Committee. Absent such express approval, unused vacation 
will expire and be forfeited. 

F. Upon separation from the Borough's service, employees will be paid for their 
credited, unused, and unexpired vacation time at a rate equivalent to their normal 
salary. 
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G. Vacations shall be scheduled by Department Heads in such manner as to insure 
adequate levels of personnel to operate the departments efficiently. 
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7.4 Vacation for Other Employees. 

A. Part-time, permanent employees who began employment before October 27, 
2014, and work a minimum of twenty-five (25) hours per week shall receive 
vacation leave on a pro-rated basis. Part-time employees who began employment 
after October 27, 2014, and work a minimum of twenty-five (25) hours per week 
shall receive vacation on a pro-rated basis, up to a maximum of ten days per year. 

B. Accumulation of vacation leave shall be governed by subsection 7.3. 

C. Part-time employees who work less than twenty-five (25) hours per week and all 
temporary and seasonal employees shall not be eligible for vacation leave. 

D. Temporary employees shall receive service credit for purposes of vacation accrual 
upon permanent appointment by the governing body. 

7.5 Paid Sick Leave. 

A. Temporary and part time employees are not eligible for t,ick leave benefits under 
this section. 

-----New employees shall accrue paid sick leave at the rate of one ( 1) day per month 
of service, up to a maximum of eight (8) days during the first year of 
employment. Thereafter employees shall be entitled to eight (8) days of paid sick 
leave per year. Sick leave in excess of the employee's available sick days shall be 
unpaid, unless the employee has available and elects to use vacation or 
compensatory time. Sick leave may not be carried over from year to year and 
employees 'Nill not be paid for 1;ick leave upon separation of employment. 

B. 

C. 

A. 

As of October 29. 2018, all part- time and temporary employees shall accrue sick 
leave at the rate of one (I) hour for evc1y thirtv (30) hours worked and arc entitled 
to accrue up to five (5) days of paid sick leave per year. Sick leave in excess of 
the employee's available sick days shall be unpaid, unless the employee has 
available and elects to use vacation or compensatory time. Part-time and 
temporary employees are not permitted to start utilizing accrued paid sick leave 
benefits until 120 days after October 29. 2018 or their start date, whichever is 
earlier. 

Employees are entitled to carry over up to (5) days of paid sick leave from one 
year to the next. Employees will not be paid for sick leave upon separation of 
employment. 

Accrued paid sick leave may be utilized to take time off for: 
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D. 

E. 
C 

• 

• 

• 

• 

• 

time needed for diagnosis. care, or treatment of, or recovery from, an 
employee's mental or physical illness, injury or other adverse health 
condition. or for preventive medical care for the employee; 
time needed for the employee to aid or care for a family member of the 
employee during diagnosis, care, or treatment oL or recovery from, the 
family member's mental or physical illness. injury or other adverse health 
condition, or during preventive medical care for the family member; 
absence necessmy due to circumstances resulting from the employee, or a 
familv member of the employee, being a victim of domestic or sexual 
violence, if the leave is to allow the employee to obtain for the employee 
or the family member: medical attention needed to recover from physical 
or psychological iniury or disability caused by domestic or sexual 
violence; services from a designated domestic violence agency or other 
victim services organization: psychological or other counseling; 
relocation; or legal services, including obtaining a restraining order or 
preparing for, or participating in, any civil or criminal legal proceeding 
related to the domestic or sexual violence: 
time during which the employee is not able to work because of a closure 
of the employee's workplace, or the school or place of care of a child of 
the employee, by order of a public official due to an epidemic or other 
public health emergency. or because of the issuance by a public health 
authoritv of a determination that the presence in the community of the 
employee, or a member of the employee's family in need of care by the 
employee, \:vould jeopardize the health of others; or 
time needed by the employee in connection with a child of the employee 

to attend a school-related conference. meeting, function or other event 
requested or required by a school administrator, teacher, or other 
professional staff member responsible fr>r the child's education, or to 
attend a meeting regarding care provided to the child in connection with 
the child's health conditions or disability. 

If use of paid sick leave is foreseeable, the employee must notify his or her 
immediate supervisor of the need to utilize paid sick time seven (7) days in 
advance, or if such notice is not possible, as soon as practicable. Employees 
should make reasonable effo1ts to schedule foreseeable paid sick leave so as not 
to disrupt Borough operations. If use of paid sick time is not foreseeable, it shall 
be the responsibility of the employee to notify his or her supervisor of the absence 
as soon as reasonably practicable. 

ll uhall be the responsibility of the employee to notify his or her supen 1iBor of an 
absence duo to illnetis as soon as is reasonably practicable. Failure to ~;o notify 
may result in a forfeiture of paid t.,ick leave for tho absence and/or other 
diGciplinary action. up to and including termination. 
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D. 

E. 

A certificate from a physician designated by the Borough, or the employee's own 
health care provider, may be required as proof of the need for sick leave whenever 
such requirement appears reasonable and warranted under the circumstances. An 
employee who is absent on sick leave for five (5) or more consecutive working 
days shall be required to submit acceptable medical evidence substantiating the 
illness. An employee who has been absent on sick leave for a period totaling 
eight (8) or more days in one (1) calendar year shall be required to submit 
acceptable medical evidence for any additional sick leave in that year. Abuse of 
sick leave may subject an employee to disciplinary action, up to and including 
termination. 

Sick leave may not be used for routine medical or dental care, such as check ups 
or physicals, or for the services of an eye specialist for routine eye care as such 
profensional serYices are readily available outside of normal ·,nlrking hours. 

F. No employee who it, injured while employed otherwise than for the Borough t,hall be 
entitled to sick leave benefit:. as provided herein or may sock reimbursement under the 
Borough 'r; Worker's Compennation Insurance coverage. 
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7.6 Family Leave. 

A leave of absence may be granted in accordance with the provisions and requirements of the 
Family and Medical Leave Act ("FMLA") (29 U.S.C.§ 2601, et seq.); New Jersey Family Leave 
Act ("NJFLA") (N.J.S.A. 34:11 B-1, et seq.); and/or New Jersey Security and Financial 
Empowerment Act" ("NJSAFE") (N.J.S.A. 34: l lC-2, et seq.). 

I. THE FAMILY AND MEDICAL LEA VE ACT OF 1993 

The Family and Medical Leave Act ("FMLA") entitles eligible employees to take up to twelve 
( 12) weeks of job-protected leave in a twelve (12) month period for specified family and medical 
reasons. 2 The law contains provisions on employer coverage; employee eligibility for the law's 
benefits; entitlement to leave, maintenance of health benefits during leave, and job restoration 
after leave; notice and certification of the need for FMLA leave; and, protection for employees 
who request or take FMLA leave. 

I. EMPLOYEE ELIGIBILITY 
To be eligible for FMLA benefits, an employee must: 

a) have worked for the Borough for a total of twelve (12) months; and 

b) have worked at least 1,250 hours (including overtime) over the previous twelve 
(12) months (subject to special rules applicable to returning reservists pursuant to 
the Uniformed Services Employment and Reemployment Rights Act); and 

c) work at a site where the employer employs 50 or more employees within a 75 
mile radius of the site. 

The Borough Administrator will determine if the employee meets the eligibility 
requirements. 

2. LEA VE ENTITLEMENT 
An eligible employee may take up to a total of twelve (12) work-weeks of FMLA leave 
during a twelve (12) month period for one or more of the following reasons: 

• Incapacity due to pregnancy, prenatal medical care, or child birth; 

• To care for the employee's child after birth, or placement with the employee of a 
child for adoption or foster care; 

• To care for an immediate family member (spouse, child, or parent) with a serious 
health condition; 

• To take medical leave when the employee is unable to work because of a serious 
health condition; 

2 An eligible employee may utilize up to twenty-six (26) weeks of FMLA leave for care of a covered 
servicemember with a serious injury or illness. 
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• In order to address certain qualifying exigencies while the employee's spouse, 
son, daughter, or parent is on ( or has been notified of) covered active duty or call 
to covered active duty status (including, but not necessarily limited to addressing 
issues arising from short-notice deployment, attending certain military events, 
arranging for alternative child care or school, addressing certain financial and 
legal arrangements, attending certain counseling sessions, attending post­
deployment briefings, arranging for parental care, to spend time with a military 
member on rest and recuperation leave (up to 15 days), etc.); or 

• To care for a covered service member with a serious illness or injury (up to 26 
weeks during a single 12-month period). 3 

The Borough will calculate the twelve (12) month FMLA "leave year" as the twelve (12) 
month period forward of the date FMLA leave is first taken. 4 

When an employee takes leave for a reason covered by the New Jersey Family Leave Act 
("FLA") and the FMLA, the leave shall be simultaneously counted against an employee's 
entitlement under both statutes to the extent permitted by law. 

Spouses employed by the Borough are jointly entitled to a combined total of 12 work­
weeks of family leave for the birth and care of the newborn child, for placement of a 
child for adoption or foster care, and to care for a parent who has a serious health 
condition.5 

Leave for birth and care or placement for adoption or foster care must conclude within 
twelve (12) months of a birth or placement. 

3. INTERMITTENT AND REDUCED SCHEDULE LEA VE 
Under some circumstances, employees may take FMLA leave intermittently, which 
means taking leave in separate blocks of time due to a single qualifying reason, or on a 
reduced schedule leave, which means reducing their normal weekly or daily work 
schedule. 

3 A "covered servicemember" is a current member of the Armed Forces, including a member of the National Guard 
or Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness or a covered veteran who is 
undergoing medical treatment, recuperation, or therapy for a serious injury or illness. A "covered veteran" is an 
individual who was a member of the Armed Forces (including a member of the National Guard or Reserves), and 
was discharged or released under conditions other than dishonorable at any time during the five-year period prior to 
the first date the eligible employee takes FMLA leave to care for the covered veteran. For an individual who was a 
member of the Armed Forces (including the National Guard or Reserves) and who was discharged or released under 
conditions other than dishonorable prior to March 8, 2013, the period between October 28, 2009 and March 8, 2013 
shall not count towards the determination of the five-year period for covered veteran status. 
4 In the case of leave to care for a covered service member (including covered veteran), the twenty-six (26) week 
period will be calculated forward of the first such leave taken. The definition of "serious injury or illness" is 
different than the definition of "serious health condition." Refer any questions to the PernoRHel Ad1ninintrator 
Borough Clerk or the BusiReim/\ssistant Administrator. 
5 In the case of military caregiver leave, spouses employed by Borough are jointly entitled to a combined total of 26 
weeks of such FMLA leave. 
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• If FMLA leave is for birth and care or placement for adoption or foster care, use of 
intermittent or reduced schedule leave is subject to the Borough's approval. 

• FMLA leave may be taken intermittently or on a reduced schedule whenever 
medically necessary to care for a seriously ill family member or covered service 
member, for a qualifying exigency relative to deployment of a spouse, son, daughter, 
or parent, or because the employee is seriously ill and unable to work. 

• When FMLA leave is taken intermittently or on a reduced leave schedule for 
foreseeable planned medical treatment or if the Borough permits for birth or 
placement of a child, the Borough may assign an employee to an alternative position 
with equivalent pay and benefits that better accommodates the employee's 
intermittent or reduced leave schedule. Once the reduced schedule or intermittent 
leave is no longer necessary, the employee will be returned to the same or equivalent 
job he/she held when the leave commenced. 

• Employees must make reasonable efforts to schedule leave for planned medical 
treatment so as not to unduly disrupt the Borough's operations. 

4. PAY WHILE ON LEA VE 
FMLA leave will be unpaid unless the employee has applicable earned paid time off. In 
the event the employee has such applicable earned paid time off, the employee will be 
required to first use any such earned sick and/or disability leave, and may thereafter, at 
the employee's election, use any other applicable earned paid time off, all of which time 
will be counted as FMLA leave. Once such applicable paid time off is exhausted, the 
remainder of the FMLA leave will be unpaid. 

The Borough is responsible for designating an employee's use of paid leave as FMLA 
leave, based upon information from the employee. 

5. HEAL TH CONDITIONS 
A "serious health condition" is an illness, injury, impairment, or physical or mental 
condition that involves either an overnight stay in a medical care facility, or continuing 
treatment by a health care provider for a condition that either prevents the employee from 
performing the functions of the employee's job, or prevents the qualified family member 
from participating in school or other daily activities. 

Subject to certain conditions, the continuing treatment requirement may be met by a 
period of incapacity of more than three (3) consecutive calendar days combined with at 
least two (2) visits to a health care provider or one visit and a regimen of continuing 
treatment, or incapacity due to pregnancy,6 or incapacity due to a chronic condition. 
Other conditions may meet the definition of continuing treatment. 

"Health Care Provider" for purposes of the FMLA means: 
• Doctors of medicine or osteopathy authorized to practice medicine or 

surgery by the state in which the doctors practice; or 

6 Prenatal care also qualifies as a "serious health condition" under the FMLA. 
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• Podiatrists, dentists, clinical psychologists, optometrists and chiropractors 
(limited to manual manipulation of the spine to correct a subluxation as 
demonstrated by X-ray to exist) authorized to practice, and performing 
within the scope of their practice under state law; or 

• Nurse practitioners, nurse-midwives, clinical social workers, and 
physician assistants authorized to practice, and performing within the 
scope of their practice, as defined under State law; or 

• Christian Science practitioners listed with the First Church of Christ, 
Scientist in Boston, Massachusetts; or 

• Any health care provider recognized by the Borough or the Borough's 
group health plan benefits manager. 

6. MAINTENANCE OF HEAL TH BENEFITS 
During FMLA leave, the employee's health insurance coverage will be maintained under 
the same terms and conditions as if the employee had continued to work. Employees 
may be required to pay their share of health insurance premiums while on leave, where 
consistent with applicable collective bargaining agreements, state law, and/or health 
insurance plans in effect at the time of the leave. Employees who are required to 
contribute part of the cost of health insurance must make arrangements with the Borough 
for timely payment of premiums. 

In some instances, the Borough may recover premiums it paid to maintain health 
coverage for an employee who fails to return to work from FMLA leave. 

7. JOB RESTORATION 
Generally, upon return from FMLA leave, the employee will be restored to his/her 
original job, or to an equivalent job with equivalent pay, benefits, and other terms and 
conditions of employment. If the Borough should experience a reduction in force or 
layoff, an employee who would have been affected by such a reduction in force or layoff 
had he/she not been on FMLA leave is not entitled to be returned to work following 
exhaustion or completion of FMLA leave, however, the employee retains all rights under 
any applicable lay off or recall system. 

8. MAINTENANCE OF BENEFIT STATUS 
An employee's use of FMLA leave will not result in the loss of any employment benefit 
that the employee earned or was entitled to before using FMLA leave and FMLA leave 
will not be considered in discipline related to tardiness and/or attendance. 

