










 

 

 

 
09/21/2022 SL1 1805942v1 115261.00003 

TOWNSHIP OF CRANFORD 

CRANFORD, NEW JERSEY 

 

ORDINANCE NO.  2022–28 

 

AN ORDINANCE ESTABLISHING A FINANCIAL AGREEMENT FOR THE BENEFIT 

OF THE REDEVELOPMENT OF WALNUT AVENUE AND SOUTH AVENUE 

WHEREAS, Iron Ore Properties LLC, (the “Entity”), an urban renewal entity formed and 

qualified to do business under the provisions of the Five-Year Exemption and Abatement Law, 

N.J.S.A. 40A:21-1, et seq.; is the redeveloper of the following areas: 

a) 201 Walnut Avenue - Block 484, Lot 19.01 (“Walnut Avenue”) 

b) 100-126 South Avenue E - Block 478, Lots 1.01, 1.02, 2, 3, 4, and 5;  

c) 32 High Street- Block- 478, Lot 6; and  

d) 2 Chestnut Street - Block 483, Lot 18 (collectively, with 100-126 South 

Avenue and 32 High Street “South Avenue”) 

(All the properties are known collectively as the “Project Site”) which are areas designated by 

the Township of Cranford (the “Township”) as areas in need of redevelopment; and 

WHEREAS, the Redevelopment Agreement allows for the following redevelopment plan: 

a) Walnut Avenue Phase—201 Walnut Avenue:  

i. New construction of a single building containing approximately 37 

residential dwelling units; 

ii. Special Needs Housing comprised of both a self-contained 4-bedroom 

group home within the building and 2 two-bedroom independent living 

units; and  

iii. Construction of related parking, site improvements and amenities.  

  

b) South Avenue Phase—South Avenue: 

i. New construction of approximately 55 residential dwelling units; 

ii. New construction of commercial/retail space of approximately 5,800 square 

feet in size;  

iii. Renovation and incorporation into the Project of the existing single-story 

commercial buildings located at 100-104 South Avenue to remain as 

commercial/retail space; 

iv. Conversion of 2 Chestnut Street in the Township into overflow surface 

parking; and 

v. Construction of related parking, site improvements and amenities  

WHEREAS, the Entity submitted to the Township an application (the “Application”), 

which is on file with the Township Clerk, and such application also requests financial assistance 

in the form of a tax exemption and abatement pursuant to the Five-Year Exemption and Abatement 
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Law, N.J.S.A. 40A:21-1, et seq.; and 

WHEREAS, the Entity also submitted a form of Tax Agreement (the “Tax Agreement”), 

a copy of which is on file with the Township Clerk, establishing the rights, responsibilities and 

obligations of the Entity; and 

WHEREAS, the Entity qualifies for a tax abatement on the physical improvements 

under N.J.S.A.  40A:21-1, et seq.;  

WHEREAS, the Township Council has determined that the Project represents an 

undertaking permitted by the Act. 

NOW, THEREFORE, BE IT ORDAINED BY THE TOWNSHIP COUNCIL OF 

THE TOWNSHIP OF CRANFORD, NEW JERSEY AS FOLLOWS: 

Section 1. The Application for financial assistance in the form of a tax exemption 

and abatement pursuant to the Five-Year Exemption and Abatement Law, N.J.S.A. 40A:21-1, et 

seq. and the Tax Agreement are hereby approved. 

Section 2. The Mayor is hereby authorized to execute the Tax Agreement substantially 

in the form on file with the Township Clerk, subject to minor modification or revision, as deemed 

necessary and appropriate after consultation with counsel. 

Section 3. In accordance with N.J.S.A. 40A:21-10(c), the Township is authorized to 

enter into an agreement with the Entity in which the Entity will pay to the Township, in lieu of 

full property tax payments, an amount equal to a percentage of taxes otherwise due on the value 

of the project’s improvements on the property, according to the following schedule: 

(1) In the twelve months following the PILOT Commencement Date for each Phase, 

zero percent (0%) of the real property tax otherwise due on the Improvements’ Value 

for that Phase  

(2) In the second tax year following the PILOT Commencement Date for each Phase, 

an amount not less than 20% of taxes otherwise due; 

(3) In the third tax year following the PILOT Commencement Date for each Phase, an 

amount not less than 40% of taxes otherwise due; 

(4) In the fourth tax year following the PILOT Commencement Date for each Phase, an 

amount not less than 60% of taxes otherwise due; 

(5) In the fifth tax year following the PILOT Commencement Date for each Phase, an 

amount not less than 80% of taxes otherwise due; 

(6) In the sixth tax year following the PILOT Commencement Date for each Phase an 

amount not less than 100% of the taxes otherwise due.   

Section 4. The Clerk of the Township is hereby authorized and directed, upon 

execution of the Tax Agreement by the Mayor, to attest to the signature of the Mayor and to affix 

the corporate seal of the Township upon such document. 
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Section 5. This ordinance shall take effect in accordance with applicable law. 

 

 

Introduced: November 22, 2022 

Adopted: 

 

       Approved: 

 

 

           ___ 

       Kathleen Miller Prunty, Mayor 

Attest: 

 

 

     

Patricia Donahue, RMC 

Municipal Clerk 

 

 

Recorded Vote    Introduced   Adopted 

  

Kathleen Miller Prunty       

Jason Gareis         

Brian Andrews         

Gina Black          

Mary O’Connor         

 

 

 

 

 









TOWNSHIP OF CRANFORD 

CRANFORD, NEW JERSEY 

 

RESOLUTION NO. 2022-401 

 

WHEREAS, Township of Cranford has determined to move forward with the EMEX 

Reverse Auction in order procure electricity for Township of Cranford; and 

WHEREAS, the Local Government Electronic Procurement Act (P.L. 2018, c. 156) (the 

“Act”) authorizes the purchase of electricity supply service for public use through the use of an 

online auction service; and 

WHEREAS, Township of Cranford will utilize the online auction services of EMEX, 

LLC, a division of Mantis Innovation, an approved vendor pursuant to the Act; and 

 

 WHEREAS, EMEX, LLC, a division of Mantis Innovation, is compensated for all services 

rendered through the participating supplier that a contract is awarded to; and 

 WHEREAS, the auction will be conducted pursuant to the Act; and 

WHEREAS, if the auction achieves a price of $0.0989/kWh or less for a twelve (12) month 

term, a price of $0.09269/kWh or less for an eighteen (18) month term, a price of $0.09402/kWh 

or less for a twenty-four (24) month term, the Township of Cranford may award a contract to the 

winning supplier for the selected term. 

 NOW THEREFORE, BE IT RESOLVED, that the Township Administrator of the 

Township of Cranford be and he hereby is authorized to execute on behalf of the Township of 

Cranford any electricity contract proffered by the participating supplier that submits the winning 

bid in the EMEX Reverse Auction if the auction achieves a price of $0.0989/kWh or less for a 

twelve (12) month term, a price of $0.09269/kWh or less for an eighteen (18) month term, a price 

of $0.09402/kWh or less for a twenty-four (24) month term, the Township of Cranford may award 

a contract to the winning supplier for the selected term. 

 

Certified to be a true copy of a resolution adopted by the Township Committee of Cranford at a 

meeting held November 22, 2022. 

 

 

          

   _____________________________ 

      Patricia Donahue, RMC 

      Township Clerk 

 

 

Dated: _______________________________ 



TOWNSHIP OF CRANFORD 

CRANFORD, NEW JERSEY 

 

RESOLUTION NO. 2022-402 

 

WHEREAS, Township of Cranford has determined to move forward with the EMEX 

Reverse Auction in order procure natural gas for Township of Cranford; and 

WHEREAS, the Local Government Electronic Procurement Act (P.L. 2018, c. 156) (the 

“Act”) authorizes the purchase of natural gas supply service for public use through the use of an 

online auction service; and 

WHEREAS, Township of Cranford will utilize the online auction services of EMEX, 

LLC, a division of Mantis Innovation, an approved vendor pursuant to the Act; and 

 

 WHEREAS, EMEX, LLC, a division of Mantis Innovation, is compensated for all services 

rendered through the participating supplier that a contract is awarded to; and 

 WHEREAS, the auction will be conducted pursuant to the Act; and 

WHEREAS, if the auction achieves a price of $0.9089/therm or less for a twelve (12) 

month term, a price of $0.8296/therm or less for an eighteen (18) month term, a price of 

$0.8543/therm or less for a twenty-four (24) month term, a price of $0.838/therm or less for a 

thirty- six (36) month term, the Township of Cranford may award a contract to the winning supplier 

for the selected term.  

 NOW THEREFORE, BE IT RESOLVED, that the Township Administrator of the 

Township of Cranford be and he hereby is authorized to execute on behalf of the Township of 

Cranford any natural gas contract proffered by the participating supplier that submits the winning 

bid in the EMEX Reverse Auction if the auction achieves a price of $0.9089/therm or less for a 

twelve (12) month term, a price of $0.8296/therm or less for an eighteen (18) month term, a price 

of $0.8543/therm or less for a twenty-four (24) month term, a price of $0.838/therm or less for a 

thirty- six (36) month term, the Township of Cranford may award a contract to the winning supplier 

for the selected term. 

 

Certified to be a true copy of a resolution adopted by the Township Committee of Cranford at a 

meeting held November 22, 2022. 

 

 

          

   _____________________________ 

      Patricia Donahue, RMC 

      Township Clerk 

 

 

Dated: ______________________________ 



TOWNSHIP OF CRANFORD 

CRANFORD, NEW JERSEY 

 

RESOLUTION NO. 2022-403 

 

 

 WHEREAS, at its regularly scheduled meeting of November 21, 2022 at 7:00 p.m. in the 

Municipal Building, 8 Springfield Avenue, Conference Room 108, the Township Committee of 

the Township of Cranford, Union County, New Jersey, held discussion regarding the proposal 

for funding for Community Development Fiscal Year 2023-2024 (Year 49) programs; and 

 

 WHEREAS, said meeting was advertised in compliance with the “Open Public Meetings 

Act”; and 

 

 WHEREAS, the Township Committee of the Township of Cranford agrees with the 

prioritization of proposed programs as presented; and  

 

 NOW THEREFORE, BE IT RESOLVED by the Township Committee of the 

Township of Cranford at a meeting held November 22, 2022, that the Mayor and Township 

Clerk be, and hereby are, authorized to sign the Community Development Block Grant 

applications for funding the Fiscal Year 2023-2024 (Year 49) projects. 