9. KEY EMPLOYEES 
Under specified and limited circumstances where restoration to employment will cause 
substantial and grievous economic injury to its operations, the Borough may refuse to 
reinstate certain highly-paid "key" employees after using FMLA leave during which 
health coverage was maintained. In order to do so, the Borough will: 
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• Notify the employee of his/her status as a "key" employee in response to the 
employee's notice of intent to take FMLA leave; 

• Notify the employee as soon as the Borough decides that it will deny job 
restoration and explain the reasons for this decision; 

• Offer the employee a reasonable opportunity to return to work from FMLA leave 
after giving this notice; and 

• Make a final determination as to whether reinstatement will be denied at the end 
of the leave period if the employee then requests restoration and notify the 
employee in writing of that decision. 

A "key" employee is a salaried "eligible" employee who is among the highest paid ten 
percent of employees. 

10. NOTICE AND CERTIFICATION PROCEDURE 
Employees seeking to use FMLA leave are required to provide thirty (30) days advance 
notice of the need to take FMLA leave when the need is foreseeable and such notice is 
practicable. 

Employees must provide sufficient information for the Borough to determine if the leave 
may qualify for FMLA protection and the anticipated timing and duration of the leave. 
Sufficient information may include that the employee is unable to perform job functions, 
the family member is unable to perform daily activities, the need for hospitalization or 
continuing treatment by a health care provider, or circumstances supporting the need for 
military family leave. Employees also must inform the Borough if the requested leave is 
for a reason for which FMLA was previously taken or certified. 

The Borough may also require employees to provide: 
• Medical certification supporting the need for leave due to a serious health 

condition affecting the employee or an immediate family member; or 

• Certification of Qualifying Exigency; or 

• Second or third medical opinions (at the Borough's expense) and/or periodic 
recertification; or 

• Periodic reports during FMLA leave regarding the employee's status and 
intent to return to work; and 

• Medical certification of fitness for return to duty. 

The Borough will notify employees requesting leave whether they are eligible for FMLA 
leave, and if they are not, the reasons for their ineligibility. If the employee is eligible, 
the notice will specify any additional information required. Where leave is being 
designated as FMLA leave, the employee will be so notified in writing. 

11. NO RETALIATION 
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II. 

There shall be no retaliation against any employee for exercising his/her rights under the 
FMLA and/or for taking leave and no interference with FMLA rights. Any such 
concerns should be immediately reported to the Personnel AdministratorBorough Clerk 
or the Assistant Administrator or the Businer;s Administrator or to any manager or 
supervisor, who shall in tum immediately report same to the Business Administrator. 

12. QUESTIONS 
Any questions regarding this policy or FMLA leave should be directed to the Pernonnel 
Adminit.trator or the Bm;inet.6Borough Clerk or the Assistant Administrator. 

THE NEW JERSEY FAMILY LEA VE ACT 

The New Jersey Family Leave Act ("FLA") entitles eligible employees to take up to twelve (12) 
weeks of job-protected leave in a twenty-four (24) month period for specified reasons. The law 
contains provisions on employer coverage; employee eligibility for the law's benefits; 
entitlement to leave; notice and certification of the need for FLA leave; and protection for 
employees who request or take FLA leave. 

1. EMPLOYEE ELIGIBILITY 
To be eligible for FLA benefits, an employee must: 

• Have worked for the Borough for a total of twelve (12) months; and 

• Have worked at least 1,000 hours (including overtime) over the previous twelve 
(12) months. 

The Business Administrator will determine if the employee meets the eligibility 
requirements. 

2. LEA VE ENTITLEMENT 
An eligible employee may take up to a total of twelve (12) work-weeks of FLA leave 
during a twenty-four (24) month period for one or more of the following reasons: 

• For the birth of a child of the employee; or 

• For the placement with the employee of a child for adoption; or 

• To care for the employee's family member (spouse, civil union partner, child, or 
parent) with a serious medical condition. 

The Borough will calculate the twenty-four (24) month FLA "leave period" as the 
twenty-four (24) month period forward of the date FLA leave is first taken. 

When an employee takes leave for a reason covered by the federal Family and Medical 
Leave Act ("FMLA"), the leave shall be simultaneously counted against an employee's 
entitlement under both statutes to the extent applicable and permitted by law. However, 
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if an employee takes FMLA because of his or her own disability, including a disability 
related to pregnancy or childbirth, and a family member becomes seriously ill or a child 
is born or adopted while he or she is still on FMLA disability leave, the intervening birth, 
adoption, or serious family illness does not convert the FMLA leave to FLA leave. For 
as long as the employee continues to be eligible for FMLA leave based upon his or her 
own disability, the leave does not simultaneously count against the employee's FLA 
entitlement. After the employee is released by his or her healthcare provider, any 
remaining FMLA leave will run concurrently with the employee's FLA leave entitlement. 

Leave for birth and care or placement for adoption of a child must be commenced within 
twelve (12) months of the birth or placement of that child. 

3. INTERMITTENT LEA VE OR REDUCED LEA VE SCHEDULE 
Under some circumstances, employees may take FLA leave intermittently - which means 
taking leave in blocks of time, or on a reduced leave schedule, by reducing their normal 
weekly work schedule. 

• If FLA is for birth and care or placement for adoption, use of intermittent or 
reduced schedule leave is subject to Borough approval. 

• FLA leave may be taken intermittently whenever medically necessary to care for 
a seriously ill family member. Such intermittent leave may not exceed twelve 
(12) months. 

• FLA leave may be taken on a reduced leave schedule in increments of not less 
than one day and for a period not to exceed twenty-four (24) weeks. 

• When FLA leave is taken intermittently or on a reduced leave schedule for 
foreseeable planned medical treatment or if the Borough permits for birth or 
placement of a child, the Borough may assign an employee to an alternative 
position with equivalent pay and benefits that better accommodates the 
employee's intermittent or reduced leave schedule. Once the reduced schedule or 
intermittent leave is no longer necessary, the employee will be returned to the 
same or equivalent job he/she held when the leave commenced. 

• When requesting intermittent or reduced schedule leave, employees shall make 
reasonable efforts to schedule such leave so as not to unduly disrupt operations of 
the Borough. 

4. PAY WHILE ON LEA VE 
FLA leave will be unpaid unless the employee has applicable earned paid time off. In the 
event the employee has such available and applicable earned paid time off, the employee 
may elect to use such applicable earned paid time off, all of which time will be counted 
as FLA leave. Once such applicable paid time off is exhausted, the remainder of the FLA 
leave will be unpaid. 

The Borough is responsible for designating an employee's use of paid leave as FLA 
leave, based upon information from the employee. 
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5. HEALTH CONDITIONS 
"Serious health condition" for purposes of the FLA means an illness, injury, impairment 
or physical or mental condition that requires: 

• Inpatient care in a hospital, hospice or residential medical-care facility; or 

• Continuing medical treatment or continuing supervision by a health care provider. 

• For FLA purposes, "continuing medical treatment or continuing supervision by a 
health care provider" means: 

1. A period of incapacity (that is inability to work, attend school or perform 
regular daily activities due to a serious health condition, treatment therefore 
and recovery there from) for more than three consecutive days, and any 
subsequent treatment or period of incapacity relating to the same condition 
that also involves: 
i. Treatment two or more times by a health care provider; or 
11. Treatment by a health care provider on one occasion which results in a 

regimen of continuing treatment under the supervision of a health care 
provider; 

2. Any period of incapacity due to pregnancy, or for prenatal care; 

3. Any period of incapacity or treatment for such incapacity due to a chronic 
serious health condition; 

4. Any period of incapacity, which is permanent or long term, due to a 
condition for which treatment may not be effective (such as Alzheimer's 
disease, a severe stroke or the terminal stages of a disease) where the 
individual is under continuing supervision of, but need not be receiving 
active treatment by, a health care provider; or 

5. Any period of absence to receive multiple treatments (including any 
period of recovery there from) by a health care provider or by a provider 
of health care services under orders of, or on referral by, a health care 
provider, either for restorative surgery after an accident or other injury, or 
for a condition that would likely result in a period of incapacity for more 
than three consecutive calendar days in the absence of medical 
intervention or treatment, such as cancer (chemotherapy, radiation, etc.), 
severe arthritis (physical therapy) or kidney disease (dialysis). 

"Health Care Provider" for purposes of the FLA means any person licensed under 
Federal, State or local law, or the laws of a foreign nation, to provide health care services; 
or any other person who has been authorized to provide health care by a licensed health 
care provider. 

6. MAINTENANCE OF HEALTH BENEFITS 

36 



During FLA leave, the employee's health insurance coverage will be maintained under 
the same terms and conditions as if the employee had continued to work. Employees 
may be required to pay their share of health insurance premiums while on leave, where 
consistent with applicable collective bargaining agreements, state law, and/or health 
insurance plans in effect at the time of the leave. Employees who are required to 
contribute part of the cost of health insurance must make arrangements with the Borough 
for timely payment of premiums. 

7. JOB RESTORATION 
Generally, upon return from FLA leave, the employee will be restored to his /her original 
job or to an equivalent job with like seniority, status, employment benefits, pay and 
conditions of employment. 

If the Borough should experience a reduction in force or layoffs, an employee who would 
have been affected by such a reduction in force or layoff had he/she not been on FLA 
leave is not entitled to be returned to work following exhaustion or completion of FLA 
leave, however, the employee retains all rights under any applicable layoff or recall 
system. 

The Borough may deny FLA leave to certain of its highest paid 5% of salaried employees 
to the extent such denial is necessary to prevent substantial and grievous economic injury 
to the Borough, upon notice to such employee. If such leave has already commenced, 
such employee shall be given ten ( 10) working days to return to work. 

8. NOTICE AND CERTIFICATION 
When FLA leave is sought due to the birth or placement of a child for adoption, the 
employee must provide at least thirty (30) days' notice of the intention to take FLA leave 
when reasonably practicable. When FLA leave is sought due to a family member's 
serious illness, the employee must provide at least thirty (30) days' notice of the intention 
to take FLA leave, except where emergent circumstances warrant shorter notice. 

An employee requesting FLA leave in order to care for the employee's seriously ill 
spouse, civil union partner, child, or parent may be required to provide a certification 
issued by a health care provider supporting the need for the requested FLA leave. 

9. NO RETALIATION 
There shall be no retaliation against any employee for exercising his/her rights under the 
FLA and/or for taking leave and no interference with FLA rights. Any such concerns 
should be immediately reported to the Pernonnel Borough Clerk or the Assistant 
Administrator or the Businesf.: Administrator or to any manager or supervisor, who shall 
in tum immediately report same to the Business Administrator. 

10. QUESTIONS 
Any questions regarding this policy or FLA leave should be directed to the Pernonnel 
Administrator or tho 8Ut,inoss Borough Clerk or Assistant Administrator. 
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III. THE NEW JERSEY SECURITY AND FINANCIAL EMPOWERMENT ACT 
LEAVE 

The New Jersey Security and Financial Empowerment Act ("NJSAFE") entitles eligible 
employees to take up to twenty (20) days of job-protected leave in a twelve (12) month period to 
address circumstances resulting from an incident of domestic violence or a sexually violent 
offense. The law contains provisions on employer coverage; employee eligibility for the law's 
benefits; entitlement to leave; notice and certification of the need for NJSAFE leave; and 
protection for employees who request or take NJSAFE leave. 

1. EMPLOYEE ELIGIBILITY 
To be eligible for FLA benefits, an employee must: 

• Have worked for the Borough for a total of twdveof twelve (12) months; and 

• Have worked at least 1,000 hours (including overtime) over the previous twelve 
(12) months. 

The Business Administrator will determine if the employee meets the eligibility 
requirements. 

NJSAFE leave may be taken by an employee who is a victim of an incident of domestic 
violence or a sexually violent offense or by an employee whose child, parent, spouse, 
domestic partner, or civil union partner is a victim of domestic violence or a sexually 
violent offense. 

2. LEA VE ENTITLEMENT 
An eligible employee may take up to a total of twenty (20) work days of NJSAFE leave 
in the year following each incident of domestic violence or sexually violent offense for 
the following reasons: 

(1) seeking medical attention for, or recovering from, physical or 
psychological injuries caused by domestic or sexual violence to the 
employee or the employee's child, parent, spouse, domestic partner, or 
civil union partner; 

(2) obtaining services from a victim services organization for the 
employee or the employee's child, parent, spouse, domestic partner, or 
civil union partner; 

(3) obtaining psychological or other counseling for the employee or the 
employee's child, parent, spouse, domestic partner, or civil union partner; 

( 4) participating in safety planning, temporarily or permanently relocating, 
or taking other actions to increase the safety of the employee or the 
employee's child, parent, spouse, domestic partner, or civil union partner 
from future domestic or sexual violence or to ensure economic security; 
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(5) seeking legal assistance or remedies to ensure the health and safety of 
the employee or the employee's child, parent, spouse, domestic partner, or 
civil union partner, including preparing for, or participating in, any civil or 
criminal legal proceeding related to or derived from domestic or sexual 
violence; or 

( 6) attending, participating in, or preparing for a criminal or civil court 
proceeding relating to an incident of domestic or sexual violence of which 
the employee or the employee's child, parent, spouse, domestic partner, or 
civil union partner, was a victim. 

An employee is not entitled to more than twenty (20) days of combined NJSAFE leave in 
in any twelve (12) month period. 

When an employee takes leave for a reason covered by NJSAFE, the leave shall be 
simultaneously counted against an employee's entitlement under the FMLA and/or the 
FLA to the extent applicable and permitted by law. 

3. INTERMITTENT LEA VE 
NJSAFE leave may be taken intermittently in increments of not less than one ( l) day. 

4. PAY WHILE ON LEA VE 
NJSAFE leave will be unpaid unless the employee has applicable earned paid time off. 
In the event the employee has such applicable earned paid time off, the employee will be 
required to first use any applicable earned sick leave and/or disability, and may, 
thereafter, at the employee's election, use any other applicable earned paid time off, all of 
which time will be counted as NJSAFE leave. Once such applicable paid time off is 
exhausted, the remainder of the NJSAFE leave will be unpaid. 

The Borough is responsible for designating an employee's use of paid leave as NJ SAFE 
leave, based upon information from the employee. 

5. MAINTENANCE OF HEAL TH BENEFITS 
During NJSAFE leave, the employee's health insurance coverage will be maintained 
under the same terms and conditions as if the employee had continued to work. 
Employees may be required to pay their share of health insurance premiums while on 
leave, where consistent with applicable collective bargaining agreements and/or health 
insurance plans in effect at the time of the leave. Employees who are required to 
contribute part of the cost of health insurance must make arrangements with the Borough 
for timely payment of premiums. 

6. JOB RESTORATION 
Generally, upon return from NJSAFE leave, the employee will be restored to his/her 
original job or to an equivalent job with like seniority, status, employment benefits, pay 
and conditions of employment. 
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7. NOTICE AND CERTIFICATION 
Prior to taking NJSAFE leave, the employee must notify the Borough in writing of the 
need for leave giving as much notice as reasonable and practical under the circumstances. 

The Borough may require documentation to support the incident of domestic violence or 
sexually violent offense which is the basis for !he leave. The employee will be 
considered to have provided sufficient documentation if the employee provides one (I) or 
more of the following: 

( l) a domestic violence restrammg order or other documentation of 
equitable relief issued by a court of competent jurisdiction; 

(2) a letter or other written documentation from the county or municipal 
prosecutor documenting the domestic violence or sexually violent offense; 

(3) documentation of the conviction of a person for the domestic violence 
or sexually violent offense; 

( 4) medical documentation of the domestic violence or sexually violent 
offense; 

(5) certification from a certified Domestic Violence Specialist or the 
director of a designated domestic violence agency or Rape Crisis Center, 
that the employee or employee's child, parent, spouse, domestic partner, or 
civil union partner is a victim of domestic violence or a sexually violent 
offense; or 

(6) other documentation or certification of the domestic violence or 
sexually violent offense provided by a social worker, member of the 
clergy, shelter worker, or other professional who has assisted the 
employee or employee's child, parent, spouse, domestic partner, or civil 
union partner in dealing with the domestic violence or sexually violent 
offenses. 

All information provided in connection with NJSAFE leave shall be retained in the 
strictest confidentiality, unless the disclosure is voluntarily authorized in writing by the 
employee or is required by State or federal law, rule or regulation. 

8. NO RETALIATION 
There shall be no retaliation against any employee for exercising his/her rights under the 
NJSAFE and/or for requesting or taking leave and no interference with NJSAFE rights. 
Any such concerns should be immediately reported to the Personnel Administrator or the 
Borough Borough Clerk or Assistant Administrator or to any manager or supervisor, who 
shall in tum immediately report same to the Borough Administrator. 

9. QUESTIONS 
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Any questions regarding this policy or NJSAFE leave should be directed to the Personnel 
AdminiGtrator or the Borough Borough Clerk or Assistant Administrator. 

IV. NEW JERSEY FAMILY LEAVE INSURANCE BENEFITS 

New Jersey Family Leave Insurance benefits ("NJFLI") may be available for eligible employees 
who are caring for a seriously ill family member or a newborn or adopted child for up to six ( 6) 
weeks in a twelve ( 12) month period0 NJFLI benefits will run concurrently with FMLA, NJFLA 
and/or NJSAFE leave to the extent applicable. Information on NJFLI benefits is available from 
the State of New Jersey Department of Labor and Workforce Development Division of 
Temporary Disability Insurance. 

7.7 Personal Days. 

In recognition of the numerous night meetings that they are expected to attend with no additional 
remuneration, the Borough Administrator/C.M.F.O., the Borough Clerk the ,/Assistant 
Administrator, and the Assistant Engineer shall be entitled to three (3) personal days per 
calendar year. These three (3) personal days are in addition to all vacation days and holidays to 
which they are entitled. Personal days shall not accrue or be accumulated beyond the year of 
entitlement and shall lapse if not taken during the year of entitlement. 

7.8 Injury or Disability Leave. 

7.8.1 Injury or Disability Resulting From or Arising Out of Employment. 

A. When a full-time or part-time Borough employee shall be injured or disabled 
resulting from or arising out of his or her employment and such injury or 
disability shall be evidenced by the certificate of a physician designated by the 
Mayor and Council of the Borough to examine such person, the Mayor and 
Council of the Borough may, by resolution pursuant to N.J.S.A. 40A:9-7, grant 
the injured or disabled employee a leave of absence with pay for a period not 
exceeding twenty-six (26) weeks. The employee shall not be charged any sick 
leave time for time lost due to the injury or disability. 

B. Prior to the passage of a resolution referred to in subsection 7.8A, a contract shall 
be executed between the employee and the Borough setting forth that the 
employee shall reimburse the Borough from monies he may receive as 
Workmen's Compensation, temporary benefits or from possible legal settlement 
from, or judgment against, the person or persons responsible for the injury. 

7.8.2 Other Injury or Disability. 

A. For disability not resulting from or arising out of the employee's employment or 
for which the Mayor and Borough Council choose not to provide a leave of 
absence with pay under Section 7.8. lA, each full-time employee is entitled to the 
disability benefit shown in the following table during the continuance of the 
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disability, provided the disability is be evidenced by the certificate of a physician 
designated by the Mayor and Council of the Borough to examine such person and 
exceeds seven (7) days, at which point disability payments will be retroactive and 
any utilize sick leave credited._ 

Length of Continuous Service at Date of 
Disability 

1st year of continuous service 

2nd year of continuous service 

3rd year of continuous service 

4th year of continuous service 

5th year of continuous service 

6th year of continuous service 

7'h year of continuous service 

8'h year of continuous service 

9'h year of continuous service 

10th year of continuous service 

100% 
Salary for 
1 week 

2 weeks 

4 weeks 

6 weeks 

8 weeks 

10 weeks 

13 weeks 

16 weeks 

21 weeks 

26 weeks 

2/3 of 
Salary for 
4 weeks 

6 weeks 

8 weeks 

10 weeks 

12 weeks 

14 weeks 

16 weeks 

18 weeks 

22 weeks 

26 weeks 

1/3 of Salary 
for 
4 weeks 

8 weeks 

12 weeks 

16 weeks 

20 weeks 

24 weeks 

23 weeks 

18 weeks 

9 weeks 

0 

Length of service means full years of continuing service completed at the time 
disability occurs, parts of years shall not be pro-rated. 

B. A second period of disability is considered a new disability with benefits 
beginning anew at one hundred ( 100%) percent of salary level and follows the 
above schedule if it arises from a different cause or if the employee has been back 
at work for a period of six ( 6) or more continuous weeks since the conclusion of 
the first period of disability. In either case, the maximum number of weeks 
during which any benefit will be paid shall be reduced by the number of weeks 
disability benefits were paid in the fifty-two (52) weeks preceding the date of 
disability. Borough approved leaves of absence, including FMLA, FLA, and 
NJSAFE leave or leaves for Military Service, do not constitute a break in service 
for purposes of computing disability benefits. The Borough reserves the right to 
require a medical examination at any time during disability at the expense of the 
Borough. 

C. The payments provided for in section 7.8.2A shall not be allowed under the 
following conditions: 
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1. If the employee, when under medical care, fails to carry out the 
instructions of the attending health care provider. 

2. If, in the opinion of the Borough Medical Examiner, the employee's 
disability is self-imposed or results from the employee's own actions. 

3. If, in the opinion of the Borough Medical Examiner, the disability or 
illness is not of sufficient severity to justify the employee's absence from 
duty. 

D. Any employee receiving disability payments from the Borough under this section 
or section 7.8.1 who, in addition, qualifies for payments under Worker's 
Compensation benefits and/or applies for and receives disability benefits from the 
State shall have his or her disability payments reduced by the amount of said 
Worker's Compensation or State disability benefits. 

7 .9 Bereavement Leave. 

Each full-time employee shall be entitled to three (3) days bereavement leave with pay for the 
loss of a spouse, civil union or domestic partner, child, father, mother, brother, sister, mother-in­
law, father-in-law, grandparent, grandchild or relative in the same household. Such period of 
time shall not be charged to vacation. 

7.10 Reserved. 

7.11 Military Leave. 

( l) Leave of Absence for Military Service 

Pursuant to the Uniformed Services Employment and Reemployment Rights Act, any employee 
whose absence from a position of employment with the Borough is necessitated by reason of 
service in the uniformed services shall be entitled to reemployment rights and benefits provided: 

(a) the person (or an appropriate officer of the uniformed service in which such 
service is performed) has given advance written or verbal notice of such military 
service to the Borough; 

(b) the cumulative length of the absence for military service and of all previous 
absences from a position of employment with the Borough employer by reason of 
service in the uniformed services does not exceed five years; and 

( c) the employee returns to work after discharge or release in a timely manner as set 
forth below. 

Employees on active military service will continue to receive paid health insurance coverage 
during the period of any paid leave plus an additional thirty days calendar days after the paid 
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leave is exhausted. After this period has expired, employees may continue coverage for 
themselves or their eligible family members under the Borough's group plan by taking advantage 
of the COBRA provision. 

Members of the State administered retirement systems (PERS and PFRS) will continue accruing 
service credit in the system during the period of military leave. However, the member is 
responsible to make up any contributions in order to receive full service credit for the period of 
military service. 

An employee reinstated after a period of military service is entitled to seniority and all rights 
based on seniority that they would have attained had they remained employed. In order to be 
eligible for reinstatement the employee must be released from active duty under honorable 
circumstances and return to work within the following time limits: 

(a) for service less than thirty-one (31) calendar days, the employee must 
return to work on the beginning of the first regularly scheduled workday 
or eight (8) hours after the end of military duty, with reasonable 
allov,rances forallowances for commuting; 

(b) for service of thirty-one (31) to one hundred eighty ( 180) calendar days, 
the employee must submit an application for reinstatement within 
fourteen (14) calendar days after completing military duty; 

( c) 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. 

(2) Paid Military Leave 

When a permanent or full-time temporary employee who is a member of the reserve component 
of any United States armed force or the National Guard of any state and is called for Federal 
active duty, the employee will receive a military leave of absence for the duration of the service. 
The first thirty (30) workdays of the military leave of absence in any calendar year shall be with 
full pay. Any member of the New Jersey National Guard shall be entitled to a military leave of 
absence without loss of pay for the first 90 work days in the aggregate in any calendar year, 
during which he or she shall be engaged in State or federal active duty or active duty for training. 

After exhaustion of the mandated 30 or 90 days of statutory paid leave for military service in a 
calendar year, employees remaining on active duty shall be entitled to continue their leave but 
without pay for the remainder of the calendar year. 

(3) Temporary Employees. 

A full-time temporary officer or employee who has served under such temporary appointment 
for less than one year shall receive for the service hereinabove described leave without pay but 
without loss of time. 
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(4) Military Leave without Pay 

In accordance with State and/or federal regulations, a qualifying employee who is a member of 
the U.S. military reserves or the New Jersey State militia or the organized militia of another State 
is eligible for a leave of absence, without pay, for Inactive Duty Service. 

Inactive Duty Service is defined by Army, Air Force, National Guard and State Regulations and 
includes, but is not limited to: 

a. Unit Training Assemblies (UTA): This training is commonly known as 
weekend drill; 

b. Rescheduled Unit Training Assemblies (RUT A): This training 1s a 
makeup period for a UT A; 

c. Split Unit Training Assemblies (SUT A): This training is a makeup period 
for a UTA; 

d. Additional Flight Training Period (AFTP): Additional time authorized for 
flight training/validation; 

e. Readiness Management Assemblies (RMA): Used to plan/prepare 
training; 

f. Additional Training Assemblies (A TA): Used to accomplish 
administrative actions in support of training; 

g. M-COFT AUTA: Authorized additional training time authorized for 
instruction of operation of M-COFT training device; 

h. Proficiency Training (PT); and 

1. Training Period Preparation Assembly (TPPA) 

(5) Accrual of Benefits 

A qualifying employee on Military Leave of Absence with pay will continue to accrue vacation, 
personal and sick leave. 

A qualifying employee on military leave of absence without pay that is less than two (2) 
consecutive weeks shall continue to accrue vacation, personal, and sick leave. A qualifying 
employee granted a military leave of absence, without pay that is more than two (2) consecutive 
weeks shall not accrue vacation, personal, and/or sick leave during such leave of absence. 

(6) Use of Accrued Time/Rescheduling 
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A qualifying employee eligible for a military leave of absence without pay, may, with advance 
notice, use accrued vacation, personal leave, or floating holidays during such military leave of 
absence. Sick leave shall not be used for military leave of absence. 

A qualifying employee may, with prior authorization, be permitted to change their work schedule 
to accommodate the need for military leave and to avoid periods of unpaid leave if circumstances 
allow such change in schedule without substantial disruption to other employees and/or the 
operations of the Borough. 

(7) Verification of Leave 

Any employee who requests a leave of absence for a military leave of absence, whether paid or 
unpaid, must provide their Department Head and/or the Borough Administrator with a copy of 
their military orders and military base pay documentation, and subsequently with a copy of their 
orders terminating their active duty. 

Failure to provide required documentation may result in the delay or denial of salary for the 
period of the military leave. 

7.12 Leave Without Pay. 

Leave without pay may be granted to full-time and part-time employees. Such leave shall be 
granted only when the employee has used his or her applicable accumulated sick, disability, 
compensatory, and vacation time in the case of leave for illness, or his or her compensatory and 
vacation time in the case of leave for reasons other than illness. Written request for leave without 
pay must be initialed by the employee, favorably endorsed by his or her Department Head and 
the Business Administrator and approved by resolution of the Mayor and Council before 
becoming effective. Such leave, except for military leave without pay, shall not be approved for 
a period longer than three (3) months at one time. The Mayor and Council may, by resolution, 
extend such leave for an additional nine (9) months or any portion thereof upon recommendation 
in writing of the Borough Administrator. When an approved Leave of Absence without pay 
under this Section ends, every effort will be made to return the employee to the same position, if 
it is still available, or to a similar position for which the employee is qualified. However, the 
Borough cannot guarantee reinstatement in all cases, except as required by law. 

This Section shall not apply to FMLA, FLA, and/or NJSAFE leaves which are governed by 
Section 7.6 and/or any leave granted as a reasonable accommodation pursuant to Section 18 or 
otherwise. 

7.13 Retirement Leave. 

All full-time, non-contractual personnel who were employed by the Borough on or before 
October 27, 2014 and have worked a minimum of twenty (20) years shall be entitled to 
retirement leave, with pay, equivalent to one ( 1) week for each year of service less five ( 5). In 
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the event service with the Borough has been non-continuous, the employee must have served the 
last five (5) years continuously up to the date ofretirement to qualify for this benefit. 

7.14 Request for Leave. 

Except as otherwise indicated in this section, a request for any type of leave shall be made to the 
Borough Administrator. Such request, whenever possible, shall be made far enough in advance 
to permit approval or within the time frame required by law or specific policy, and at the same 
time, to permit coverage for the particular employment so that municipal services shall not 
suffer. 

7.15 Medical Insurance. 

A. 

B. 

C. 

7.15a 

All full-time employees and eligible family members shall become eligible for 
enrollment in the Borough's group health insurance plan on the first day of the 
month following completion of sixty (60) days of employment. Other emplovees 
will be offered coverage as required by law. 

The Borough shall pay the full premium for such insurance for the employee and 
eligible family members. Payment of such premiums by the Borough shall 
terminate one (l) month after the employee's separation from service. The 
employee may thereafter elect continuing coverage at the employee's expense in 
accordance with COBRA and/or other applicable law. 

Full-time employees may elect to receive a term life insurance policy instead of 
group health insurance, to be purchased by the Borough. The Borough will 
contribute to paying the premium for the policy in an amount not to exceed, in 
any year, the annual cost of the appropriate group health insurance plan for which 
the employee is eligible, except where such benefits are otherwise set by an 
existing collective agreement._ 

Flexible Spending Accounts 

The Borough authorized Flexible Spending Accounts pursuant to Resolution Nos. 12-47 and 12-
68. Additional information about Flexible Spending Accounts is available from the Pen;onnel 
Administrator. 
Borough Clerk. 

7.16 Use of Personal Vehicle; Reimbursement. 

Employees shall be reimbursed for the use of the employee's personal vehicle for Borough 
business provided: 

A. Use of the personal vehicle is considered necessary and is authorized in advance 
by the Department Head. 
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B. A Borough vehicle was not reasonably available when the personal vehicle was 
used. 