 

 

Certified to be a true copy of a resolution adopted by the Township Committee of the Township 

of Cranford at a meeting held November 22, 2022. 

 

 

      ___________________________ 

        Patricia Donahue, RMC 

        Township Clerk 

 

Dated: _________________________________ 
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IMPORTANT NOTICE - READ THIS FIRST  

EMPLOYMENT AT WILL POLICY & DISCLAIMER 

This Personnel Policy and Procedures Manual (“Manual”) is designed to provide you with 

summary information about policies, procedures, practices, and benefits at the Township 

of Cranford.  It also describes many of your responsibilities as an employee.  Please read 

it carefully and retain it for future reference. 

 

This Personnel Policies and Procedures Manual ("Manual") is for your information 

only.  No promise of any kind is made by the Township of Cranford (“Township”) in 

this Manual.  The Township 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 Township.  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 Township, is a promise to you of a job with the 

Township, 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 Township 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 Township.   

 

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 Township Administrator. 

 

THIS MANUAL SUPERCEDES AND REPLACES ANY AND ALL PREVIOUS 

MANUALS. 

 

This Manual is applicable to all employees.  Individual policies as noted are applicable to 

volunteers and elected and appointed officials. To the extent a provision of this Manual 

conflicts with an existing collective negotiating agreement, that agreement shall govern. 
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GENERAL PERSONNEL POLICY 

It is the policy of the Township of Cranford to treat employees and prospective employees, 

volunteers, and elected and appointed officials in a manner consistent with all applicable 

employment laws and regulations.  The personnel policies and procedures of the Township 

shall apply to all employees.  They shall also apply to volunteers and elected and appointed 

officials and independent contractors as appropriate and indicated in applicable policies.  

In the event there is a conflict between this Manual and any collective bargaining 

agreement, personnel services contract, or Federal or State law, including the Attorney 

General’s guidelines with respect to Police Department personnel matters, the terms and 

conditions of that contract, law, or the Attorney General’s guidelines shall prevail.  In all 

other cases, these policies and procedures contained in this Manual shall prevail. 

 

All employees, officers and Department Heads shall be appointed and promoted with the 

approval of the Township Committee.  No person shall be employed or promoted unless 

there exists a position created by an ordinance adopted by the Township Committee as well 

as the necessary budget appropriation and salary ordinance, except for such emergency or 

temporary employment as may be authorized by ordinance. 

 

The Township Committee has appointed the Township Administrator to implement 

personnel practices. The Township Administrator shall also have access to the Township 

Attorney and/or Labor Counsel appointed with the approval of the Township Committee 

for guidance in personnel matters.  Managerial and supervisory employees are responsible 

for ensuring compliance with the policies and procedures contained in this Manual and 

seeking assistance from their direct supervisor and/or the Township Administrator when 

questions or concerns arise. 

 

As a general principle, the Township has a “zero-tolerance” policy towards workplace 

wrongdoing.  Township employees, volunteers, elected and appointed officials, and 

independent contractors are to report anything perceived to be improper. The Township 

believes strongly in an Open-Door Policy and encourages employees to speak with their 

supervisor, Department Head, or the Township Administrator concerning any problem.  

Non-employees should direct any concerns to the Township Administrator. 

 

Township employees also are expected to adhere to the following principles: 

1. All employees are expected the follow the law at all times on or off-duty. 

2. All employees shall show the appropriate level of respect to those in supervision at 

all times. Employees may disagree with a supervisor’s position or directive. The 

employee can explain why they disagree with the supervisor, but this must be done 

in a respectful manner. Unless the point at issue would place the employee in an 

unsafe situation, the employee must follow the supervisor’s position or directive. 

Any employee may be able to grieve the issue after-the-fact is permitted by the 

employee’s labor agreement. 

3. All employees are required to keep in mind that they are public employees, and 

they must act as such on or off-duty. They must not engage in behavior that would 

be unfitting for a public employee or amount to conduct unbecoming a public 

employee. 
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4. All employees are required to display the appropriate level of courtesy to the public 

at all times, especially while interacting with the public on-duty. If a citizen 

becomes difficult, the employee shall obtain the assistance of a supervisor to 

intervene and address the matter. 

5. All employees shall display the appropriate level of CPR/Courtesy, professionalism 

and respect to their coworkers and strive to maintain team, unit and department 

cohesion so the Township’s work can be performed efficiently, effectively and 

economically at all times. 

 

 

SECTION ONE 

Policies Relating to Employee Rights and Obligations 
 

Equal Employment Opportunity and Anti-Discrimination 

Policy  
 

The Township is committed to the principle of equal employment opportunity and anti-

discrimination as mandated by state and federal law, including, but not limited to Title VII 

of the Civil Rights Act of 1964, as amended, the Age Discrimination in Employment Act, 

as amended by the Older Workers’ Benefit Protection Act, the Genetic Information 

Nondiscrimination Act of 2008, the Equal Pay Act, the Americans with Disabilities Act, 

as amended by the Americans with Disabilities Act Amendments Act, and the New Jersey 

Law Against Discrimination, as amended by the New Jersey Pregnant Worker’s Fairness 

Act and the Diane B. Allen Equal Pay Act (“LAD”).  It is the policy of the Township to 

prohibit discrimination and to promote and afford equal treatment and service to all citizens 

and to ensure equal employment opportunity for all persons, regardless of actual or 

perceived sex/gender, race (inclusive of traits historically associated with race, including, 

but not limited to, hair texture, hair type, and protective hairstyles), creed, color, religion, 

national origin, ancestry, age, marital or familial status, political status, affectional or 

sexual orientation, domestic partnership status, civil union status, atypical heredity, cellular 

or blood trait, genetic information (including refusal to submit to a genetic test or make 

genetic test results available), disability (including AIDS or HIV infection), pregnancy 

(including pregnancy related medical condition), childbirth, breastfeeding/lactation, 

veteran status, liability for service in the United States armed forces, gender identity or 

expression, and/or any other characteristic protected by law.  This policy shall be applied 

to all employment practices, including recruitment, selection, appointment, placement, 

hiring, promotion, transfer, demotion, training, salaries and wages, benefits, working 

conditions, reductions in force, recalls, disciplinary and dismissal actions, job performance 

evaluations and/or any other employment actions.   

 

Any employee who is a witness to or believes that they have been a victim of discrimination 

or other violation of this policy should immediately report their concern to their supervisor, 

or if they prefer, their Department Head, and/or the Township Administrator.  Additional 

information about reporting concerns is available in the Complaint Policy contained in this 
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Manual.  All complaints and reports of discrimination will be promptly and thoroughly 

investigated and, as appropriate, corrective action will be taken.  Retaliation for making 

such report and/or participating in any investigation of alleged violations of this policy is 

also expressly prohibited. 

 

The Township recognizes the importance of ensuring its policies prohibiting discrimination 

and retaliation and procedures for reporting and investigating such concerns are actually 

working as intended to prevent sexual and other types of harassment and discrimination 

and retaliation from occurring in the workplace. All managers and supervisors shall report 

any concerns about, reports of, and/or observed discrimination and/or retaliation 

immediately to the Township Administrator and shall at all times ensure that their 

subordinates understand the importance of these policies and the Township’s commitment 

to them through their example and leadership. 

 

Corrective action will be taken against an employee accused of discrimination if, following 

the completion of an investigation, the allegation(s) is/are found to be substantiated 

factually. The Township’s approach to such acts of founded discrimination is zero-

tolerance.  Thus, any violation of this policy will subject employees to disciplinary action, 

up to and including immediate discharge.  Supervisors will be held to a higher standard of 

behavior because of their supervisory role and, therefore, are expected to set a proper 

example for others.  There is a mandatory obligation on supervisors to report such 

complaints to the Township Administrator. 

 

This policy is applicable to all Township employees, officials, volunteers, and independent 

contractors. 

 

 

Reasonable Accommodations: Americans with Disabilities Act / 

New Jersey Pregnant Worker’s Fairness Act Policy 
 

In compliance with the Americans with Disabilities Act, as amended by the ADA 

Amendments Act (“ADA”) and the New Jersey Law Against Discrimination, as amended 

by the New Jersey Pregnant Worker’s Fairness Act (“LAD”), the Township does not 

discriminate or permit discrimination based on disability, pregnancy, pregnancy related 

medical condition, childbirth, or breastfeeding/lactation. The Township will endeavor to 

make every work environment handicap assessable, and all future construction and 

renovation of facilities will be in accordance with applicable barrier-free Federal and State 

regulations and the Americans with Disabilities Act Accessibility Guidelines, as well as 

the ADA Amendments Act. 

 

It is the policy of the Township to comply with all relevant and applicable provisions of 

the ADA and LAD.  The Township will not discriminate against any employee or job 

applicant with respect to any terms, conditions, or privileges of employment on the basis 

of a known or perceived disability, pregnancy, pregnancy related medical condition, 

childbirth, or breastfeeding/lactation.  The Township will also make reasonable 

accommodations to known physical or mental limitations of all employees and applicants 

with disabilities, including pregnancy related disabilities, provided that the individual is 
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otherwise qualified to safely perform the essential functions of the job and the reasonable 

accommodation does not impose an undue hardship on the Township.  The Township will 

also make accommodations to enable employees to maintain a healthy pregnancy 

consistent with the requirements of the Pregnant Workers’ Fairness Act. 

 

An employee, official, vendor, supplier, volunteer, or business invitee requiring a 

reasonable accommodation should contact the Township Administrator. If for any reason 

the individual is uncomfortable presenting the request to the Township Administrator, they 

may make the request to the Township Attorney.  Any supervisor or Department Head who 

receives a request for accommodation or is otherwise on notice of an employee or other 

individual’s need for accommodation under this policy must immediately notify the 

Township Administrator.   