C. An adequate record showing the date the vehicle was used, the miles driven and 
the nature of trip or business is maintained and submitted to the Borough 
Administrator. 

D. Reimbursement to employees for use of personal vehicles while on Borough 
business shall be at the IRS's standard mileage rate. 

E. Private automobile mileage reimbursement for Borough business is allowed from 
the point of origin to the point of destination (but not for commuting between 
home and work). When Borough business trips originate or terminate at the 
employee's home because of convenience to the employee, mileage 
reimbursement to the employee must be the lesser of: (a) an amount based on the 
distance between home and destination; or (b) an amount based on the distance 
between office and destination. This policy will be applicable to all official travel 
irrespective of the time of day (including non-business hours) or day of week 
(including weekends and holidays) on which it occurs. The mileage rate covers 
all expenses incurred by the use of a privately owned automobile for Borough 
business, including gasoline, insurance, maintenance and car washes. 

7.17 Jury Duty. 

Full-time employees selected for Jury Duty shall be excused from work while on Jury Duty. 
Such employee's salary and related benefits shall continue as if such employee were present for 
work and they will be compensated at their regular rate of pay, minus any payments received for 
jury duty. Other employees will not be compensated. 

8. POLITICAL ACTIVITY. 

8.1 Certain Political Activities Prohibited; Penalty for Violation. 

A. It is the declared policy of the Borough to appoint all employees in all categories 
without regard to political consideration. For the purposes of this section, 
Borough employees are defined to include full-time, temporary, introductory or 
part-time personnel receiving annual or hourly compensation for their services. 

B. Borough employees shall not engage in any political activities during working 
hours or on municipal property, whether during working hours or not. Political 
activity is defined to mean canvassing voters, soliciting votes, making telephone 
calls or preparing press releases, distributing campaign literature and similar 
activities conducted on behalf of, or in opposition to, a candidate for public office 
or a political party or public question scheduled to be voted upon at an election or 
referendum. Employees are also prohibited from using Borough supplies or 
equipment in any political activities. 
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C. No employee covered by this section shall declare his or her candidacy for any 
Borough elective office or accept the nomination of a political party for Borough 
elective office without first applying for a leave of absence, without pay, from 
Borough employment. This leave of absence application shall be made in writing 
to the Borough Administrator. If the employee is unsuccessful in the election in 
which he is a candidate1 then the leave of absence shall terminate no later than 
thirty (30) days following the election and the employee may return to the 
Borough position held prior to his or her being granted a leave of absence. 

D. Nothing in this section shall be construed to prevent Borough employees from 
becoming or continuing to be members of any political party, club or 
organization, attending political meetings, expressing their views on partisan 
political matters, or voting with complete freedom in any election provided, 
however, that no employee may be an officer or director of any political party. 

E. Violations of any provisions of this section may subject the employee to 
disciplinary action, up to and including termination and should be reported 
immediately to the Borough Administrator. 

9. MISCELLANEOUS RULES AND REGULATIONS. 

9.1 Maintenance of Personnel Records. 

The Borough Administrator shall maintain comprehensive personnel records for each employee 
of the Borough in a Central Personnel File. Such records should include employment application 
forms, dates of appointments and promotions, job titles, salaries, commendations, disciplinary 
actions, leave of any type taken and accumulated, merit ratings and all documents relating to 
benefits, insurance, retirement, etc. The following provisions shall apply to maintenance and 
accessibility of the Central Personnel File. 

A. Central Personnel Files are confidential and shall be maintained in a locked file 
cabinet under the direct supervision of the Borough Administrator. Personnel files 
will only be available to authorized managerial and supervisory personnel on a 
need-to-know basis. Records relating to any medical condition will be maintained 
in a separate file. Electronic personnel and medical records must be protected 
from unauthorized access. 

B. Any municipal employee may review his or her own Central Personnel File folder 
in the presence of the Borough Administrator, Borough Clerk or some other 
employee designated by the Administrator, provided an appointment is made in 
advance with the Borough Administrator or the Borough Clerk. The employee will 
be entitled to see any records used to determine his or her qualification for 
employment, promotion or wage increases and any records used for disciplinary 
purposes. Employees may not remove any papers from the file. Employees will 
be allowed to have a copy of any document they have signed relating to their 
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obtaining employment. Employees may add to the file their versions of any 
disputed item. 

C. Personnel files do not contain confidential employee medical information. Any 
such information that the Borough may obtain will be maintained in separate files 
and treated at all times as confidential information. Any such medical information 
may be disclosed under very limited circumstances in accordance with any 
applicable legal requirements. 

D. The Borough Council may review the Central Personnel File at any time in the 
course of performing its duties. 

E. Any committee or subcommittee of the Borough Council may review the Central 
Personnel File in the course of performing its duties. 

F. The Borough endeavors to maintain the privacy of personnel records. There are 
limited circumstances in which the Borough will release information contained in 
personnel or medical records to persons outside the Borough. These 
circumstances may include: 

• In response to a valid subpoena, court order or order of an authorized 
administrative agency; 

• To an authorized governmental agency as part of an investigation of the 
Borough's compliance with applicable law; 

• To the Borough's agents and attorneys, when necessary; 
• In a lawsuit, administrative proceeding, grievance or arbitration in which 

the employee and the Borough are parties; 
• In a workers' compensation proceeding; 
• To administer benefit plans; 
• To an authorized health care provider; 
• To first aid or safety personnel, when necessary; and 
• To a potential future employer or other person requesting a verification 

employment in accordance with Borough Policy 9.14. 

Personnel records aside from the Central Personnel File may be maintained within any 
department but shall be limited to personnel of that individual department and shall contain only 
such documents as shall be necessary to evaluate the performance of the employee in the 
position or positions held within that department and to record basic information such as job 
attendance, vacation and sick records. All such personnel records must also be contained in the 
Central Personnel File. No medical records shall be maintained in personnel or departmental 
files. 

No derogatory information, except disciplinary actions, shall be placed in any employee's 
personnel file whether such file be in the Central Personnel File or a departmental file, without 
first advising the employee that such derogatory information is to be placed in his or her file and 
allowing the employee to appeal such action to the Borough Administrator. 
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Results of any disciplinary actions taken against an employee shall be recorded in the 
employee's Central Personnel File only, except when the final result of such action is a dismissal 
of charges. 

The Borough reserves the right to remove any pre-employment inquiries and background 
investigations from an employee's Central Personnel File prior to review of the file by the 
employee. 

The employee shall have the right to prepare a written statement for submission into his or her 
file to rebut or clarify information prepared by the employer. 

Neither a Central Personnel File nor any copies of material contained therein shall be made 
available to parties for reasons other than indicated in this Section. 

The provisions of this Section shall apply equally to Departmental Personnel Files and Central 
Personnel Files, except that such Departmental Personnel Files shall be under the immediate 
supervision and control of the Department Head. 

9.2 Outside Employment; Full-Time Employees. 

A. Full-time employees of the Borough shall not accept outside employment or 
engage in outside business activities without the prior approval of the Borough 
Administrator and appropriate Council Committee. Application for permission to 
accept outside employment shall be made in writing to the Borough Administrator 
through the employee's Department Head. The Department Head shall indicate 
approval or disapproval of the request. 

B. Requests to accept outside employment or engage in outside business activities 
shall set forth the nature of such employment or business activity and shall 
indicate the approximate hours per week that such work or business activity is 
expected to entail. 

C. No application for permission to accept outside employment shall be approved if 
there is any reasonable probability that such outside employment will interfere 
with an employee's performance of his or her municipal job or compromise an 
employee's position with the Borough through a conflict of interest. 

9.3 Ethical Standards and Conflicts of Interest. 

Employees, including Borough officials, must conduct business according to the highest ethical 
standards of public service. Employees are expected to devote their best efforts to the interests 
of the Borough. Violations of this policy may subject the employee to disciplinary action, up to 
and including termination. 

The Borough recognizes the right of employees to engage in outside activities that are private in 
nature and unrelated to Borough business. However, business dealings that appear to create a 

51 



conflict between the employee and the Borough's interests are unlawful under the New Jersey 
Local Government Ethics Act ("the Act"). In addition, under the Act, certain employees and 
officials are required to annually file with the Borough Clerk a state mandated disclosure form. 
The Borough Clerk will notify employees and Borough officials subject to the filing 
requirements of the Act and provide them with the appropriate form. 

A potential or actual conflict of interest occurs whenever an employee 1s m a pos1t1on to 
influence a Borough decision that may result in a personal gain for the employee or an 
immediate relative including a spouse, civil union or domestic partner or significant other, child, 
parent, stepchild, sibling, grandparent, daughter-in-law, son-in-law, grandchild, niece, nephew, 
uncle, aunt, or any person related by blood or marriage residing in an employee's household. 
Employees are required to disclose possible conflicts so that the Borough may assess and prevent 
potential conflicts. If there are any questions whether an action or proposed course of conduct 
would create a conflict of interest, employees should immediately contact the Borough 
Administrator to obtain clarification. 

Any employee who holds an interest in, or is employed by, any business doing business with the 
Borough must submit a written notice of these outside interests to the Borough Administrator. 

9.4 Safety Policy. 

The Borough will provide a safe and healthy work environment and shall comply with the Public 
Employees Occupational Safety and Health Act ("PEOSHA"). The Borough is equally 
concerned about the safety of the public. Consistent with this policy, employees will receive 
periodic safety training and will be provided with appropriate safety equipment. Employees are 
responsible for observing safety rules and using available safety devices including personal 
protective equipment. Failure to do so constitutes grounds for disciplinary action. Employees 
must immediately report any occupational or public unsafe condition, practice, procedure or act 
to their supervisor or Department Head. 

The Borough has appointed a Safety Committee that meets on a regular basis to discuss and 
recommend solutions to safety problems. Employees are encouraged to discuss safety concerns 
with their Safety Committee Representative. 

9.5 Reporting Accidents; Personal Injury; Occupational Illnesses. 

An employee who is injured in the performance of his or her duties or who suffers from a work­
related illness shall immediately report the accident or illness to his or her supervisor. The 
employee shall immediately complete a form provided by the Borough Clerk for such reports 
and submit it to the Borough Clerk. 
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9.6 Reporting Accidents; Property Damage. 

An employee involved in an accident where damage to either Borough-owned property or 
private property is involved shall immediately report such accident to his or her supervisor and 
shall also file a written report of such accident in the Borough Clerk's Office. 

9.7 Gratuities. 

It is the intent of the Borough to discourage the public from offering gratuities to public officials 
and employees. Therefore, employees shall neither accept nor solicit gratuities and shall 
discourage that practice whenever possible. 

9.8 Alternate Work Station. 

Whenever an employee's usual work station is unavailable for any reason, the employee shall 
perform his or her duties at an alternate workplace designated by the Borough Administrator~---0f 
the Borough Clerk, or the t'.Assistant Administrator. 

9.9 Workplace Violence. 

The Borough will not tolerate workplace violence. Violent acts or threats made by an employee 
against another person or property may result in immediate dismissal and will be fully 
prosecuted. This includes any violence or threats made on Borough property or at work sites, at 
Borough functions, events, or activities and/or communicated electronically or by way of social 
media. 

Prohibited conduct includes, but is not limited to: 

l. Causing physical injury to another person. 

2. Making threatening remarks. 

3. Aggressive or hostile behavior that creates a reasonable fear of injury to another 
person or subjects another individual to emotional distress. 

4. Intentionally damaging Borough property or the property of another employee. 

5. Possession of a weapon while on Borough property or while on Borough business 
or at any time during working hours, except with the authority of the Police Chief. 

Any potentially dangerous situations and/or incidents of workplace violence must be 
immediately reported to the Borough Administrator. 

9.10 Communication Media/Social Media Policv 
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The Borough's Communication Media are the property of the Borough, and as 
such, to be used for legitimate business purposes--efHY. For purpose of this 
Communication Media Policy, "Communication Media" includes all electronic 
media forms provided by the Borough including, but not limited to e-mail, 
voicemail, Internet access, Borough issued cellular devices, computers, computer 
networks, and any other Borough technology. An employee is prohibited 
Employees arc restricted from accessing or using the Borough's Communication 
Media for personal purposes during working hours and/or on the Borough's 
equipment, without prior authorization from the Business Administrator.unless 
the he or she has prior authorization. 

All e-mail, voice mail, Internet, and/or other electronic communications and 
messages are public records subject to possible disclosure to the public pursuant 
to the provisions of the Open Public Records Act ("OPRA"), N.J.S.A 74:lA-17 

Employees of the Borough are required to use the assigned municipal email 
account for ALL Borough business and correspondence. The use of private email 
accounts for ANY Borough business or during business hours is strictly 
prohibited. 

Employees arc advised that if they conduct work-related business on their 
personal emails, cell phones, or other personal Communication Media, these 
communications are also subject to the provisions of OPRA. However, nothing in 
this Communications Media/Social Media Policy prevents any employee from 
using his or her own personal Communication Media during the cmplovce's non­
working hours to engage or participate 111 "protected concerted activities·' 
pursuant to applicable law. 

Protected concerted activities include but arc not limited to: situations where an 
employee addresses group concerns with the employer; fonns, joins, or assists an 
employment or labor organization; initiates, induces. or prepares for group action 
against an employer; or speaks on behalf of or represents other employees. 

Y ct, employees arc encouraged to resolve workplace grievances internally bv 
discussing issues with their supervisor and/or the Borough, and are asked to 
refrain from posting comments or materials on Communication Media that can be 
viewed as malicious, obscene, threatening, intimidating; or that could create a 
hostile work environment on the basis of race, sex, disability, religion or any other 
status protected by law if the employee chooses to address their grievances using 
Communication Media. 

a. Management's Right to Access Information 

All data stored on and/or transmitted through Communication Media is the 
property of the Borough. For purposes of this policy, "data" includes 
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electronically-stored files, programs, tables, data bases, audio and video objects, 
spreadsheets, reports and printed or microfiche materials which serve a business 
purpose, regardless of who creates, processes or maintains the data, or whether 
the data is processed manually or through any of the Borough's mainframe, 
midrange or workstations; servers, routers, gateways, bridges, hubs, switches and 
other hardware components of the Borough's local or wide-area networks. 

Employee communications transmitted by the Borough's Communication Media 
are not private to the individual. All Communication Media and all 
communications and stored information transmitted, received, or contained 
in or through such media may be monitored by the Borough. The Borough 
reserves the absolute right to access, review, audit, and disclose all matters 
entered-iff.t.9, sent over, placed in storage in the Borough's Communication 
Media. By using the Borough's equipment and/or Communication Media, 
employees consent to have such use monitored at any time, with or without 
notice, by Borough personnel. Employees have no expectation of privacy with 
respect to information accessed, communicated, or stored in or through these 
Borough systems. 

The existence of passwords does not restrict or eliminate the Borough's ability or 
right to access electronic communications. However, pursuant to New Jersey law, 
the Borough cannot require the ernployeeany employee to provide his or her-its_ 
user name(s) and/or password.(fil to his/her personal account.(fil. 

b. Forbidden Content 

Employees are strictly forbidden from using Borough e-mail, voicemail, Internet 
or computer network systems, or any Borough Communication Media in any way 
that may be seen as dincriminatoryas discriminatory, defamatory, obscene, 
threatening, or harassing, or in violation of the Borough's Equal Opportunity, 
Anti-Harassment, Sexual Harassment and/or other Policies. 

Also, dDiscriminatory remarks. harassment, bullying, threats of violence, and 
similaror otherwise disparaging comments are prohibited in the workplace and on 
any employee's personal Communications and/or Social Media accounton social 
media. 

Employees are prohibited from disclosing any confidential or proprietary 
information of the Borough without permission in any manner, including on an 
employee's personal Communications Media accounts. Such information includes 
but is not limited to employer records or documents, trade secrets, internal 
reports. tips based on inside information that may be considered insider trading, 
screenshots of computer stations. pictures of monitors and/or actual documents of 
the employer, any photographs, pictures, digital images of any crime scenes, 
traffic crashes, an-estees, detainees, people or job-related incidents or occun-ences. 
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Further, no employee shall post internal working documents to workplace or 
personal Communications Media accounts. This includes, but is not limited to, 
screenshots from computer stations, pictures of monitors, and/or the actual 
documents themselves without prior approval of the Borough. Employees are also 
prohibited from releasing or disclosing any photographs, pictures, or digital 
images of any people or job-related incident or occurrence taken with the 
Borough's Communications Media to any person, entity, business or media or 
Internet outlet whether on or off dutv without the express written permission of 
Borough Administration. 

No media advertisement, electronic bulletin board posting, or any other 
communication via the Internet about or on behalf of the Borough through the use 
of the Borough's Communications Media may be issued unless it has first been 
approved by the Borough's Administration. Specifically, employees are forbidden 
from using the Borough's Communication Media to impersonate the employer; to 
make statements on behalf of the employer without authorization; and/or to make 
statements that can be construed as establishing what the employer's official 
position or policy is on any issue. 

c. Unauthorized Access 

Employees are prohibited from the unauthorized use of the password(s) of other 
employees to gain access to another employee's messages in the e-mail, 
voicemail, Internet or computer network systems including but not limited to all 
secured access software that employees may have access to. 

All employees, who have been granted access to electronically-stored data, must 
use a logon ID assigned by the Borough. Certain data, or applications that 
process data, may require additional security measures as determined by the 
Borough. Employees must not share their passwords; and each employee 1s 
responsible for all activity that occurs in connection with their passwords. 

EAny employees All employeet, may _QillV access e-tHj'-data that the Borough has 
given the employee permission to access.for v,rhich tht? Borough ha1. given 
permim,ion. All employees must take appropriate actions to ensure that Borough 
data is protected from unauthorized access, use or distribution consistent with 
these policies. Employees may not access or retrieve any information technology 
resource and store information other than where authorized. 

Employees must not disable anti-virus and other implemented security software 
for any reason, in BftIBF-to minimize the risk of introducing computer viruses into 
the Borough's computing environment. 

Employees may not install1..... -Bf-modify, or remove ANY hardware device, 
software application, program code, either active or passive, or a portion thereof, 
without the express written permission from the Borough. Employees may not 
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upload, download, or otherwise transmit commercial software or any copyrighted 
materials belonging to parties outside of the Borough, or licensed to the Borough. 
Employees shall observe the copyright and licensing restrictions of all software 
applications and shall not copy software from internal or external sources unless 
legally authorized. Office device settings. configurations, and network settings 
must not be modified by unauthorized employees. Internet security settings 
(where applicable) must not be changed. The foregoing includes but is not 
limited to the System ·s Network ID (or Computer Name), IP Address, Gateway 
and DNS addresses etc. 

d. Violations 

Violations of the Borough's Communication Media Policy will subject the 
employee to discipline, up to and including immediate termination. 

9.11 Reserved. 

9.12 Bulletin Board Policy. 

The bulletin boards located in the Borough administrative building and other facilities are 
intended for official notices regarding policies, procedures, meetings and special events. Only 
personnel authorized by the Borough Administrator may post, remove, or alter any notices. 
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9.13 Driver's License Policy. 

Any employee whose work requires the operation of Borough vehicles must hold a valid New 
Jersey driver's license, unless exempt by provision of applicable law. 

All new employees who will be assigned work entailing the operating of a Borough vehicle will 
be required to submit to a Department of Motor Vehicles driving records check as a condition of 
employment. A report indicating a suspended or revoked license status may result in denial or 
termination of employment. 

Periodic checks of employee's drivers' licenses through visual and formal Department of Motor 
Vehicles review checks shall be made by Department Heads or division supervisors. Any 
employee who does not hold a valid driver's license will not be allowed to operate a Borough 
vehicle until such time as a valid license is obtained. 

Any employee performing work which requires the operation of a Borough vehicle must notify 
the immediate supervisor in those cases where a license is expired, suspended or revoked and/or 
who is unable to obtain an occupational permit from the State Department of Licensing. An 
employee, who fails to report such an instance, is subject to disciplinary action, up to and 
including termination. An employee who fails to immediately report such revocation or 
suspension to their supervisor and continues to operate a Borough vehicle shall be subject to 
discipline, up to and including termination. 

Any information obtained by the Borough in accordance with this section shall be used by the 
Borough only for carrying out its lawful functions and for other lawful purposes in accordance 
with the Driver's Privacy Protection Act (18 U.S.C. § 2721, et~) 

9.14 Request for Employment Verification and Reference Procedure 

Inquiries and written requests for references or employment verification regarding a current or 
former employee must be referred to the Personnel Administrator Borough Clerk. -,- No 
employee may issue a reference letter without the permission of the- Borough ClerkPernonnel 
Adminir;trator. Under no circumstances should any information be released over the phone. 

In response to a request for information, the Pemmnel Administrator Borough Clerk will only 
verify an employee's name, dates of employment, job title, department and final salary. No other 
data or information will be furnished unless ( 1) the Borough is required to release the 
information by law or (2) the employee or former employee authorizes the Borough in writing to 
furnish this information and releases the Borough from liability. 

10. PERFORMANCE EVALUATIONS. 

Performance evaluations of each employee shall be conducted on an annual basis. Evaluations 
shall ordinarily be conducted by the employee's Department Head. The evaluation process and 
evaluations are intended to assist the employee in identifying strengths and weaknesses in his or 
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her job performance and establishing objectives or goals for improvement and potential 
promotion or reassignment. 

Neither the annual evaluation process nor the evaluations prepared in that process will change 
the at-will nature of the employment relationship between the Borough and any employee as 
more fully explained on the first page of this Manual. 

11. SEPARATION FROM SERVICE. 

11.1 Types of Separation and Applicability. 

Employees may be separated from Borough employment by layoff, termination, resignation or 
retirement, as set forth in this section. 

11.2 Layoff. 

The Borough may institute layoff actions for economy, efficiency or other related reasons. 

11.3 Termination. 

A. As at-will employees, Borough employees may be involuntarily terminated with 
or without cause (i.e., reason) and with or without notice, subject only to 
applicable statutory or tenure protection or as provided by an applicable collective 
bargaining agreement as explained more fully on the first page of this Manual. 

B. The Borough complies with all applicable federal and State laws as well as 
applicable collective bargaining agreements in connection with termination of 
employment. 

C. Any employees who are employed by written contract with the Borough, the 
terms of which provide for the method by which employment may be terminated, 
shall be terminated in accordance with those terms rather than the provisions of 
this section. 

11.4 Resignation, Notice, and Unapproved Absence from Duty. 

A. Employees resigning employment should give the Borough at least fourteen (14) 
days written notice. The resignation shall be considered accepted by the Borough 
upon receipt of the notice of resignation. 

B. Any employee who is absent from duty for five (5) or more consecutive business 
days without the approval of his or her Department Head shall be considered to 
have abandoned his or her position and shall be recorded as a resignation. 
Approval of the absence shall not be unreasonably denied. 
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11.5 Retirement. 

A. All Borough employees enrolled in the Public Employees Retirement System or 
Police and Fireman's Retirement System are subject to the requirements and 
provisions of those Plans. 

B. The employees' contribution to those Plans shall be deducted from the salary paid 
to such employees and remitted to the State as prescribed by law. 

C. The Borough's contribution for such employees shall be determined by the 
Borough and subsequently remitted to the State in accordance with the provisions 
of applicable law. 

D. Borough employees having completed the required years of service, and having 
attained the specified age, may apply for retirement as provided by the Plans. 

11.6 Exit Interview and COBRA. 

When an employee gives notice of resignation or is terminated, the Borough Clerk will attempt 
to schedule a confidential exit interview to discuss benefits, including COBRA options, pension 
issues, and vacation pay due. The Borough Administrator may also be present at the exit 
interview. Regardless of whether or not an exit interview takes place, the Borough Clerk or a 
representative will send a COBRA notification letter to the employee's home address following 
the employee's separation from service. 

11.7 Suspension in Actions Involving Criminal Matters. 

When the Borough suspends an employee based on a pending criminal complaint or indictment, 
the employee shall be served with a notice advising him that N.J.S.A. 2C:51-2 may apply and 
that the employee may choose to consult with an attorney concerning the provisions of that 
statute. In determining whether to suspend an employee until disposition of the criminal 
complaint or indictment, the standard shall be whether the employee is unfit for duty or is a 
hazard to any person if permitted to remain on the job or that an immediate suspension is 
necessary to maintain safety, health or effective direction of public services. 

12. DISCIPLINARY ACTION. 

An employee may be subject to discipline, up to and including termination, for any performance 
deficiency or misconduct, including, but not limited to the following: 

1. Falsification of public records. 

2. Misrepresentations on or falsification of employment application, attendance and other 
personnel or employment records or benefits claim forms. 
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3. Failure to report absence. 

4. Failure to report to work one or more days prior to or following a vacation, holiday 
and/or leave, and/or any other unauthorized absence. 

5. Chronic or excessive absenteeism or lateness. 

6. Failure to perform duties, inefficiency or substandard performance. 

7. Incompetence. 

8. Neglect of duty. 

9. Insubordination. 

10. Conduct unbecoming a public employee. 

11. Theft or attempted theft of property belonging to the Borough, fellow employees, 
volunteers or visitors. 

12. Fighting on Borough property at any time, or while on Borough business or during 
working hours. 

13. Manufacture, possession, sale, transfer or use of alcohol or other intoxicants or of illegal 
drugs or other controlled dangerous substances or misuse or abuse of prescription 
medication on Borough property, while on Borough business, or at any time during work 
hours. 

14. Being under the influence of alcohol or other intoxicants or of illegal drugs or other 
controlled dangerous substances on Borough property, while on Borough business, or at 
any time during work hours. 

15. Violation of federal, State or Borough laws or regulations concerning drug and/or alcohol 
use and possession. 

16. Entering building without permission during non-scheduled work hours. 

17. Soliciting on Borough premises during work time. This includes but is not limited to 
distribution of literature or products or soliciting membership in fraternal, religious, 
social or political organizations, and/or sales of Avon, Amway, Girl Scout cookies, etc. 

18. Careless waste of materials or abuse of tools, equipment or supplies. 

19. Misuse of public property, including motor vehicles. 

20. Deliberate destruction or damage to Borough or suppliers' property. 
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21. Defacing walls, bulletin boards or any other Borough or supplier property. 

22. Sleeping on the job. 

23. Possession or display of weapons of any kind on Borough premises and/or during work 
hours, unless carrying a weapon is a function of your job duties and is approved by the 
Chief of Police. 

24. Threatening, intimidating or coercing others. 

25. Violation of established safety and fire regulations. 

26. Unauthorized absence from work area, and/or roaming or loitering on the premises, 
during scheduled work hours. 

27. Gambling on Borough premises or while on Borough business or during working hours. 

28. Horseplay, disorderly conduct and use of abusive and/or obscene language on Borough 
property, while on Borough business or at any time during working hours. 

29. Deliberate delay or restriction of your work effort, and/or incitement of others to delay or 
restrict their work effort. 

30 Conviction of a crime. 

31. Unauthorized use or disclosure of confidential Borough information. 

32. Discrimination, and/or sexual or other harassmentharassment, and/or retaliation. 

33. Unauthorized or improper used of Borough computers, Internet, e-mail, or other 
technology or systems. 

34. Violation of any Borough policy. 

35. Other sufficient reason. 

Discipline may include verbal or written reprimand, suspension, demotion, termination or other 
appropriate action, and will be related to the severity of the offense and other appropriate 
considerations. The discipline imposed is at the discretion of the Department Head, Borough 
Administrator or Borough Council. Employees may be terminated for first offenses where the 
offense is sufficiently serious. 

13. GRIEVANCE PROCEDURES. 

13.1 Verbal Grievance. 
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Whenever an employee has a grievance, he or she should first present it verbally to his or her 
supervisor. It is the responsibility of the supervisor to arrange a mutually satisfactory settlement 
of the grievance within forty-eight ( 48) hours of the time when it was first presented to him or 
her, or failing that, the supervisor must within that time advise the employee of his or her 
inability to do so. 

13.2 Formal Written Grievance. 

A. When an employee is informed by his or her supervisor that the supervisor is 
unable to arrange a mutually satisfactory solution to his or her verbal grievance 
the employee must, if he or she wishes to continue to pursue the grievance, do so 
in writing. A written grievance, stated as completely and as clearly as possible, 
must be prepared in duplicate and one (1) copy of the grievance immediately 
submitted to the Borough Administrator. The other copy of the grievance shall be 
presented by the employee to his or her immediate supervisor (to whom the 
grievance was made verbally). 

B. Within twenty-four (24) hours after receipt of the written grievance, the 
supervisor must present a written report reciting the facts and events which led up 
to the employee's written grievance, including any verbal answer the supervisor 
may have previously given to the employee concerning this grievance, to the 
Borough Administrator. 

C. The Borough Administrator shall attempt to find a mutually satisfactory solution 
to the grievance within seventy-two (72) hours of receipt of the supervisor's 
written report. If he or she is unable to do so, the written grievance, the 
supervisor's written report, and a written report prepared by the Borough 
Administrator must be forwarded to the Borough Council. The Borough Council 
shall then consider and formally act on the grievance. 

D. No grievance will be heard or considered by the Borough Council which has not 
first passed through the above described steps. 

E. All papers and documents relating to a grievance and its disposition shall be 
placed in the employee's Central Personnel File. 

F. This section does not apply to employees who are covered by a collective 
bargaining agreement. 

14. FLEX POOL. 

Employees in those positions designated as "flex pool positions" by resolution of the 
governing body shall be trained and qualified to perform any administrative function in 
Borough Hall and not just those in the specific position for which they were hired. Those 
positions currently included in the flex pool are: 
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Deputy Clerk 
Recreation Department Clerical 
Registrar/Clerical 
Construction/ Assessor Clerical 

Finance Department Clerical 
Engineering Clerical 
Tax Collector's Office Clerical 
Clerk's Office Clerical 

15. BOROUGH POLICY ON DRUG AND ALCOHOL ABUSE. 

15.1 Policy. 

A. The Borough has a strong commitment to the health, safety and welfare of its 
employees, their families and the residents of the Borough. Drug and alcohol 
abuse by Borough employees could endanger the safety of the Borough's 
employees and the general public. The Borough's commitment to maintaining a 
safe and secure work place requires a clear policy and supportive programs 
relating to the detection, treatment and prevention of substance abuse by 
employees. 