 

Upon receipt of a request for accommodation or other notice of the need for an 

accommodation, the Township Administrator shall engage in an interactive dialogue to 

identify reasonable accommodations that will enable the disabled or pregnant individual to 

compete for the position, perform the essential functions of the position, and/or enjoy the 

privileges of employment or municipal services, which do not create an undue hardship for 

the Township.  Such accommodations might include the following: 

 

• Making existing facilities accessible 

• Modifying physical workspace 

• Job restructuring 

• Modifying policies or procedures 

• Part time or modified work schedules 

• Reassignment to a vacant position 

• Acquisition or modification of equipment or devices 

• Appropriate adjustment or modification of examinations, training materials, or 

policies 

• Provision of qualified readers or interpreters 

• Permitting use of accrued paid leave or unpaid leave (including beyond FMLA 

leave) for treatment, etc. 

• Other similar accommodations 

 

As appropriate and necessary to evaluate the accommodation request, the person requesting 

accommodation may be required to provide a healthcare provider certification specifying 

the medical necessity for the accommodation and the scope and anticipated duration of the 

accommodation required. 

 

The Township shall, consistent with appliable law, provide break time each day to 

breastfeeding/lactating employees and a suitable room or other location with privacy, other 

than a bathroom, in close proximity to work area for the employee to express breast milk.    

 

All decisions with regard to reasonable accommodation shall be made by the Township 

Administrator. Employees who are assigned to a new position as a reasonable 

accommodation will receive the salary for their new position.  The Township is not legally 

required to offer temporary or permanent “light duty,” remove essential job functions, or 
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provide personal use items such as eyeglasses, hearing aids, wheelchairs, etc.  The 

Township may, in its sole discretion, and only in the event that such light work exists and 

otherwise needs to be done, permit employees to temporarily work in a transitional duty 

capacity following a work-related injury or illness only.  Otherwise, transitional light duty 

is not available, and employees must be able to perform the essential functions of their 

positions, with or without reasonable accommodation except as provided by applicable 

law. 

 

An employee may be required to provide medical documentation that he/she has a 

condition that qualifies for an accommodation.  Employees may be required to execute a 

HIPAA release so the Township can contact the employee’s medical provider for 

clarification and/or additional information concerning any request for an accommodation.  

 

Employees should offer assistance, to the extent possible, to any member of the public who 

requests or needs an accommodation when visiting Township facilities.  Any questions 

concerning proper assistance should be directed to the Township Administrator. 

 

Any employee who is a witness to or believes that they have been denied reasonable 

accommodation or has otherwise observed or been a victim of a violation of this policy 

should immediately report their concern to their supervisor, or if they prefer, their 

Department Head, and/or the Township Administrator.  Additional information about 

reporting concerns is available in the Complaint Policy contained in this Manual.  All 

complaints and reports of discrimination will be promptly and thoroughly investigated and, 

as appropriate, corrective action will be taken.  Retaliation for making such report and/or 

participating in any investigation of alleged violations of this policy is also expressly 

prohibited.  The Township is not required to eliminate an essential job function as an 

accommodation. 

 

This policy is applicable to all Township employees, elected and appointed officials, 

volunteers, and independent contractors.  

 

 

Contagious or Life-Threatening Illnesses Policy:  
 

The Township 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 Township 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 positions to the extent such accommodations 

do not impose an undue hardship on the Township or endanger the health and safety of 

others in the workplace.  

 

Subject to public health requirements, any employee, who requires an accommodation, 

shall provide a letter from a health care provider setting forth what accommodations are 

necessary to allow the employee to perform the essential functions of their job and describe 

the medical necessity for and anticipated scope and duration of such accommodation.   
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In the case of a pandemic or community or other spread of a contagious or life-threatening 

disease which places employees and/or members of the community at risk, the Township 

will implement appropriate interim policies consistent with applicable state and federal 

guidance necessary to protect employees and members of the public to the maximum extent 

possible.   

 

Employee medical information shall be treated confidentially and when necessary for 

employees to provide medical information, it should be directed to the Township 

Administrator, rather than individual supervisors or managers. The Township 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. 

 

Employees with questions or concerns about contagious or life-threatening illnesses are 

encouraged to contact the Township Administrator. 

 

 

Transitional Light Duty Policy 
 

The Township will endeavor to bring employees with work related injuries or illnesses 

back to work as soon as possible and may assign transitional light duty to employees who 

temporarily cannot perform the essential functions of their positions because of a work-

related injury or illness.  Transitional duty is not guaranteed and will not exceed forty-five 

(45) workdays.  If a department already has one employee on transitional duty, it is unlikely 

that another employee from that department will be assigned transitional duty.   

 

An employee requesting transitional duty or the Workers Compensation Provider shall 

notify the Township Administrator as soon as the temporarily disabled employee is able to 

return to work with restrictions.  Transitional duty will only be assigned if the employee 

will probably be able to perform the essential functions of the position after the transitional 

duty period.  The Township Administrator will consult with the Department Head to 

determine if there is any meaningful work that can be performed consistent with the 

restrictions.  Transitional duty assignments may be in any department and not just the 

employee’s normal department.  The Township Administrator will decide if it is in the best 

interest of the Township to approve a transitional duty request and will notify the employee 

of the decision.  The Township reserves the right to terminate the transitional duty 

assignment at any time without cause. 

 

An employee’s refusal of a transitional duty assignment recommended by the Workers 

Compensation Provider while the employee is on Family and Medical Leave Act 

(“FMLA”) leave may result in loss of workers’ compensation benefits.  Once FMLA is 

exhausted an employee may not refuse a transitional duty assignment.  In such cases, 

failure to report to work for transitional duty will result in discipline, up to and including 

termination.  If the employee believes that the transitional duty assignment is beyond the 
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employee’s abilities, the employee may request a meeting with the Township 

Administrator who will render a written response within twenty-four (24) hours.     

 

Employees on transitional duty will receive their regular salaries and are prohibited from 

engaging in any outside employment of any kind unless they receive prior written approval 

from the Township Administrator and/or as otherwise permitted by law.  Questions about 

permissibility of outside employment during leave or transitional duty should be directed 

to the Township Administrator.  If transitional duty is approved, the employee or Workers 

Compensation Provider must keep the Township Administrator informed of the 

employee’s progress.  (Employees assigned to transitional duty will be allotted time off to 

attend medical or physical therapy appointments but must request leave time for any other 

reason.)  If at the end of transitional duty period the employee is not able to return to work 

and perform the essential functions of their position, with or without reasonable 

accommodation, the Township reserves the right at its sole discretion to extend the 

transitional duty or place the employee on leave, in which case the employee may be 

entitled to workers’ compensation and/or individually obtained disability benefits.  In the 

event the employee remains or is permanently unable to fulfill the essential functions of 

their role and no accommodation can facilitate such performance, the employee may be 

subject to separation.  This policy does not affect an employee’s rights under the Americans 

with Disabilities Act and/or the New Jersey Law Against Discrimination, the Family and 

Medical Leave Act, or other Federal or State law. 

 

 

Drug and Alcohol Policy 
 

It is the policy of the Township to provide a drug and alcohol-free workplace. 

 

The Township has a strong commitment to the health, safety and welfare of its employees, 

their families, and the residents of the Township. The Township recognizes that the 

possession or use of unlawful drugs and the abuse of alcohol pose a threat to the health and 

safety of all employees.  

 

Employees are required to report to work in appropriate mental and physical condition to 

perform their jobs in a safe and satisfactory manner.  Employees are prohibited from 

working while under the influence of drugs or alcohol. 

 

The manufacturing, distribution, dispensation, possession, and use of alcohol or unlawful 

drugs on Township premises or during work hours by employees are strictly prohibited.  

Any employee who is impaired or under the influence of alcohol or drugs during working 

hours shall be immediately directed to cease performance of work duties pending contact 

with the Township Administrator in order to ensure safety of the employee and co-workers.  

Two supervisors will assess the situation and determine if the employee is giving objective 

indication of being impaired. In that event, the employee will be taken for testing by the 

Township’s physician and/or to the closest hospital. If the employee refuses to go for the 

testing, then it will be conclusively presumed that the employee is refusing to be tested 

because they are in fact impaired and under the influence unless they can prove otherwise 

to a clear and convincing degree.  Any employee in violation of this policy shall be subject 



Page 11 of 68 

 

to immediately suspension, and as appropriate disciplinary action, up to and including 

immediate termination.  The supervisor or Department Head will immediately report any 

directive to cease work and contemplated suspension immediately to the Township 

Administrator who shall be involved in the suspension decision. 

 

Employees are not precluded from the possession or use of prescribed drugs or over-the-

counter drugs which have been legally obtained and are being used for the purpose for 

which they were prescribed or manufactured. However, any employee who is taking 

medication that may affect their ability to work or work safely must report that fact 

immediately to their supervisor, or if they prefer, to the Township Administrator. 

Employees are responsible to consult with their healthcare provider to ascertain whether 

any medication they are taking may interfere with safe performance of their work.  At its 

discretion, the Township may change an employee’s work assignment or restrict their work 

while they are taking the medication. 

 

Employees with questions or concerns about substance dependency or abuse are 

encouraged to contact their medical provider.  The Township encourages employees to 

come forward and seek help with drug and/or alcohol problems before the problems 

manifest themselves at work.  

 

The Township Administrator will provide referrals to appropriate resources and provide 

information on available insurance benefits, protected leaves of absence, and/or other 

mechanisms which may assist the employee to the extent practicable and applicable to the 

situation.  It is the employee’s responsibility to seek help before substance abuse manifests 

itself as an issue at work and/or implicates the safety of the employee, co-workers, or 

others. 

 

The Township may require drug or alcohol testing at appropriate times, which may include 

new-hire, reasonable suspicion, and/or justifiable post-accident testing. Any supervisor or 

Department Head who has a reasonable suspicion that an employee is impaired or under 

the influence of alcohol or drugs during working hours, on Township premises, or while 

conducting business on behalf of the Township shall immediately relate such suspicion and 

the basis for the reasonable suspicion to the Township Administrator.  Pending that 

consultation, as appropriate, the supervisor or Department Head may direct the employee 

to cease working. 