B. This policy applies to all employees of the Borough while on the job and to 
situations where employee's off-the-job or off-premises conduct impairs work 
performance, undermines the public confidence in, or harms the reputation of, the 
Borough. The Police Department, due to the nature of the services it provides, 
has an additional drug and alcohol policy which it must follow. 

C. Although the Borough does not wish to intrude into the private lives of its 
employees, the use or abuse of alcohol or other drugs off the job may adversely 
affect job performance. The Borough's concern is to assure that employees report 
to work in condition to perform their duties safely and efficiently in the interest of 
their fellow workers and taxpayers, as well as themselves. 

15.2 Goal. 

It is the goal of the Borough to provide a safe work place by eliminating the hazards to health 
and job safety created by alcohol and other drug abuse. The Borough believes this goal to be in 
the best interest of its employees and the taxpayers of the Borough. 

15.3 Definitions. 

A. The term illegal drug means a drug or controlled substance, the possession or use 
of which is unlawful, pursuant to federal, state and local laws and regulations. 

B. The term controlled substance abuse includes prescription drugs not being used 
by the person for whom they were prescribed, for prescribed purpose, and/or in 
the prescribed manner. 

15.4 Sanctions. 
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The Borough will not tolerate the manufacture, distribution, dispensation, sale, use, possession or 
transfer of alcohol or other intoxicants, illegal drugs or other controlled substances; or offers to 
buy or sell such substances on Borough property, while on Borough business, or at any time 
during working hours. Any of these actions will subject an employee to disciplinary action, up 
to and including termination. 

15.5 Employee Responsibilities. 

Every employee has the responsibility to: 

A. Report to work at all times free of alcohol or other intoxicants, illegal drugs or 
other controlled substances and their effects; 

B. Seek assistance for alcohol and substance abuse related problems through the 
Borough-sponsored Employee Assistance Program or other approved program 
before job performance is affected; and 

C. Support the Borough's efforts to eliminate alcohol and substance abuse among 
employees where it exists. 

15.6 Drug and Alcohol Policy. 

The Borough recognizes that the unlawful use of unlawful drugs and the abuse of alcohol pose a 
threat to the health and safety of all employees. Any employee who is observed by a supervisor 
or Department Head to be impaired, intoxicated, or under the influence of alcohol or drugs 
during working hours or is under reasonable suspicion of same shall be immediately tested and is 
subject to discipline up to and including termination upon failure of alcohol or drug testing. The 
supervisor or Department Head will immediately report any reasonable suspicions to the 
Borough Administrator and document the basis for same at the earliest possible opportunity. 

An employee will be required to submit to alcohol, drug or controlled substance testing when the 
employee's work performance or conduct causes a reasonable suspicion that that employee is 
impaired due to current intoxication, detoxified drug or controlled substance use; or in cases 
where employment has been conditioned upon remaining alcohol, drug, or controlled substance 
free following treatment. Refusal to submit to testing when requested may result in immediate 
disciplinary action, up to and including termination. Supervisors or Department Heads that 
observe behavior constituting reasonable suspicion are required to immediate report such 
reasonable suspicion to the Business Administrator and in conjunction therewith institute testing.:....... 
Supervisors and Department Heads--and do not have the option of sending the employee home as 
an alternative. 

The manufacturing, distribution, dispensation, possession, and use of alcohol, controlled 
substances, or unlawful drugs on Borough premises or during work hours by employees are 
strictly prohibited. 
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Employees must notify their supervisor within five (5) days of conviction for a drug violation in 
the workplace. 

Employees who are required to maintain a commercial driver's license (CDL) are subject to 
random drug testing as required by th0 federal govemmentfcdcral or other statute and or 
regulation. 

15.7 Authorized Use of Prescribed Medicine. 

Employees using prescription drugs that may affect job performance or safety must notify their 
supervisor or Department Head. Supervisors and Department Heads receiving such information 
have a responsibility to maintain the confidentially of employee medical information. 
Inappropriate disclosure of such information shall result in disciplinary action, up to and 
including termination. 

Borough personnel who hold a commercial driver's license (CDL) are subject to the provisions 
of the Commercial Driver's Licenses Drug and Alcohol Testing Policy. (A program to assist 
employees who may have a drug/alcohol problem is provided through the Borough's Employee 
Assistance Program.) 

No prescription drug should be used by any person other than the individual to whom it is 
prescribed. Such substances or non-prescription (over-the-counter) drugs should be used only as 
prescribed or indicated. Employees are prohibited from consuming prescription drugs that are 
not prescribed in their name on Borough property, while performing Borough business, or at any 
time during working hours. Soliciting or distributing prescription drugs for or to other 
employees is also strictly prohibited. 

15.8 Testing. 

A. The Borough will test all applicants, whether new employees or re-hires, 
consistent with and as permitted under State and federal law. The Borough 
requires that every hired and re-hired employee be free of illegal drug use and 
controlled substance abuse. Each offer of employment will be conditioned upon 
the successful completion of the test for illegal drugs and controlled substances as 
prescribed by the Borough. Any applicant who tests positive in the pre­
employment drug test shall be rejected and shall be ineligible for hire for twenty­
four (24) months in the case of new employees and twelve (12) months in the case 
of re-hires, unless the applicant adequately establishes a legal basis for the use of 
the drug or controlled substance for which the applicant tested positive. 

B. Applicants and employees subject to testing must, prior to testing, sign an 
approved form agreeing to the testing, authorizing the release of test results to the 
Borough Administrator and authorizing the disclosure of the results to any other 
persons the Borough Administrator determines needs to know for the safety and 
welfare of the other employees and the residents of the Borough. 
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C. Whenever the Borough has reasonable suspicion that an employee is under the 
influence of alcohol or drugs, the following procedure shall immediately be 
applied: 

1. The employee shall be prevented from engaging in further work and shall 
be instructed to wait until an authorized Borough representative can 
transport the employee from the work site. 

2. The employee shall be transported to a testing facility where a drug and/or 
alcohol test will be required. If an employee refuses to sign the approved 
form agreeing to the testing, the individual shall be notified that he or she 
may be subject to disciplinary action for insubordination, up to and 
including termination. 

D. The Borough will afford the applicant or employee subject to testing the 
opportunity, prior to testing, to list all prescription and non-prescription drugs and 
controlled substances they have used and to explain the circumstances 
surrounding the uses of such drugs and controlled substances. Failure of any 
employee to establish adequately a legal basis for the use of any drug or 
controlled substance with respect to which the employee tests positive shall 
constitute a violation of this policy and may subject the employee to disciplinary 
action, up to and including termination. 

E. The Borough's officers, employees, agents and representatives may use the results 
of any drug tests administered under this section in connection with Borough 
business and for purposes of employment and disciplinary actions, and disclose it 
when required to government agencies and to others upon valid legal requests, in 
connection with legal proceedings and in other appropriate situations to protect 
the interests of the Borough. In doing so, the Borough will comply with its 
policies and any applicable federal or state law or regulation regarding the 
dissemination of employee medical records and information. 

F. The Borough, prior to taking any adverse employment action, will give all 
employees who test positive the opportunity for a hearing before the Borough 
Council. Adequate notice shall be given the employee prior to the hearing. 

G. The Borough will establish and maintain any and all additional testing programs 
and requirements that may be necessary or appropriate to comply with applicable 
federal and state laws and regulations. 

15.9 Hearing. 

A. After receipt of a request for a hearing by an employee who tests positive for the 
use of drugs or controlled substances and upon receipt of the completed 
investigative report by the Borough Administrator, the Borough Council shall 
conduct a hearing with notice to the employee as set forth below. 
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B. The accused employee shall be notified, in writing, at least ten (10) days prior to 
the hearing. It is recommended that the accused employee seek legal counsel. 
The accused employee may request one ( 1) postponement of the hearing upon 
receipt of the notice in order to obtain legal counsel at the employee's expense, 
however, the delay occasioned by such request shall not exceed thirty (30) days 
from the date of receipt of the notice by the accused employee. 

C. The accused employee shall be entitled to attend the hearing, to testify in his or 
her own behalf and to be represented by legal counsel at the hearing. The 
employee shall also have the right to confront and cross-examine witnesses, 
including, but not limited to the employee who made the allegations. 

D. The accused employee shall be entitled to call witnesses on his or her behalf and 
to introduce evidence which bears upon the issues presented by the investigative 
report. 

E. At the conclusion of the hearing, the Borough Council shall have the sole 
discretion to impose discipline, up to and including termination. 

16. LIFE THREATENING ILLNESS. 

The Borough encourages employees with contagious diseases or life-threatening illnesses such 
as cancer, heart disease, Hepatitis C and HIV/AIDS to continue their normal pursuits, including 
work, to the extent allowed by their condition. As in the case of other disabilities, the Borough 
shall make reasonable accommodations in accordance with legal requirements to allow qualified 
employees with contagious or life-threatening illnesses to safely perform the essential functions 
of their jobs. 

Medical information shall be treated confidentially. The Borough will take reasonable 
precautions to protect such information from inappropriate disclosure. Managers and other 
employees have a responsibility to maintain the confidentially of employee medical information. 
Anyone inappropriately disclosing such information shall be subject to disciplinary action, up to 
and including termination. 

• Medical information may be disclosed upon the prior written informed consent of the 
person who is the subject of the information. 

• Information may be disclosed without the prior written consent to qualified individuals 
for the purpose of conducting management audits, financial audits and program 
evaluations, but these individuals shall not identify, either directly or indirectly, the 
person who is the subject of the record in a report or evaluation, or otherwise disclose the 
person's identity in any manner. Information shall not be released to these individuals 
unless it is vital to the audit or evaluation. 
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• Information may be disclosed to the Department of Health as required by State or federal 
law. 

Employees with questions or concerns about contagious or life-threatening illnesses are 
encouraged to contact the Borough Administrator. 

17. EQUAL OPPORTUNITY/ANTI-DISCRIMINATION. 

A. The Borough is committed to the principles of equal opportunity and anti-discrimination 
and complies with the provisions of Title VII of the Civil Rights Act of 1964, as amended by the 
Equal Opportunity Act of 1972, the Age Discrimination in Employment Act, as amended by the 
Older Workers' Benefit Protect Act, the Americans with Disabilities Act, as amended by the 
Americans with Disabilities Act Amendments Act, the Genetic Information Nondiscrimination 
Act of 2008, the Equal Pay Act, the New Jersey Law Against Discrimination, as amended by the 
New Jersey Pregnant Workers' Fairness Act, and all other applicable state, federal, and/or local 
laws prohibiting discrimination and/or retaliation. It is the policy of the Borough to prohibit 
discrimination and to promote and afford equal treatment and service to all citizens and to insure 
equal employment opportunity for all persons, regardless of actual or perceived race, religion, 
creed, color, national origin, nationality, ancestry, age, sex/gender, pregnancy, gender identity or 
expression, affectional or sexual orientation, genetic information (including refusal to submit to a 
genetic test or make genetic test results available), marital or familial status, political affiliation 
or status, domestic partnership or civil union status, disability (including AIDS or HIV 
infection), pregnancy (including pregnancy related medical condition), childbirth, breastfeeding, 
atypical heredity, cellular or blood trait, veteran status, liability for service in the armed forces of 
the United States or nationality of any individual, and/or any other characteristic protected by 
law. 

AR The policy established herein shall be applied to all employment practices, 
including recruitment, selection, appointment, placement, promotion, demotion, 
transfer, training, salaries and wages, benefits, working conditions, reductions in 
force, recalls, disciplinary and dismissal actions, job performance evaluations 
and/or any other employment actions. 

BG. The Borough cooperates with all organizations and commissions organized to 
promote fair employment practices and equal employment opportunity. 

~:Q. Violation of this equal opportunity/anti-discrimination policy will subject 
employees to disciplinary action, up to and including immediate discharge. 

DK Any person who is a witness to or believes he or she has been a victim of 
discrimination or other violation of this policy should immediately report it under 
the Employee Complaint Procedure set forth in Section 22. Retaliation for 
making such report is also expressly prohibited by this policy. 
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E. The Borough complies with provisions of NJ LAD as it is amended by the Allen 
Equal Pay Act. In Compliance with the Allen Amendment to NJLAD, the 
Borough docs not pay employees at a lower rate because of their race, color, 
national origin, religion, age, gender, disability, veteran status, or genetic 
infonrn1tion, creed, sexual orientation, pregnancy, pregnancy related medical 
condition, childbirth, breastfeeding, gender identity or expression, marital status. 
domestic partner status, civil union status, ancestry, nationality, atypical 
hereditaiy cellular or blood trait in comparison to employees who perfonn 
substantially similar work. In compliance with New Jersey law, the Borough will 
not take adverse employment action, including demotion or tcnnination, against 
any employee because he or she discussed or disclosed a current or former 
employee's job title, occupational categories. or rate of compensation. Employees 
mav discuss these issues at will and will not be asked to sign anv agreement 
where the employee is required to keep silent on such disclosures. 

18. DISABILITY AND PREGNANCY ACCOMMODATION. 

The Borough complies with the provisions of the Americans With Disabilities Act of 1990, as 
amended by the Americans with Disabilities Act (the ··ADA"), the ADA 
AmendementsAmendmcnts Act.,_ (the "ADA") and the New Jersey Law Against Discrimination, 
as amended by the Pregnant Workers' Fairness Act ("NJLAD"). In compliance with the ADA 
and NJLAD, the Borough does not discriminate based on disability, pregnancy, pregnancy 
related medical condition,_ -Bf-childbirth, orand breastfeeding. The Borough will endeavor to 
make every work environment handicapped accessible and all future construction and renovation 
of facilities will be in accordance with applicable barrier-free federal and state regulations and 
the ADA Accessibility Guidelines, as well as the ADA Amendments Act. 

The Borough will not discriminate against any employee or job applicant with respect to any 
terms, conditions, or privileges of employment based on a on the basis of a known or perceived 
disability, pregnancy, childbirth, breastfeeding, or a-pregnancy related medical condition.,_ 
childbirth, or breastfeeding, or childbirth. The Borough will also make reasonable 
accommodations to known physical or mental limitations of all employees and applicants with 
disabilities, provided that the individual is otherwise qualified to safely perform the essential 
functions of the job and alsoand provided that the accommodation does not impose undue 
hardship on the Borough. 