 

An employee will be required to submit to alcohol, drug, and/or other controlled substance 

testing when the employee’s work performance or conduct causes a reasonable suspicion 

that the employee is impaired due to current intoxication, drug, or other controlled 

substance use, or in cases where employment has been conditioned upon remaining 

alcohol, drug, or other controlled substance free following treatment.  Refusal to submit to 

testing when requested may result in disciplinary action, up to and including immediate 

termination.  Supervisors or Department Heads who observe behavior constituting 

reasonable suspicion are required to document the basis for the reasonable suspicion in 

consultation with the Township Administrator, of if the Township Administrator is 

unavailable, with an available Department Head and in consultation therewith and refer the 

employee immediately and directly for testing.  There is no option to send the employee 

home as an alternative to immediate reasonable suspicion testing. 
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Employees must notify their supervisor within five (5) days of conviction for a drug or 

alcohol related violation, whether or not the violation occurred in the workplace.  The 

Township will comply with all reporting requirements associated with receipt of this 

information from an employee. 

 

Any violation of this policy, including conviction for a violation of a criminal drug statute 

occurring in the workplace, refusal to submit to reasonable suspicion or other lawful 

testing, etc., will subject the employee to discipline, up to or including immediate 

termination. Alternatively, in the sole discretion of the Township, an employee may be 

required to participate in and successfully complete an appropriate treatment program and 

comply with any post-return to work follow-up, conditions, and/or testing. 

 

Controlled substance use and substance abuse can have serious health risks. Information 

about some of those risks and potential criminal and civil penalties for illegal drug use are 

available at: https://www.dea.gov/sites/default/files/drug_of_abuse.pdf and 

https://www.dea.gov/factsheets. 

 

Employees who are required to maintain a Commercial Driver’s License (CDL) are subject 

to random drug testing as required by applicable law.  Under federal law, holders of a CDL 

are held to a higher standard of driving performance than an individual with a standard 

driver’s license. 

 

Township 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 Township’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 Township property or while performing 

Township business.  Soliciting or distributing prescription drugs for or to other employees 

is also strictly prohibited. 

 

As a condition of employment with the Township, all employees agree to abide by the 

terms of this policy, including the reporting requirements. Violations of this policy will 

subject an employee to discipline, up to and including immediate termination. 

 

Questions or concerns about this policy or issues related to drug or alcohol use in the 

workplace should be directed to the Township Administrator.  

 

 

 

Workplace Violence Policy: 
 

https://www.dea.gov/sites/default/files/drug_of_abuse.pdf
https://www.dea.gov/factsheets
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The Township has a zero-tolerance policy for workplace violence.  Violent acts or threats 

made by an employee official, vendor, supplier, volunteer, or business invitee against 

another person or property are cause for immediate dismissal or other appropriate action 

and will be fully prosecuted.  This includes any violence or threats made on Township 

property, at Township events, or under other circumstances that may negatively affect the 

Township’s ability to conduct business.    

 

Prohibited conduct includes by way of example but is not limited to:  

 

• Intentionally or negligently causing physical injury to another person;  

 

• Making threatening remarks and engaging in threatening conduct;  

 

• Aggressive or hostile behavior that creates a reasonable fear of injury to another 

person or subjects another individual to emotional distress;  

 

• Intentionally damaging employer property or property of another employee;  

 

• Possession of a weapon while on Township property or while on Township 

business, except with the express authority of the Police Chief; and/or  

 

• Committing acts motivated by, or related to, sexual or other prohibited harassment 

and/or domestic violence. 

 

• Acts of retaliation against another employee. 

 

Any potentially dangerous situations must be immediately reported to the Township 

Administrator.  The Township of Cranford Police Department should be notified and will 

actively intervene in any threatening or potentially violent situation.   

 

General Anti-Harassment Policy 
 

All employees are entitled to work in an environment free from all forms of illegal 

discrimination and harassment.  It is the Township’s policy to prohibit harassment of an 

employee or any other person by an employee, official, vendor, supplier, volunteer, or 

business invitee on the basis of actual or perceived sex/gender, race (inclusive of traits 

historically associated with race, including, but not limited to, hair texture, hair type, and 

protective hairstyles), creed, color, religion, national origin, ancestry, age, marital or 

familial status, political status, affectional or sexual orientation, domestic partnership 

status, civil union status, atypical heredity, cellular or blood trait, genetic information 

(including refusal to submit to a genetic test or make genetic test results available), 

disability (including AIDS or HIV infection), pregnancy (including pregnancy related 

disability), childbirth, breastfeeding/lactation, gender identity or expression, veteran status, 

liability for service in the United States armed forces, and/or any other characteristic 

protected by law.  Harassment of non-employees by our employees is also prohibited as is 

harassment of our employees by non-employees.   
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The Township has a zero-tolerance policy against harassment in the workplace including 

harassment motivated by any of the above-listed protected classes.    

 

While it is not easy to define precisely what harassment is, it includes slurs, epithets, 

threats, derogatory comments, unwelcome jokes, teasing, caricatures or representations of 

persons using electronically or physically altered photos, drawings or images, and other 

similar verbal, written, printed or electronically communicated, or physical conduct. 

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 Township property, at any work site, or 

at any work-related function, event, or activity and will be judged using a reasonable person 

standard.  Any form of electronic harassment or harassment via social media is also 

prohibited.  Harassment of employees by non-employees and/or harassment of non-

employees by employees may also constitute a violation of this policy and is prohibited.   

 

Violations of this policy, irrespective of whether they occur during working hours and/or 

on Township premises, will result in disciplinary action, up to and including immediate 

termination or, in the event non-employees are found to be at fault, other appropriate action.  

Employees who feel they have been subject to harassment or a witness to harassment 

should report the harassment to their supervisor, or if they prefer to the Department Head, 

and/or the Township Administrator.  (See Employee Complaint Policy.)  All complaints 

and reports of harassment will be promptly and thoroughly investigated and, as appropriate, 

corrective action will be taken.  Retaliation for making such report and/or participating in 

any investigation of alleged violations of this or any other Township policy are expressly 

prohibited.   

 

The Township recognizes the importance of ensuring its policies prohibiting harassment, 

discrimination, and retaliation and procedures for reporting and investigating such 

concerns are actually working as intended to prevent harassment, discrimination, and 

retaliation from occurring in the workplace. All supervisors shall report any concerns 

about, reports of, and/or observed harassment, discrimination, and/or retaliation 

immediately to the Township Administrator and shall at all times ensure that their 

subordinates understand the importance of these policies and the Township’s commitment 

to them through their example and leadership.  It is intolerable and unacceptable for a 

supervisor or manager to engage in discrimination or harassment based upon any protected 

category under the law and/or witness same and not take steps to correct and/or stop it. 

 

Notification by employee to appropriate personnel of any harassment problem is essential 

to the success of this policy and the Township generally.   The Township cannot resolve a 

harassment problem unless it knows about it.  Therefore, it is the responsibility of all 

employees to bring those kinds of problems to attention of the appropriate officials so that 

steps are taken to correct them. 

 

Violation of this anti-harassment policy will subject employees to disciplinary action, up 

to and including immediate discharge. 

 

This policy is applicable to all Township employees, officials, volunteers, and independent 

contractors.  
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Anti-Sexual Harassment Policy  
 

It is the Township’s policy to prohibit sexual harassment of an employee by another 

employee, official, volunteer, vendor, supplier, or business invitee. The Township prohibits 

sexual harassment from occurring in the workplace, on Township property, at any work 

site, or at any other location at which Township sponsored activity takes place.  Sexual 

harassment of non-employees by our employees is also prohibited.  Similarly, any form of 

electronic sexual harassment or sexual harassment via social media is prohibited.  The 

purpose of this policy is not to regulate personal morality or to encroach upon one’s 

personal life, but to demonstrate a strong commitment to maintaining a workplace free of 

sexual harassment. 

 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors and 

other verbal, physical or visual conduct of a sexual nature constitute harassment when: 

 

● Submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual’s employment; or 

 

● Submission to or rejection of such conduct by an individual is used as the basis for 

an employment decision affecting the individual; or 

 

● Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance; or  

 

● 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 but 

is not limited to: 

 

• 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, notes, emails, invitations, or other communications; 
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• Caricatures or representations of persons using electronically or physically altered 

photos, drawings, or images;  

 

• Physical conduct (touching, assault, impeding or blocking movements). 

 

• Sexual innuendoes, suggestive comments, jokes of a sexual nature, sexual 

propositions or threats; 

 

• Suggestive objects or pictures, graphic commentaries, E-Mails, suggestive or 

insulting sounds, leering, whistling, obscene gestures; 

 

• Unwanted physical contact, including touching, pinching, brushing the body, 

pushing; or 

 

• Non-sexual conduct such as intimidation and hostility based solely upon gender. 

 

Employees who feel they have been subject to sexual harassment or have witnessed sexual 

harassment should report the harassment to their supervisor, or if they prefer to the 

Department Head, and/or the Township Administrator.  (See Employee Complaint Policy 

herein.)  All complaints and reports of sexual harassment will be promptly and thoroughly 

investigated and, as appropriate, corrective action will be taken.  Retaliation for making 

such report and/or participating in any investigation of alleged violations of this policy is 

also expressly prohibited and will be judged using a reasonable person standard.  

Supervisors and managers must immediately report these types of matters to the 

Administrator and have no discretion to do otherwise. 

 

Notification by employee to appropriate personnel of any harassment problem is essential 

to the success of this policy and the Township generally.  The Township cannot resolve a 

harassment problem unless it is reported.  Therefore, it is the responsibility of all employees 

to bring those kinds of problems to the attention of management so that steps are necessary 

to correct them.  Harassment of employees by non-employees and/or harassment of non-

employees by employees may also constitute a violation of this policy and is prohibited.   

 

The Township recognizes the importance of ensuring its policies prohibiting harassment, 

discrimination, and retaliation and procedures for reporting and investigating such 

concerns are actually working as intended to prevent sexual and other types of harassment 

and discrimination and retaliation from occurring in the workplace. All supervisors shall 

report any concerns about, reports of, and/or observed harassment, discrimination, and/or 

retaliation immediately to the Township Administrator and shall at all times ensure that 

their subordinates understand the importance of these policies and the Township’s 

commitment to them through their example and leadership. 

 

Violation of this anti-sexual harassment policy will subject employees to disciplinary 

action, up to and including immediate discharge. 
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This policy is applicable to all Township employees, officials, volunteers, and independent 

contractors.  Discrimination and/or harassment matters will be treated in a confidential 

manner to the extent possible and consistent with the Township’s ability to conduct an 

EEO investigation into the allegations. 

 

 

“Whistleblower” Policy 
 

Employees have the right under the “Conscientious Employee Protection Act” (“CEPA”) 

to report or complain about any activity, policy or practice that the employee reasonably 

believes is in violation of a law, rule, or regulation promulgated pursuant to law without 

fear of retaliation or reprisal. All reports and complaints made under this policy will be 

taken seriously and promptly investigated and must be submitted in written form by the 

employee to their immediate supervisor and/or the Township Administrator.   

 

This right shall be communicated to all employees annually and by way of a posted notice. 

The annual notice will contain the name of the person who is designated to receive written 

notification of policies or practices that might violate CEPA.  

 

The Township shall not take any retaliatory action or tolerate any reprisal against an 

employee for any of the following: 

 

• Disclosing or threatening to disclose to a supervisor, Department Head, the 

Township Administrator, other official, or to a public body an activity, policy or 

practice that the employee reasonably believes is in violation of a law, a rule, or 

regulation promulgated pursuant to law; or 

 

• Providing information to, or testifying 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 investigating, hearing or inquiry into quality of patient care; or 

 

• Providing information involving deception of, or misrepresentation to, any 

shareholder, investor, client, customer, employee, former employee, retiree or 

pensioner of the employer or any governmental entity; or 

 

• Providing 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, customer, employee, former 

employee, retiree or pensioner of the employer or any governmental entity; or 

 

• Objecting to, or refusing to participate in, any activity, policy or practice which the 

employee reasonably believes: (1) 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; (2) is fraudulent or 
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criminal; or (3) is incompatible with a clear mandate of public policy concerning 

the public health, safety or welfare or protection of the environment. 

 

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 

the Township by written notice and given the employer a reasonable opportunity to correct 

the activity, policy or practice. Such notice should be directed to the Township 

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 they have experienced retaliation, they should 

immediately report it under the Employee Complaint Policy in this Manual.  Any 

supervisor or Department Head receiving such report shall immediately report it to the 

Township Administrator.  Retaliation for making such report is also expressly prohibited 

by this policy.   

 

Employee Complaint Policy 
 

Employees, officials, volunteers, and/or independent contractors who observe actions they 

believe constitute sexual or other harassment, discrimination, retaliation, or any other 

workplace wrongdoing should immediately report the matter to their supervisor, or, if they 

prefer, to the Department Head, and/or the Township Administrator.  Reporting of such 

incidents is encouraged both when an individual feels that they have been a victim of 

harassment, discrimination, retaliation, or other workplace wrongdoing and when an 

individual believes they have observed harassment, discrimination, retaliation or 

workplace wrongdoing directed toward  other employees or individuals. Reports must be 

made in writing using the Employee Complaint form.  All reports of discrimination, sexual 

or other harassment, retaliation, or other wrongdoing will be promptly investigated by a 

person who is not involved in the alleged wrongdoing consistent with the Employee 

Complaint Investigation Procedures in this Manual and as otherwise appropriate under the 

circumstances.  Any supervisor or Department Head who receives a report of and/or 

observes discrimination, sexual or other harassment, or retaliation or receives any report or 

complaint under this policy shall immediately notify the Township Administrator. 

 

No person will be penalized in any way for reporting a complaint.  There will be no 

discrimination or retaliation against any individual who files a good faith complaint, even 

if the investigation produces insufficient evidence to support the complaint, and even if the 

charges cannot be corroborated.  There will be no discrimination or retaliation against any 

other individual who participates in the investigation of a complaint.  

 

If the investigation substantiates the complaint, appropriate corrective and/or disciplinary 

action will be swiftly pursued.  Actions taken internally to investigate and resolve 

harassment complaints will be conducted as confidentially as possible.  Any investigation 

may include interviews with the parties involved in the incident, and if necessary, with 

individuals who may have observed the incident or conduct or who have other relevant 
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knowledge and any other steps necessary to investigate the matter, including but not limited 

to review of documents, etc.  The complaining employee will be notified of the outcome 

of the investigation at the conclusion of the investigation within a reasonable time from the 

date of the report an incident.   
 

The Township will, to the maximum extent feasible, maintain the confidentiality of 

complaints on a need-to-know basis.  However, investigation of such complaints may 

require disclosure to the accused party and other witnesses in order to gather pertinent facts. 

If the employee has any question about what constitutes discrimination, harassment, sexual 

harassment, retaliation, or any other workplace wrongdoing, they may ask their supervisor, 

their Department Head, and/or the Township Administrator.  Employees who make a 

knowingly false EEO complaint are subject to being disciplined for same. 

 

This policy is applicable to all Township employees, officials, volunteers, and independent 

contractors. 

 

 

Grievance Policy 
 

A grievance is any formal dispute concerning the interpretation, application, and/or 

enforcement of any personnel policy or procedure of the Township.  Grievances from union 

employees will be handled pursuant to the terms of the applicable bargaining unit 

agreement.  All grievances from non-union employees must be presented within five 

working days.  Failure to report a grievance within such time shall be deemed as a waiver 

of the grievance.          

 

• Step One:  Any employee or group of employees with a grievance shall verbally 

or in writing communicate the grievance to the supervisor or Department Head who 

will discuss the matter with the Township Administrator.  The supervisor or 

Department Head will communicate the decision in writing to the employee within 

five (5) working days.  Failure to respond within the five (5) working daytime 

period shall be deemed a denial of the grievance. 

 

• Step Two:  If the employee is not satisfied with the decision, the employee must 

submit a written grievance to the Township Administrator detailing the facts and 

the relief requested.  The decision in step one will be deemed final if the employee 

fails to submit a written grievance within five working days of the step one decision.  

After consulting the Township Attorney and/or Labor Counsel as appropriate, the 

Township Administrator will render a written decision to the employee as soon as 

practicable under the circumstances following receipt of the written grievance.   

 

• Step Three:  Any party aggrieved after the Township Administrator issues a 

written decision may appeal the decision to the Grievance Committee.  The decision 

of the Grievance Committee shall be final and binding.   

 

These limitations do not apply to employee complaints made under the EEO/Anti-

Discrimination, Reasonable Accommodation, Anti-Harassment, the Anti-Sexual 
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Harassment Policy, or the Whistle Blower Policy which complaints are to be submitted 

and addressed under the Employee Complaint Policy. The above deadlines may be 

extended by written consent or notice of the Township Administrator to allow sufficient 

time for investigation and/or consideration. 

 

 

Access to Personnel Files Policy  
 

The official personnel file for each employee shall be maintained by the Township 

Administrator.  Personnel files are confidential records that must be secured and 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 which will 

not be accessible to managers or supervisors of the employee.  Medical records must be 

protected from unauthorized access and will be maintained in a folder kept separate from 

an employee’s personnel file.  Any employee may review their personnel file in the 

presence of the Township Administrator or their designee upon reasonable request. 

 

 

Conflict of Interest Policy 
 

Employees and Township 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 Township. Violations of this policy will result in appropriate discipline, up 

to and including termination.   

 

The Township recognizes the right of employees to engage in outside activities that are 

private in nature and unrelated to Township business.  However, business dealings that 

appear to create a conflict between the employee and the Township’s interests are unlawful 

under the New Jersey Local Government Ethics Act.  Under the Act, certain employees 

and officials are required to annually file with the Township Clerk a state mandated 

disclosure form.  The Township Clerk will notify employees and Township officials 

subject to the filing requirements of the Act.      

 

A potential or actual conflict of interest occurs whenever an employee including a 

Township official is in a position to influence a Township decision that may result in a 

personal gain for the employee or an immediate relative including a spouse 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 Township 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, immediately 

contact the Township Administrator or the Township Attorney to obtain clarification.   

 

Employees are allowed to hold outside employment as long as it does not interfere with 

their Township responsibilities.  Any outside employment is secondary to the person’s 

employment with the Township, which is primary at all times. If an employee is required 

to work mandatory OT, the fact they have outside employment is not a legitimate excuse 
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to not work mandatory OT. Employees are prohibited from engaging in outside 

employment activities during working hours or using Township time, supplies or 

equipment in the outside employment activities.  The Township Administrator may request 

employees to restrict outside employment if the quality of Township work diminishes.  Any 

employee who holds an interest in, or is employed by, any business doing business with 

the Township must submit a written notice of these outside interests to the Township 

Administrator.  

 

Employees may not accept donations, gratuities, contributions, or gifts that could be 

interpreted to affect their Township duties. Under no circumstances shall an employee 

accept donations, gratuities, contributions, or gifts from a vendor doing business with or 

seeking to do business with the Township or any person or firm seeking to influence 

Township decisions.  Employees are required to report to the Township Administrator any 

offer of a donation, gratuity, contribution, or gift including meals and entertainment that is 

in violation of this policy.   
 

 

Political Activity Policy 
 

Except as may be proscribed by other applicable rules and regulations, employees have 

exactly the same right as any other citizen to join political organizations and participate in 

political activities, as long as they maintain a clear separation between their official 

responsibilities and their political affiliations.  Employees are prohibited from engaging in 

political activities while performing their public duties and from using Township time, 

supplies or equipment in any political activity.  Any violation of this policy must be 

reported to the supervisor, Department Head, and/or the Township Administrator.   

 

 

Employee Discipline Policy 
 

An employee may be subject to discipline, up to and including immediate termination for 

performance deficiency and/or misconduct, including but not limited to the following: 

 

• Falsification of public records, including attendance and other personnel or 

employment records. 

 

• Harassment of co-workers and/or visitors. 

 

• Violation of the Township’s Equal Employment Opportunity and Anti-

Discrimination, Anti-Harassment, Anti-Sexual Harassment, Reasonable 

Accommodation, and/or Whistle Blower Policies. 

 

• Theft or attempted theft of property belonging to the Township, fellow employees 

or visitors. 