An employee or volunteer requiring a reasonable accommodation should contact the Borough 
Clerk or Assistant Administrator. Any Supervisor or Department Head who receives a request 
for reasonable accommodation or is on notice of an employee's need for accommodation under 
this policy must immediately notify the Borough Clerk or the Assistant Administrator who will 
in turn notify the Business Administrator. Upon receipt of a request or other notice of a disabled 
or pregnant employee or prospective employee's need for an accommodation, the Borough 
Administrator shall engage in an interactive dialogue with the disabled or pregnant employee or 
prospective employee to identify reasonable accommodations that will not create an undue 
hardship for the Borough. Such accommodations might include, but are not limited to, 
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modifications to facilities, equipment and work procedures; the provision of auxiliary aides 
and/or services; and/or permanent reassignment to vacant positions. Employees who are 
reassigned to a vacant position shall receive the salary of their new position. 
In the case of an employee breastfeeding or pumping breast milk, accommodations shall include 
reasonable break time each day for the employee to breastfeed or pump; and a private room or 
location, other than a bathroom stall, that is in close proximately to the employee's work area 
where she may breastfeed or pump. 

___ All decisions with respect to accommodations shall be made by the Borough Administrator or 
the Borough Council as appropriate. 

The ADA and NJLAD do not require the Borough to offer permanent "light duty," eliminate 
essential job functions, or provide personal use items such as eyeglasses, hearing aids, 
wheelchairs, etc. 

Employees should offer assistance, to the extent possible, to any member of the public who 
requests or needs an accommodation when visiting Borough facilities. Any questions 
concerning proper assistance should be directed to the Personnel Borough Clerk Administrator or 
the BoroughAssistant -Administrator. 

19. ANTI-HARASSMENT. 

It is the policy of this Borough that all employees are entitled to work in an environment free 
from all forms of illegal discrimination and harassment, including sexual harassment. 

It is the Borough's policy to prohibit harassment of an employee by another employee, 
management representative, official, supplier, volunteer, or business invitee on the basis of actual 
or perceived race, religion, creed, color, national origin, nationality, ancestry, age, sex/gender, 
pregnancy, childbirth, breastfeeding, and pregnancy related medical conditions, childbirth, or 
breastfeeding, gender identity or expression, affectional or sexual orientation, genetic 
information (including refusal to submit to a genetic test or make genetic test results available), 
marital or familial status, political affiliation or status, domestic partnership or civil union status, 
disability (including AIDS or HIV infection), atypical heredity, cellular or blood trait, veteran 
status, liability for service in the armed forces of the United States or nationality of any 
individual, and/or any other characteristic protected by law. 

While it is not always easy to define precisely what harassment is, it includes slurs, epithets, 
threats, derogatory comments, unwelcome jokes, teasing, and other similar verbal or physical 
conduct and/or differential treatment based upon a protected characteristic. Harassment includes 
conduct which has the purpose or effect of unreasonably interfering with a person's work 
performance; or creates an intimidating, hostile or offensive work environment Prohibited 
harassment may occur on Borough property, at any work site, or at any work related function, 
event, or activity. Any form of electronic harassment or harassment via social media is also 
prohibited. 
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Any person who is a witness to or believes he or she has been a victim of harassment or other 
violation of this policy should immediately report it under the Employee Complaint Procedure 
set forth in Section 22. Supervisors and managers witnessing or receiving a verbal or written 
report of harassment shall immediately report it to the Borough Clerk or Assistant Personnel 
Administrator and/or the Businest, Adminiotrator. 

Notification by employees to appropriate personnel of any harassment problem is essential to the 
success of this policy and the Borough generally. The Borough cannot resolve a harassment 
problem unless it is aware of it. Therefore, it is the responsibility of all employees to bring those 
kinds of problems to the attention of management so that steps necessary to correct them may be 
taken as appropriate. 

Violation of this harassment policy will subject employees to disciplinary action, up to and 
including immediate discharge. 

20. SEXUAL HARASSMENT. 

It is also the Borough's policy to prohibit sexual harassment. 

Sexual harassment is defined as any unwelcome sexual advance, request for sexual favors or 
other verbal or physical conduct including, but not limited to, the use of offensive materials of 
sexual nature, when: 

1. Submission to such conduct is made either explicitly or implicitly a term or 
condition of a person's employment; or 

2. Submission to or rejection of such conduct by a person is used as a basis for 
employment decisions affecting that person; or 

3. Such conduct has the purpose or effect of unreasonably interfering with a person's 
work performance; or 

4. Such conduct creates an intimidating, hostile or offensive work environment. 

While it is not always easy to define exactly what sexual harassment is, it may include unwanted 
sexual advances; offering employment benefits in exchange for sexual favors; visual conduct 
(leering, making sexual gestures, displaying of sexually suggestive objects or pictures, cartoons 
or posters); verbal sexual advances, propositions or requests; verbal abuse of a sexual nature; 
graphic verbal commentaries about an individual's body; sexually degrading words used to 
describe an individual; suggestive or obscene letters, caricatures or representations of persons 
using electronically or physically altered photos, drawings, or images; notes or invitations; 
and/or, physical conduct (invasions of personal space, touching, assault, impeding blocking 
movements, etc.). Sexual harassment may also be differential treatment based upon gender. 
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Prohibited sexual harassment may occur on Borough property, at any work site, or at any work 
related function, event, or activity. Similarly, any form of electronic sexual harassment or 
sexual harassment via social media is prohibited. 

Any person who is a witness to or believes he or she has been a victim of sexual harassment or 
other violation of this policy should immediately report it under the Employee Complaint 
Procedure set forth in Section 22. Supervisors and managers witnessing or receiving a verbal or 
written report of harassment shall immediately report it to the Borough Clerk or Assistant -
Pernonnel Administrator and/or the Business Adminit.trator. 

Notification by employees to appropriate personnel of any sexual harassment problem is 
essential to the success of this policy and the Borough generally. The Borough cannot resolve a 
sexual harassment problem unless it is aware of it. Therefore, it is the responsibility of all 
employees to bring those kinds of problems to the attention of management so that steps 
necessary to correct them may be taken as appropriate. 

Violation of this sexual harassment policy will subject employees to disciplinary action, up to 
and including immediate discharge. 

21. WHISTLEBLOWER POLICY. 

Employees have the right to complain regarding anything they reasonably perceive to be 
unlawful or unethical. All complaints will be taken seriously and promptly investigated. In 
accordance with the New Jersey Conscientious Employee Protection Act ("CEPA"), the Borough 
shall not take any retaliatory action or tolerate any reprisal against an employee because the 
employee: 

• Discloses, or threatens to disclose, to a supervisor or to a public body an activity, 
policy or practice of the employer or another employer, with whom there is a business 
relationship, that the employee reasonably believes is in violation of a law, or a rule 
or regulation issued under the law, or, in the case of an employee who is a licensed or 
certified health care professional, reasonably believes constitutes improper quality of 
patient care; 

• Provides information to, or testifies before, any public body conducting an 
investigation, hearing or inquiry into any violation of law, or a rule or regulation 
issued under the law by the employer or another employer, with whom there is a 
business relationship, or, in the case of an employee who is a licensed or certified 
health care professional, provides information to, or testifies before, any public body 
conducting an investigation, hearing or inquiry into quality of patient care; or 

• Provides information involving deception of, or misrepresentation to, any 
shareholder, investor, client, patient, customer, employee, former employee, retiree or 
pensioner of the employer or any governmental entity. 
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■ Provides information regarding any perceived criminal or fraudulent activity, policy 
or practice of deception or misrepresentation which the employee reasonably believes 
may defraud any shareholder, investor, client, patient, customer, employee, former 
employee, retiree or pensioner of the employer or any governmental entity. 

■ Objects to, or refuses to participate in, any activity, policy or practice which the 
employee reasonably believes: 

• is in violation of a law, or a rule or regulation issued under the law or, if 
the employee is a licensed or certified health care professional, constitutes 
improper quality of patient care; 

• is fraudulent or criminal; or 
• is incompatible with a clear mandate of public policy concerning the 

public health, safety or welfare or protection of the environment. N.J.S.A. 
34: 19-3 . 

• 
The protection against retaliation, when a disclosure is made to a public body, does not apply 
unless the employee has brought the activity, policy or practice to the attention of a supervisor of 
the employee by written notice and given the employer a reasonable opportunity to correct the 
activity, policy or practice. Such notice should be directed to the Business Administrator. 
However, disclosure is not required where the employee reasonably believes that the activity, 
policy or practice is known to one or more supervisors of the employer or where the employee 
fears physical harm as a result of the disclosure, provided that the situation is emergency in 
nature. 

If an employee is witness to or believes that he/she has experienced retaliation, they should 
immediately report it under the Employee Complaint Procedure set forth in Section 22. Any 
supervisor or Department Head receiving such report shall immediately report it to the Business 
Administrator. Retaliation for making such report is also expressly prohibited by this policy. 

Violation of this policy will subject employees to disciplinary action, up to and including 
immediate discharge. 

Employees shall receive annual notification of their rights under CEPA. 

22. EMPLOYEE COMPLAINTS; INVESTIGATIONS; AND HEARINGS. 

Employees should report harassment, including sexual harassment, discrimination, violation of 
the whistleblower policy, denial of or interference with FMLA, NJLF A, and/or NJSAFE rights, 
and/or any other actions which they reasonably believe to be discriminatory, harassing, 
retaliatory, unlawful or unethical. Employee reports of harassment, including sexual harassment, 
discrimination, violation of the Borough's whistleblower policy, denial of or interference with 
FMLA, NJLF A, and/or NJSAFE rights or any other actions which they perceive as 
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discriminatory, harassing, retaliatory, unlawful or unethical shall be governed by the following 
procedures rather than the Grievance Procedures set forth in Section 13. 

22.1 Procedure for Filing a Complaint. 

A. Any employee who believes that another employee, supervisor, member of 
management or official is engaging in harassment, including sexual harassment, 
or discrimination, or that the Borough's whistle blower policy has been violated, 
should file a report as soon as practicable after the event. All reports shall be filed 
with the employee's immediate supervisor, the Department Head, the Borough 
Administrator, the Assistant Administrator, or the or the Pernonnel 
Admini~;tratofl-rorough Clerk. No person filing a report or complaint under this 
policy or who legitimately assists another in the prosecution of any such report or 
complaint shall be subjected to retribution or retaliation of any kind for doing so. 
Verbal and/or written reports or complaints received by the Personnel Borough 
Clerk, Assistant Administrator, a supervisor, or Department Head shall be 
immediately referred to the Borough Administrator. 

B. Reports and complaints filed under this policy shall be promptly and thoroughly 
investigated by a designee of the Borough Administrator. 

C. Within fifteen (15) days after the receipt of the report or complaint the designee 
shall complete the investigation, prepare a comprehensive investigative report 
addressing all allegations and objectively documenting all relevant factual 
findings of the investigation, and deliver the investigative report to the Borough 
Administrator. The time requirement may be extended by the Borough 
Administrator in writing, upon request of the investigator and for good cause 
shown. 

D. If the Borough Administrator is alleged to be a party to the harassment, 
discrimination or violation of the Borough's whistleblower policy, then the 
complainant or the supervisor or Department Head of the complainant shall 
proceed directly to the Borough Council with the complaint. 

22.2 Hearing. 

A. Upon receipt of the completed investigative report, the Borough Administrator or 
the Borough Council, as the case may be, shall conduct an administrative hearing. 

B. The accused employee or employees shall be notified, in writing, at least ten (10) 
days before the hearing of the complaint, of the underlying allegations, and the 
date, time and location of the hearing. It is recommended that accused employees 
seek legal counsel. Accused employees may request one ( 1) postponement of the 
hearing upon receipt of the notice in order to obtain legal counsel at the expense 
of the employee, however, the delay occasioned by such request shall not exceed 
thirty (30) days from the date of receipt of the notice by the accused employee. 
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The complaining employee shall also be notified, in writing, at least ten (10) days 
prior to the hearing, of the date, time and location of same. 

C. The accused employee or employees shall be entitled to attend the hearing and 
testify in their own behalf, and shall be entitled to confront and cross-examine the 
employee who filed the complaint and any other witnesses. 

D. The accused employee shall be entitled to call witnesses in his or her own behalf 
and to introduce evidence which bears upon the issues presented by the complaint 
and investigative report. 

E. Within five (5) days of the conclusion of the hearing, the Borough Administrator 
or Borough Council, as the case may be, shall make findings concerning the 
allegations, and if appropriate, shall take corrective and/or disciplinary action, up 
to and including termination. 

23. EMPLOYMENT PROCEDURE. 

A. Recruitment: The Borough Administrator in conjunction with the Personnel 
Administral:orBorough Clerk and/or Assistant Administrator will coordinate the 
employment recruitment process for all vacancies to ensure compliance with 
contractual, legal, and equal opportunity Equal Employment Opportunity 
Commission ("EEOC") requirements. When a vacancy occurs, it is the 
responsibility of the Department Head to notify the Borough Administrator who 
will distribute notification of the vacancy to all departments. The Borough 
Administrator will undertake to recruit qualified applicants in accordance with 
applicable federal and State law. 

B. 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 or permitted by law. 

C. Interviews: The Borough Administrator or Department Head will coordinate the 
interview process including the scheduling of applicants, development of 
interview questions and standards to measure candidate responses. All questions 
must be in accordance with applicable law. Reasonable accommodations must be 
considered for disabled applicants. 

D. Examinations: Examinations may be administered in accordance with Sections 
4.2 and/or 4.3. 

E. Criminal Background Checks: Criminal background checks are required of all 
candidates 18 years or older, whether paid or volunteer, that may work directly or 
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indirectly with children/youth/minors in accordance with the procedures outlined 
in Section 23A. 

F. Job Offers: The final decision will be made by the Borough Council after all 
references and other information has been verified. Every effort shall be made to 
offer reasonable accommodations pursuant to the Americans with Disabilities Act 
in accordance with Section 18. The employment offer must be made in a letter to 
the candidate outlining all terms and conditions of the offer, including submission 
to medical or psychological examinations as set forth in Section 4.3 and drug 
testing as set forth in Section 15.8. The letter will also establish a deadline for 
acceptance. 

G. Acceptances and Rejections: If the first offer is rejected, the Borough Council 
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. 

H. Employability Proof: After acceptance, but before starting employment, all new 
employees shall be required to fill out an employment verification form (I-9) and 
to provide acceptable proof ofright to employment in the United States. 

I. Record Retention: All applications, notes made during interviews, reference 
checks, job offers, and other documents created during the hiring process must be 
returned to the Personnel Administrntor Borough Clerk. Documents related to the 
successful candidate will be placed in the employee's Central Personnel File 
except medical records, including physical examinations, which will be 
maintained in a separate file. All records and documents related to other 
candidates must be retained for at least two years. Records and documents 
created during the hiring process are confidential and must be retained in a locked 
cabinet. 

23A CRIMINAL BACKGROUND CHECKS AND PROCEDURES FOR 
CANDIDATES, EMPLOYEES AND VOLUNTEERS. 

• Background checks required: Criminal background checks are required of all 
candidates over the age or 18 years or over, whether for paid or volunteer positions, who 
will be working directly or indirectly with children/youth/minors. Criminal background 
checks will also be administered pcrfmmccl cve1y three years for each employee or 
volunteer that works directly or indirectly with children/youth/minors. The job titles of 
employees subject to criminal background checks include, but is not limited to, all 
recreational positions, crossing guards, school positions, library positions, and 
maintenance and administrative positions pertaining to such programs. 