 

• Fighting, violence, or threats of violence 
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• Being impaired, under the influence of, or purchasing alcohol or illegal drugs on 

Township property or at any time during work hours. 

 

• Possession, sale, transfer or use of drugs or alcohol on Township property and at 

any time during work hours. 

 

• Insubordination.  

 

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

 

• Deliberate destruction or damage to Township or suppliers’ property. 

 

• Sleeping on the job. 

 

• Carrying weapons of any kind on Township premises and/or during work hours, 

unless carrying a weapon is a function of your job duties and is properly authorized. 

 

• Violation of established safety and fire regulations. 

 

• Unscheduled absence, chronic or excessive absence, and/or failure to report an 

absence. 

 

• Chronic tardiness and/or leaving early without authorization. 

 

• Unauthorized absence from work area, and/or roaming or loitering on the premises, 

during scheduled work hours. 

 

• Defacing walls, bulletin boards or any other Township or supplier property. 

 

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

 

• Unauthorized disclosure of confidential Township information. 

 

• Gambling on Township premises. 

 

• Horseplay, disorderly conduct and use of abusive and/or obscene language on 

Township premises or during working hours or while conducting Township 

business 

 

• Deliberate delay or restriction of your work effort, and/or incitement of others to 

delay or restrict their work effort. 

 

• Conviction of a crime or disorderly persons offense.  

 

• Conduct unbecoming a public employee. 

 

• Violation of Township policies, procedures, rules, and/or regulations. 
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• Violation of Federal, State or Township laws, rules, or regulations concerning drug 

and alcohol use and possession. 

 

• Misuse of public property, including motor vehicles. 

 

• Unauthorized use of computers, Internet, and email. 

 

• Rude or offensive behavior towards the public.  

 

• Other sufficient cause. 

 

In cases of employee performance deficiency and where appropriate employee misconduct, 

the Township believes in corrective action for the purpose of correcting undesirable 

behavior and preventing a recurrence of that behavior.  The corrective action taken will be 

related to the gravity of the situation, the number and kind of previous infractions and other 

circumstances.  In every case, employees will be given an opportunity to state the situation 

from their point of view.  

 

In order to correct undesirable behavior, supervisors and managers may utilize the 

following corrective tools:  verbal reprimand; written reprimand; suspension; or dismissal.  

At the discretion of the Township, action may begin at any step, and/or certain steps may 

be repeated or by-passed, depending on the severity and nature of the infraction and the 

employee’s work/disciplinary record. Certain misconduct will warrant immediate 

termination.  Discipline may negatively impact an employee’s ability to be promoted 

and/or receive raises. 

 

 

On-the-Job Injuries Policy 
 

An employee who experiences an on-the-job injury or work-related injury or exposure, 

shall immediately report the injury or exposure their supervisor, or if the supervisor is 

unavailable to another supervisor, manager, or the Township Administrator.  Employees 

are required to fully cooperate with the employer in processing coverage under worker’s 

compensation insurance and shall at all times provide complete and accurate information 

about any alleged workplace injury or exposure. Employees shall conduct themselves 

forthrightly and honestly in all phases of processing on-the-job injury claims. 

 

 

Resignation Policy 
 

An employee who intends to resign must notify the Department Head in writing at least 

two (2) weeks in advance.  After giving notice of resignation, employees are expected to 

assist their supervisor and co-employees by providing information concerning their current 

projects and help in the training of a replacement.  During the last two (2) weeks, the 

employee may not use paid time off except paid holidays and/or accrued unused New 

Jersey Earned Sick Leave.  The Department Head will prepare an Employee Action form 
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showing any pay or other money owed the employee.  The Township Administrator or 

their designee will conduct a confidential exit interview to discuss benefits including 

COBRA options, appropriate retirement issues and pay due.  A COBRA notification letter 

will be sent to the employee’s home address.  The exit interview will also include an open 

discussion with the employee.  On the last day of work, and prior to receiving the final 

paycheck, the employee must return the Employee Identification Card, all keys and 

equipment.  At this time, the employee will sign the termination memo designating all 

money owed and this memo will be retained in the official personnel file.   

 

An employee who provides appropriate notice under this Policy will be entitled to payout 

of accrued unused vacation.  In the absence of proper notice under this policy, the employee 

shall forfeit any accrued and unused vacation to the maximum extent permitted by law.  

Upon resignation, employees shall not be entitled to payout of sick or personal time, except 

as otherwise provided for in this Manual or required by law.  
 

Driver’s License Policy 
 

Any employee whose work requires that the operation of Township vehicles must hold a 

valid New Jersey State Driver's License.  

  

All new employees who will be assigned work entailing the operating of a Township 

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 be cause to deny or terminate 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 Township vehicle until such time as a valid license is obtained.  

  

Any employee performing work which requires the operation of a Township 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 within three days, is subject 

to disciplinary action, including demotion or termination.  An employee who fails to 

immediately report such revocation or suspension to their supervisor and continues to 

operate a Township vehicle shall be subject to discipline, up to and including termination.  

 

Any information obtained by the Township in accordance with this section shall be used 

by the Township 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 seq.). 

 

 

Vehicle Use Policy 
 

Township owned vehicles shall be used only on official business and all passengers must 

be on Township business.  An employee who also is employed by another governmental 
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entity may use a Township vehicle for that employment only if the employment is pursuant 

to an inter-local agreement between the Township and the other jurisdiction.   

 

Unless an employee receives permission from the Township Administrator, Township 

owned vehicles shall be used only on official business and all passengers must be on 

Township business.   

 

Vehicles may be taken home only with the advance approval of the Township 

Administrator, except the Mayor or other designee may also grant temporary approval to 

facilitate responses to after-hours emergency calls.  When an employee takes home a 

Township of Cranford vehicle, it is to be used only for official Township of Cranford  

business.  No other use is permitted.  At no time shall minors or non-Township personnel 

be in the Township of Cranford vehicle when responding to an emergency.  Any violation 

of this policy constitutes cause for disciplinary action, up to and including immediate 

termination.  Employees utilizing Township vehicles must also be in compliance with the 

Township Driver’s License Policy contained herein. 

 

Any accident involving a Township vehicle or equipment must be immediately reported to 

the employee’s Department Head and the Township Administrator.   

 

 

SECTION TWO 

Workplace Policies 
 

Attendance Policy 
 

All employees are expected to be at work and ready to assume their duties at the beginning 

of the scheduled workday.  Lateness and absence will be tolerated only in emergencies or 

when the supervisor gives prior approval.  Absent extenuating circumstances, absences 

must be reported to the supervisor at least one (1) hour prior to the start of the normal 

workday except as otherwise provided by the New Jersey Earned Sick Leave Law. The 

working hours for departments are established by departmental procedures and bargaining 

unit agreements.  

 

 

Early Closing and Delayed Opening Policy  
 

In the event of inclement weather or other unsafe conditions, the Township Administrator 

may authorize Department Heads to close operations earlier than the normal working 

hours.  If conditions exist prior to scheduled openings, the Township Administrator shall 

notify Department Heads of a delayed opening and a new opening time.  Each Department 

will have a calling system in place.  If the employee chooses not to report to work, a full 

vacation day or compensatory time will be charged.  Sick time may only be charged for a 

legitimate illness or other qualifying reason under the New Jersey Earned Sick Leave Law 

(“NJESLL”).  If work is called off for the day, no time will be charged for the day.  This 
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provision does not apply to the Department of Public Works, Police, Fire, Emergency 

Services, or any personnel who may be required to assist in an emergency. 

 

 

Breaks 
 

Administrative personnel are entitled to a one (1) hour lunch that is to be arranged by the 

supervisor so that offices have coverage and continue to function.  Other employees are 

entitled to a one (1) hour lunch break, which will be scheduled by the supervisor, or to such 

breaks as may be provided for in applicable union or employment contracts.   

 

 

Dress Code Policy 
 

It is the policy of the Township that each employee's dress, grooming, and personal hygiene 

should be appropriate to the work situation.  Uniforms are required for certain jobs and are 

to be worn in accordance with applicable departmental standards.  All other employees are 

expected at all times to present a professional, business-like image to the public.  

 

The personal appearance of all Township workers and employees is governed by the 

following standards: 

A. Office workers and employees are expected to dress in a manner that is normally 

acceptable in professional business establishments. The wearing of inappropriate 

or tight fitted clothing and other revealing attire is not appropriate.  Dungarees, 

jeans, jean material, athletic clothing, sweatshirts, shorts, tank tops, halter tops, tube 

tops, gym-attire, sleepwear, oversized shirts, tops with bare shoulders (unless worn 

under another blouse or jacket), mini-skirts, leggings, sneakers, flip-flops, T-shirts, 

hats, and similar items of casual attire are not permitted, as they do not present a 

business-like appearance. 

 

B. Offensive tattoos must be covered (obscene graphics and/or words). 

 

C. On Fridays between Memorial Day and Labor Day, the Township Committee may, 

at its discretion, allow employees to dress in a more casual fashion than is normally 

required.  On such occasions, employees are still expected to present a neat 

appearance and are not permitted to wear ripped or disheveled clothing, athletic 

wear, or other similarly inappropriate clothing. 

 

D. Employees who are provided with uniforms shall wear same during performance 

of duties, except for specific approved assignments. 

 

E. Should there be any question regarding acceptable or unacceptable attire, 

employees should contact their supervisor or Department Head. 

 

F. These general guidelines do not address every type of clothing.  Management 

reserves the right to determine if clothing is inappropriate, unprofessional or 

revealing. An employee may be sent home for inappropriate attire.   
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No Smoking Policy 
 

The New Jersey Legislature has declared that in all governmental buildings the rights of 

non-smokers to breathe clean air supersedes the rights of smokers.  In accordance with 

State law, the Township has adopted a smoke-free policy for all buildings.  Township 

facilities shall be smoke-free, and no employee or visitor will be permitted to smoke 

anywhere in Township buildings.  Employees are permitted to smoke only outside 

Township buildings and such locations as not to allow the re-entry of smoke into building 

entrances.  Smoking inside vehicles owned by the Township and near equipment that may 

be sensitive to smoke also is prohibited.  This policy shall be strictly enforced, and any 

employee found in violation will be subject to disciplinary action, up to and including 

immediate termination. 

 

 

Communication Device Usage Policy 
 

The use of hand-held cell phones, “smart” phones, or other digital or cellular 

communication or recreational devices while driving Township vehicles or while driving 

on Township business is prohibited. 

 

 

E-Mail, Voice Mail and Internet Usage Policy 
 

The Township provides certain employees access to the internet at both desktop and remote 

locations.  This access may include an e-mail account designated to the employee 

specifically or to the department in general. All employees with such access are affected 

by this policy.  Violations of this policy may result in disciplinary action up to and 

including termination.   

 

Computers, computer files, e-mail, voice mail, the Internet and software furnished to 

employees by the Township are the property of Township and intended for business use 

only.  Employees shall have no reasonable expectation of privacy in communications on 

telephone voice mail or on the Internet.  All e-mail, voice mail, and Internet messages are 

official documents, and may be subject to the provisions of the Open Public Records Act. 

 

The Township reserves the right to monitor, obtain, review, and disclose all E-Mail 

messages, computer files, voice mail and Internet messages on the computer and 

communications systems of the Township deemed necessary and appropriate.  By using 

Township E-Mail, computer systems, voice mail and the Internet, each user agrees that the 

Township has unrestricted access and the right to disclose all information communicated 

or stored on the E-Mail, computer systems, voice mail, and the Internet for any security, 

health, employment, or other legitimate business reason.  Legitimate reasons also include 

systems maintenance, message routing, retrieval of business information, trouble-shooting 

hardware and software problems, preventing system misuse, protecting confidential 
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proprietary information, ensuring compliance with software license policies and complying 

with legal and regulatory requests for information.  E-mail shall not be used to harass, 

torment, or disparage another party.  Offensive and harassing communications are 

unacceptable and prohibited.  

 

All use of the Township’s computer system and devices must be in accordance with 

Township Policy, including, but not limited to the Equal Employment Opportunity and 

Anti-Discrimination, Anti-Harassment, Anti-Sexual Harassment, Reasonable 

Accommodation, and Whistleblower Policies.  

 

Employees may download only those items that are required for proper function of their 

computer, or that are required within the scope necessary to perform their duties.  All other 

downloads are prohibited.  These downloads include, but are not limited to, music, movies 

and games.   

 

Employees are advised that the Township takes reasonable steps to protect all computers 

from outside exposure.  The Township is not responsible for any employee’s personal 

information that an outside source gains from piggybacking a transmission or hacking.  

This information includes, but is not limited to, banking information, passwords used in 

other dealings, and personal information.  

 

E-mail may not be used to solicit others for commercial ventures, religious or political 

causes, outside organizations, or other non-business matters. 

 

Employees are prohibited from wiping or formatting their hard drives at any time. 

Employees also are prohibited from copying their hard drives prior to resignation and/or 

retirement without the express written approval of the Administrator. Also, no external 

USB and/or hard drives should be connected to Township computer equipment without the 

express written approval of the Administrator.  Employees are prohibited from performing 

Township work on their own personal devices. 

 

 

 

Bulletin Board Policy 
 

The bulletin boards located in the Township administrative building and other facilities are 

intended for official notices regarding policies, procedures, meetings and special events.  

Only personnel authorized by the Township Administrator may post, remove, or alter any 

notice.   
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SECTION THREE 

Paid and Unpaid Time-Off Policies 
 

Scope  
 

These policies cover non-union and non-contract employees.  They also cover such 

employees to the extent that their employment agreements do not cover these issues. 
 

Paid Holiday Policy 
 

Each year, the Township Committee will pass a resolution designating the holidays that 

shall be paid holidays for all non-union and non-contract employees and those employees 

whose employment agreements do not provide otherwise. 

 

Vacation Leave Policy: 
 

Vacation Leave will be based on the following schedule for full-time employees defined 

for purposes of this Vacation Leave Policy as employees who are scheduled to work 30 or 

more hours per week: 

 

• In the first year of employment, employees will accrue vacation at a rate of .416 

days per months to a maximum of one week of vacation.  The number of hours of 

vacation shall reflect the employee’s scheduled work week.  For example, an 

employee who works 35 hours per week will be entitled to up to 35 hours (one 

week) of vacation during their first year of employment. 

 

• After one (1) year of employment, vacation will be as follows:   

- Department Managers: Four (4) weeks;  

- Supervisors:  Three (3) weeks 

- Administrative Clerical:  Two (2) weeks 

 

• After five (5) years of employment with the Town:   

- Administrative Clerical:  Three (3) weeks 

 

• After fifteen (15) years of employment with the Town:    

- Supervisors: Four (4) weeks 

- Administrative Clerical: Four (4) weeks 

 

• After twenty-five (25) years:    

- Department Managers: Five (5) weeks 

- Supervisors: Five (5) weeks 

- Administrative Clerical: Five (5) weeks 

 

Part-time employees hired after January 1, 2021 and employed in excess of six (6) months 

will receive one week of vacation in the calendar year after employment commences (or 
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prorated amount based upon their first 6 months of employment) and two full weeks in the 

second calendar year of their employment.   Employees hired before January 1, 2021, will 

continue to receive two weeks of vacation prorated to their scheduled weekly hours.  Part 

time employees hired after January 1, 2021, shall not be entitled to and will not accrue any 

vacation in their first 6 months of employment. 

 

All vacation will be accrued monthly based upon the employee’s total available annual 

vacation divided by 12. 

 

Accrued earned vacation will be paid out to employees upon separation from employment 

with the Town of Cranford.  

 

All vacation schedules must be submitted by Department Heads for themselves and their 

employees to the Township Administrator no later than March 1st of the year in which the 

vacation will be taken. 

 

Any unused vacation may only be carried into the succeeding year upon written request 

prior to year-end and with the recommendation of the Department Head to the Township 

Administrator, and the written approval of the Township Committee or its designee and 

such carry-over will be limited to five (5) days and must be used before June 1 of the 

following year or it will be forfeited. 

 

Any employee retiring during any year shall be entitled to pro-rated vacation benefits for 

the retirement year. 

 

 

Personal Leave Policy: 
 

Full time employees defined for purposes of this policy as employees scheduled to work 

30 or more hours per week are entitled to three (3) personal days per year after their first 

full year of employment. Unused personal days are forfeited at the end of each calendar 

year and/or upon separation from employment with the Town of Cranford.  

 

Part time employees (scheduled to work less than 30 hours per week) are not entitled to 

personal days. 

 

Employees shall be entitled to utilize their full complement of personal days beginning on 

January 1 following their first full year of employment with the Township.    

 

New Jersey Earned Sick Leave Policy 
 

All Township employees are entitled to paid sick leave in accordance with the provisions 

of the New Jersey Earned Sick Leave Law, N.J.S.A. 34:11D-1, et seq. (“ESLL”) and as set 

forth in this policy.  This sick leave shall be referred to as “ESLL sick leave.” Employees 

may use ESLL sick leave for any of the following reasons in accordance with the ESLL: 
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• For diagnosis, care, or treatment of, or recovery from, the employee’s mental or 

physical illness, injury or other adverse health condition, or for preventive medical 

care for the employee; 

• For the employee to aid or care for a covered family member (as defined below) 

during diagnosis, care, or treatment of, 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; 

o A family member includes: child, grandchild, sibling, spouse, domestic 

partner, civil union partner, parent; or grandparent of an employee; or a 

spouse, domestic partner, or civil union partner of a parent or grandparent 

of the employee; or a sibling of a spouse, domestic partner, or civil union 

partner of the employee; or any other individual related by blood to the 

employee or whose close association with the employee is the equivalent of 

a family relationship. 

• Absence necessary due to circumstances resulting from the employee, or a family 

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 injury 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) 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 or because of a state of emergency declared by the 

Governor, due to an epidemic or other public health emergency; (b) the declaration 

of a state of emergency by the Governor, or the issuance by a health care provider 

or the Commissioner of Health or other public health authority 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, would jeopardize the health of others; (c) 

during a state of emergency declared by the Governor, or upon the 

recommendation, direction, or order of a healthcare provider or the Commissioner 

of Health or other authorized public official, the employee undergoes isolation or 

quarantine, or cares for a family member in quarantine, as a result of suspected 

exposure to a communicable disease and a finding by the provider or authority that 

the presence in the community of the employee or family member would 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 

for 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 

 

The benefit year shall be the calendar year for purposes of the ESLL.  
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Full-time employees who have worked less than 12 months shall accrue eight (8) hours of 

ESLL sick leave for each full calendar month worked, up to a maximum of forty (40) hours 

of ESLL sick leave during the first calendar year.  After the first calendar year, full-time 

employees shall receive forty (40) hours of ESLL sick leave for each calendar year of full-

time employment, which will be awarded on January 1. For purposes of this policy, full-

time employees shall include employees who work 35 or more scheduled hours per week.  

 

All other employees will accrue ESLL sick leave at a rate of 1 hour of ESLL sick leave for 

every 30 hours worked, up to a maximum of forty (40) hours per calendar year, beginning 

immediately upon their employment.  Employees in this category may not use ESLL sick 

time for 120 days after their employment commences.   

 

Unused accrued ESLL sick leave will carry over from the year in which it is earned into 

the following calendar year, however, employees may not utilize more than forty (40) hours 

of ESLL sick leave in any calendar year.  Any unused accrued ESLL sick time balance 

which exceeds forty (40) will automatically be rolled into the employee’s Extended Illness 

Bank sick leave as described in the Extended Illness Bank Sick Leave Policy below. This 

rollover provision is only applicable to full time employees.  ESLL sick leave for all other 

employees shall roll over into the following calendar year as ESLL leave, however, they 

shall be limited to using 40 hours of ESLL leave per year.  

 

Use of paid ESLL leave in increments of three (3) or more working days must be 

substantiated by reasonable documentation demonstrating that leave was taken for a 

purpose permitted by the ESLL.  

 

ESLL may be taken in full day, half day, or two-hour increments. ESLL can be taken in 

hourly or portion of an hour increments with a minimum of a two-hour increment. 