• Background check procedure: The Personnel Adminit,trator Borough Clerk and/or 
Assistant Administrator will perform or initiate criminal background checks and be the 
recipient of reports from outside agencies or contractors. These reports shall include, but 
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are not limited to, court records; police department and corrections agency records; 
registries or watch lists; state criminal record repositories; and the Interstate Identification 
Index maintained by the FBI. The Borough, either directly or through a third party, will 
notify and obtain written consent from all applicants, employees, and volunteers before 
conducting a criminal background checks and ensure compliance with all applicable laws 
in doing so. The Personnel Administrator Borough Clerk or Assistant Administrator will 
discuss potentially disqualifying information received with the employee's or volunteer's 
Department Head, and a detennination that the infom1ation is disqualifying shall be made 
based on whether the disqualification is job-related for the position and is consistent with 
business necessity .. Written information received as a result of a "Request for Criminal 
History Record Infom1ation for 9- Noncriminal Justice Purpose" will be destroyed 
immediately after it has served its authorized purpose, as required by the State Police. 
Such information will be kept confidential and will not be published or disclosed in any 
manner not consistent with the procedures listed herein. Such information will not be 
deemed a public record under P.L. 1963, c.73 (C:47:IA-1, et ~) as amended and 
supplemented by P.L. 2001, c.404 (C:47:IA-5, et seq.). 

TheWhen a disqualification decision results following the Borough's "targeted screening 
process," the Borough Clerk or the Assistant Administrator's Pen,onnel Administrator 
will inform the candidate, volunteer, or employee, in writing, of any information that 
would disqualify the person from working with children/youth. In addition, the 
individual shall be advised that he/she has the opportunity to explain the criminal record 
and to demonstrate whv the exclusion base on the employer's targeted screening process 
should not apply to him/her under the circumstances. This information may include 
evidence of an error in the criminal record; facts surrounding the conviction; age at the 
time of the conviction and/or release from prison; evidence of a clean criminal and 
employment record since release: rehabilitation efforts; positive references; and evidence 
that he/she is bone.fable. Thereafter, the employer shall give the individual further 
consideration. 

-If the Borough contracts with an outside vendor to process the background checks, that 
contractor may be authorized to inform the person in writing of any information that 
would disqualify the person from working with children/youth/minors. Existing 
employees or volunteers will be placed on immediate suspension pending the outcome of 
a hearing or appeal. Employee suspensions may be with or without pay at the discretion 
of the Business Administrator. 

• Conditions Under Which An Employee Will Be Disqualified From Working With 
Children/Youth: 

A candidate, volunteer, or employee may be disqualified from employment in a position 
that works with children/youth/minors if that person's criminal record history background 
check reveals a record of conviction of any of the following crimes and disorderly 
persons offenses as defined by New Jersey law or by analogous laws in other States: 

78 



• Homicide (N.J.S.A. 2C:l l) 
• Assault, reckless endangerment, threats, stalking (N.J.S.A. 2C: 12) 
• Kidnapping (N.J.S.A. 2C:13) 
• Sexual Offenses (N.J.S.A. 2C:14) 
• Offenses Against the Family, Children and Incompetents (N.J.S.A. 2C:24) 
• Controlled Dangerous Substances (N.J.S.A. 2C:35 except for 2C:35-10(a)4) 
• Robbery (N.J.S.A. 2C:15) 
• Theft (N.J.S.A. 2C:20) 

A disqualification from any position will be based only on a conviction for one or more 
of the above disqualifying crimes and offensess, as a result of the employer's targeted 
screening process, by which the employer has taken into account the following factors:. 

(a) the nature and gravity of the offense or conduct, considering: 
• the harm caused by the crime; 
• the legal clements required to prove the crime; and 
• the classification of the crime (i.e .. felony or misdemeanor, etc.); 

(b) the time that has elapsed since the offense, conduct, and/or completion of the 
sentence; 

( c) the nature of the job held or sought, considering: 
• the job duties (not merely the job title); 
• the level of supervision to be provided: 
• the working environment (e.g., private home, outdoors, warehouse); 
• interaction with others, especially with vulnerable individuals such as 

children/youth/minors: and 
• the relationship of the criminal history to the job to be perfonned. 

An acquittal, a dismissal. successful completion of Pre-Trial Intervention (PTI), or an 
expungement of a criminal offense (including for disqualifying criminal offense) is not a 
disqualifying conviction. 

Further, an anest record standing alone cannot be used to disqualify a candidate. 
volunteer, or employee from an employment opportunity. Yet. the employer may make a 
disqualification decision based on the conduct underlying the arrest if the conduct makes 
the individual unfit for the position. 

• Appeal Process! 

The Appeals Committee is will be comprised of a fBusiness Administrator, g_Police 
Chief or other designated superior officer, and the Pernonnel AdministratorAssistant 
AdministratorPersonncl Administratorj. 
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Once a candidate, employee or volunteer has been notified of a disqualifying conviction, 
the individual has 14 calendar days to file a Notice of Appeal with the Borough. Such 
Notice of Appeal must be sent in writing to the- Borough ClerkPernonnel Administrator. 
The Notice of Appeal shall include a Notice of Rehabilitation and/or a Notice that the 
information is inaccurate or incorrect, pursuant to NJAC 13:59-1.6. 

During the 14-day period listed above, and until the issuance of the decision of the 
Appeals Committee, an employee will be on a suspension with pay, pending the outcome 
of the Notice of Appeal. 

In making a determination on the appeal, the following information will be considered: 

I. The nature and responsibility of the position which the convicted 
individualwouldindividual would hold, has held, or currently holds, as the case 
maybe. 

2. The nature and seriousness of the crime or offense. 

3. The circumstances under which the crime or offense occurred. 

4. The date of the crime or offense. 

5. The age of the individual when the crime or offense was committed. 

6. Whether the crime or offense was an isolated or a repeated incident. 

7. Any social conditions which may have contributed to the commission of the crime 
or offense. 

8. Any evidence of rehabilitation, including good conduct in prison or in the 
community, counseling or psychiatric treatment received. 

9. Acquisition of additional academic or vocational schooling, successful 
participation in correctional work-release programs, or the recommendation of 
those who have had the individual under their supervision. 

The Borough will issue a written determination on the individual's appeal of their disqualifying 
conviction, setting forth the reasons for the determination. 

24. OPEN PUBLIC MEETINGS ACT PROCEDURE CONCERNING PERSONNEL 
MATTERS. 

The Borough Council conducts all discussions concerning the appointment, termination, terms 
and conditions of employment, performance evaluation, promotion or discipline of any current or 
prospective employee or official in accordance with the requirements of the Open Public 
Meetings Act, N.J.S.A. 10:4-6, et~---
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Also, iflf the Borough Council intends to act on a matter involving the employment, 
appointment, tennination, terms and conditions, evaluation of perfonnance. promotion, or 
discipline of any prospective public officer or employee or current public officer or employees 
employed or appointed by the Borough Council, then the Borough Council must notice to the 
public official or employee of the intended action. Further, prior the meeting date, the Council 
clerk or representative will notify the affected employee or official of the meeting date, time, 
place, and the matters to be discussed. 

25. PROCESSING AND ORIENTATION OF NEW EMPLOYEES PROCEDURE. 

All new regular full-time and regular part-time employees will be scheduled to meet with the 
Borough Administrator, Personnel Administrator Assistant Administrator, Borough Clerk, and 
Department Head on their first day for a general orientation. Copies of all forms and 
acknowledgements must be returned to the Pernonnel Adminit,tralor Borough Clerk for inclusion 
in the employee's Central Personnel File. The orientation will include: 

A. A tour of the appropriate facilities to acquaint the new employee with overall 
operations as they relate to the specific position. 

B. The completion of all pertinent personnel, payroll, insurance and pension forms. 

C. A review of the Borough's Employee Handbook and completion of an 
acknowledgement of receipt. 

D. A review of the Borough's Personnel Policies and Procedures Manual if the 
employee is a manager or supervisor and completion of an acknowledgement of 
receipt. 

E. A safety orientation and completion of an acknowledgement of same. 

F. Arrangements for the new employee to complete any required PEOSHA safety 
training. 

26. INITIAL EMPLOYMENT PERIOD. 

A. Except as otherwise provided herein, all employees shall serve an "Initial 
Employment Period" of six ( 6) months. The Initial Employment Period shall not 
include any time served by an employee under provisional, temporary, or 
emergency appointment. The Initial Employment Period shall begin on the date of 
regular appointment. The length of the Initial Employment Period shall be a 
period of six (6) months which may be extended by the Borough Council for an 
additional period not to exceed six ( 6) months. 
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B. At any time during the Initial Employment Period and after report and 
recommendation by a Department Head, the Borough Administrator may, subject 
to the approval of the Mayor and Council, discontinue the services of any such 
employee if, in the opinion of the employee's Department Head, the employee is 
unwilling or unable to perform the duties of his or her position in a satisfactory 
manner. The Borough Administrator shall notify the employee in writing of said 
discontinuance. 

C. Nothing in this section changes the employment at-will status of all Borough 
employees not subject to a written employment contract or covered by a collective 
bargaining agreement, as explained more fully on the first page of this Manual. 

27. EMPLOYEE HANDBOOK PROCEDURE. 

The Personnel AdminiHtrator Borough Clerk with the assistance of the Employment Attorney 
shall draft an Employee Handbook ("Handbook") for the approval of the Borough Council. 
Once approved, copies of the Handbook will be distributed to every employee and every 
employee will be required to sign an acknowledgement of receipt that will be placed in their 
Central Personnel File. The Handbook will be revised and re-distributed whenever there is a 
significant change in personnel practice or as otherwise appropriate. 

28. RESERVED. 

29. DISCIPLINARY ACTION PROCEDURE. 

29.1 Action by Department Head. 

A. When a Department Head believes that an employee is not conforming to 
Borough policies and rules, or to specific instructions given him, or is in violation 
of any provisions of Section 12 or of any other section of the Borough's Personnel 
Policies and Procedures Manual or Employee Handbook, the Department Head 
may first privately discuss the incident with the employee concerned, in order to 
obtain the employee's position in the matter. 

B. If the Department Head determines the incident does not warrant formal action 
and is satisfied there will not be a repeat violation, the matter may then be 
concluded and no record shall be made in the central Personnel File. 

C. If the Department Head determines the incident warrants formal action, the 
Department Head should make a memorandum of the incident and take one of the 
following actions with respect to the employee: 

1. Oral reprimand; 

2. Written reprimand; or 

82 



3. Reference to the Borough Administrator for more severe action. 
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29.2 Action by Borough Administrator. 

A. On referral of any incident by a Department Head, the Administrator may: 

1. Dismiss the incident and take no disciplinary action; 

2. Return the incident to the Department Head with a recommendation that 
there be an oral or written departmental reprimand by the Department 
Head; 

3. Reprimand the employee in writing; 

4. Suspend the employee from duty without pay for up to five (5) days; 

5. Recommend more severe action to the governing body, which action may 
include suspension for a longer period, demotion or termination; or 

6. Act under both 4 and 5 hereof. 

B. When taking_ -action under A.3, A.4 or A.5 of this Section, the Borough 
Administrator shall advise the employee of the charges against the employee and 
of any action recommended under A.5. 

C. A record of any action of the Borough Administrator shall be placed m the 
employee's Central Personnel File. 

29.3 Action Taken by Mayor and Borough Council. 

In the event of a recommendation of the Borough Administrator for more severe action against 
an employee, the governing body shall make such investigation of the incident as the governing 
body may deem appropriate, shall give the employee an opportunity to respond to the charges, 
and shall at the earliest possible date sustain, modify or dismiss the suspension or the 
recommended more severe action, or both. Final action by the governing body may be 
termination, demotion or any lesser action and shall be made by resolution of the full governing 
body, a copy of which resolution, together with any documents compiled in connection with the 
disciplinary action, shall be placed in the employee's Central Personnel File. 

30. CONTINUING EDUCATION PROCEDURE. 

The Borough, in conjunction with the Employment Attorney, will arrange for employment 
practices seminars at least biannually to train all managerial/supervisory personnel. The 
Borough will also offer non-mandatory training to all other employees with special emphasis on 
employee rights, anti-harassment, and Borough personnel practices. Records will be maintained 
in the central Personnel Files of all employees trained under this procedure. 
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Managerial and supervisory personnel will also update employees periodically in department 
meetings and through memos of specific employment problems and concerns that may arise. 
Every effort will be made to encourage employee suggestions about ways to avoid employer­
employee disputes and violations of employment rights. 
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IMPORTANT NOTICE - READ THIS AGAIN 
EMPLOYMENT AT WILL POLICY 

This Personnel Policies and Procedures Manual ("Manual") is for your information only. 
No promise of any kind is made by the Borough of Bernardsville ("Borough") in this 
Manual. The Borough is free to change the policies and procedures contained in this 
Manual at any time in its sole discretion and without consent by or prior notice to anyone. 
The interpretation of these policies and procedures will be made solely by the Borough. 
Also, remember that there may be other rules that apply to you and your job which are not 
contained in this Manual. 

This Manual is not an employment contract. Neither this Manual, nor anything you are 
told by someone from the Borough, is a promise to you of a job with the Borough, of 
continued employment, or of employment under any specific terms or conditions. 

To the maximum extent permitted by law, you are an "employee at will." That means that 
the Borough has the right to terminate your employment at any time and for any reason or 
for no reason, with or without cause, with or without notice, subject only to applicable 
statutory restrictions and any individual written employment contract or applicable 
collective bargaining agreement. Likewise, you may resign at any time for any reason or 
no reason, with or without notice, subject only to contractual limitations for those 
employees who are under an individual employment contract with the Borough. 

This notice is important. If you do not understand this notice, you should ask for help now. 
We will be happy to explain anything to you that you do not understand. Be sure to get 
help if you need it because you will be held responsible to understand this notice, as well as 
to understand and abide by the contents of this Manual. 

ACKNOWLEDGMENT 
(Tear out and duplicate) 

I have read and understand the Borough of Bernardsville Personnel Policies and Procedures 
Manual and understand the material contained in this Manual, including but not limited to the 
above printed "Important Notice." 

I UNDERSTAND THAT HARASSMENT, DISCRIMINATION, AND RETALIATION ARE PROHIBITED 
AND THAT SHOULD I OBSERVE HARASSMENT, DISCRIMINATION, OR RETALIATION, OR 
BELIEVE THAT I AM A VICTIM OF HARASSMENT, DISCRIMINATION, OR RETALIATION, I 
SHOULD IMMEDIATELY REPORT IT USING THE EMPLOYEE COMPLAINT PROCEDURE IN 
SECTION 22 OF THIS MANUAL. I FURTHER UNDERSTAND THAT SHOULD I REQUIRE 
ACCOMMODATION I SHOULD FOLLOW THE PROCEDURE SET FORTH IN SECTION 18. 

Date Employee's Name 

Witness Employee's Signature 
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**Please sign one copy and return it to the Personnel /\drniniGtrator Borough Clerk. Keep the 
other copy for your records. 
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