 

An employee wishing to utilize ESLL sick leave shall notify their Department Head of the 

need for such ESLL sick leave and the anticipated duration, when foreseeable, seven (7) 

days prior to commencement of the ESLL sick leave, or if seven (7) days’ notice is not 

possible, as far in advance of the foreseeable ESLL sick leave as practicable.  When using 

foreseeable ESLL sick leave, employees shall make reasonable efforts to schedule such 

use of ESLL sick leave in a manner that does not to unduly disrupt operations.  When an 

employee’s need to utilize ESLL sick leave is not foreseeable, the employee shall notify 

their Department Head as soon as practicable of the need for ESLL sick leave and the 

anticipated duration, following departmental call-in procedures to the extent possible under 

the circumstances. Department Heads shall report all absences due to use of ESLL leave to 

the Township Administrator’s Office via the automated payroll and time reporting system. 

 

Abuse of ESLL sick leave is a serious offense and will subject the employee to disciplinary 

action, up to and including termination.  Abuse of ESLL sick leave is defined as use of 

ESLL sick leave for reasons not authorized by the ESLL. 

 
No employee shall be retaliated against for requesting or utilizing ESLL sick leave in accordance 

with the ESLL or this policy, informing any individual of their rights under the ESLL and/or filing 

a claim or complaint for alleged violations.  Concerns about retaliation should immediately be 

report under the Complaint Policy. 
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Request for and/or use of ESLL sick leave will not be counted as an absence resulting in discipline, 

termination, demotion, suspension, loss or reduction of pay, or result in any other adverse action 

and will not be counted as an occurrence for purposes of any Attendance Policy. 

 

ESLL sick leave shall not be subject to payout upon separation of employment.  Employees who 

return to employment within 6 months will have their unused accrued ESLL sick leave balance 

reinstated upon rehire. 

 

 

Extended Illness Bank Sick Leave 
 
Full time employees, defined for purposes of this policy as employees who are scheduled 

to work 35 or more hours per week are entitled to fifty (50) hours of extended illness bank 

sick leave (“EIB sick leave”) per year.  EIB sick leave is to be used in cases where the 

employee is ill or injured and is unable to work, or in the cases of the illness or injury of 

the employee’s family member.  No other category of employees shall be entitled to EIB 

sick leave.  Where an employee is absent from work for a reason which qualifies for ESLL 

and EIB sick leave, it is the employee’s option to elect which leave will be used.   

 

Once a full-time employee who has worked for the Township for less than 12 months has 

accrued the maximum forty (40) hours of ESLL sick leave permissible under the New 

Jersey Earned Sick Leave Policy leave pursuant to the ESLL, in all future months for the 

remainder of their first calendar year of employment, the employee shall earn 7.5 hours of 

EIB sick leave. 

 

Employees absent on EIB sick leave for five (5) or more consecutive working days must 

submit a healthcare provider verification of the employee’s or family member’s serious 

illness or injury.  Where an employee utilizes more than five (5) EIB sick leave days in a 

calendar year, a healthcare provider verification of the need for leave must be submitted 

for all absences thereafter.  Prior to returning to work following ESLL and/or EIB sick 

leave as a result of the employee’s own serious health condition, the Township may require 

an employee to provide verification of the employee’s ability to return to work and safely 

perform the essential functions of their position, with or without reasonable 

accommodation.   

 

EIB sick leave accrual balances will automatically be carried over into the subsequent 

calendar year, however, employees shall not be permitted to carry over in excess of 200 

days (1500 hours) of accrued EIB sick leave into a new calendar year.   

 

All accrued and unused sick time shall automatically become part of the full-time 

employee’s EIB sick leave accrual subject to the carry-over rules set forth in this policy.   

 

Upon retirement only, employees shall be entitled to payout of 25% of their EIB time up 

to a maximum of 32.5 days to the maximum extent consistent with applicable law.  

Employees separating employment with the Town of Cranford for any other reason shall 

not be entitled to payout of EIB time. 
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Employees may donate EIB time to another employee with the approval of the Township 

Administrator. 

 

 

Bereavement Leave Policy 
 

Employees are entitled to a leave of absence from the date of death to the date of burial for 

each death of an employee’s immediate relative.  “Immediate relative” includes spouse or 

significant other, civil union partner, child, parent, stepchild, sibling, grandparents, 

daughter-in-law, civil union partner, son-in-law, grandchildren, niece, nephew, uncle, aunt, 

or any person related by blood or marriage residing in an employee’s household.  

Employees are paid for all working days during the Bereavement Leave.  Employees may 

be required to prove their familial relationship to the decedent to qualify for bereavement 

leave. 

 

 

Jury Duty Policy  
 

An employee required to render jury service shall be entitled to be absent from work during 

that service and will be paid the difference between any payment received for jury duty 

and the employee’s regular salary.  Employees may be required to prove their attendance 

at jury duty to qualify under this policy. 

 

 

Leave of Absence Policy 
 

Employees may be granted a personal leave of absence for up to six (6) months at the sole 

discretion of the Township Committee, which shall consider as part of its decision if the 

leave will cause undue operational disruption.  The leave must include the use of any 

accrued vacation and applicable accrued EIB time, regardless of the length of leave 

requested.  The portion of the leave that runs beyond the exhaustion of vacation and sick 

leave will be without pay.  In exceptional circumstances, the Township Committee, or 

governing body, if appropriate, may extend a leave of absence for an additional six (6) 

months, if such extension is considered in the best interests of the Township. 

 

Personal leaves are not granted for the purpose of seeking or accepting employment with 

another employer, or for extended vacation time.  Employees on personal leave of absence 

for more than two (2) weeks in any month will not receive holiday pay, and will not accrue 

personal leave, sick leave or vacation time for that month.  Health benefits may also be 

impacted.   A personal leave is granted with the understanding that the employee intends 

to return to work for the Township.  If the employee fails to return within five (5) business 

days after the expiration of the leave, the employee shall be considered to have resigned.   
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Family and Medical Leave Policy 
 

A leave of absence may be granted in accordance with the provisions and requirements of 

the federal Family and Medical Leave Act (“FMLA”) (29 U.S.C.§ 2601, et seq.) and/or the 

New Jersey Family Leave Act (“NJFLA”) (N.J.S.A. 34:11 B-1, et seq). 

 

FMLA Policy 

 

THE FAMILY AND MEDICAL LEAVE 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.1 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. 

 

1. EMPLOYEE ELIGIBILITY 

 

To be eligible for FMLA benefits, an employee must: 

 

a) have worked for the Township 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 Township employs 50 or more employees within a 75-mile 

radius of the site. 

The Township Administrator will determine if the employee meets the eligibility 

requirements. 

 

2. LEAVE ENTITLEMENT 

 

An eligible employee may take up to a total of twelve (12) workweeks of FMLA leave 

during any twelve (12) month period for one or more of the following reasons: 

 

• Incapacity due to pregnancy, prenatal medical care or childbirth; 

• To care for the employee’s child after birth, or placement with the employee of a 

child for adoption or foster care; 

 
1  An eligible employee may utilize up to twenty-six (26) weeks of FMLA leave for care of a covered service 

member with a serious injury or illness. 
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• 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; 

• 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).2 

The Township will calculate the FMLA “leave year” as the one-year period forward of the 

first date FMLA leave is taken.3   

 

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. FMLA leave will also run 

concurrently with any New Jersey Family Temporary Disability Insurance (“NJFTDI”) 

and/or Workers’ Compensation benefits.  Additional information about NJFTDI and/or 

Workers’ Compensation benefits is available from the Township Administrator. 

 

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 LEAVE 

 

 
2 A “covered service member” 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. 
3 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 Township 

Administrator. 
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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. 

 

• 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 Township 

Administrator’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 Township permitted for birth or 

placement of a child, the Township may assign an employee to an alternative 

position with equivalent pay and benefits that better accommodates the 

employee’s intermittent or reduced leave schedule. 

• Employees must make reasonable efforts to schedule leave for planned medical 

treatment so as not to unduly disrupt the Township’s operations. 

 

4. PAY WHILE ON LEAVE 

 

FMLA leave will be unpaid unless the employee has available applicable earned paid time 

off.   In the event the employee has such available earned paid time off, in lieu of unpaid 

FMLA, the employee must first use any applicable EIB sick leave and earned vacation time 

in the order requested by the employee, however, the employee may elect to reserve (i.e., 

not use) up to 10 days of vacation and their personal time.  At the employee’s election, the 

employee may first or also utilize any accrued ESLL sick leave.  Use of accrued paid time 

off will be counted as FMLA leave.   Once such applicable paid time off is exhausted or to 

the extent the employee elects not to utilize applicable ESLL sick time, the remainder of 

the FMLA leave will be unpaid. 

 

While on unpaid FMLA leave, employees will be required to submit the employee’s 

monthly health insurance contribution. 

 

Employees who qualify for New Jersey Family Temporary Disability (“NJFTDI”) benefits 

under the New Jersey Temporary Benefits Law, N.J.S.A. 43:21-25, et seq., will NOT be 

required to utilize any accrued paid time off during any period of NJFTDI benefits.  

However, employees may elect to utilize accumulated ESLL and/or EIB sick leave, 

vacation, and personal time to supplement NJFTDI benefits or in lieu of such benefits 

concurrent with FMLA leave. Leave entitlement under the FMLA and/or NJFLA will 

continue to be exhausted concurrent with receipt of NJFTDI benefits.  FMLA will also run 

concurrently with any workers’ compensation benefits. 
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Alternatively, employees may elect not to use accumulated paid leave, and instead accept 

the weekly amount paid by the State covered by the NJFTDI benefits program, which will 

run concurrently with FMLA and/or NJFLA leave and may be supplemented with accrued 

paid time off not to exceed the employee’s regular compensation. Employees who select 

this option may utilize accrued paid leave to supplement NJFTDI benefits up to (but not 

exceeding) the full amount of the employee’s regular compensation. Following exhaustion 

of any benefits under the NJFTDI program, employees must resume utilization of 

accumulated EIB sick leave, vacation or personal time until same is exhausted (subject to 

permissible reservation noted above), and may, at their election utilize accrued ESLL sick 

time, after which any remaining FMLA leave will be unpaid.  Additional information about 

NJFTDI benefits is available from the State of New Jersey Department of Labor and 

Workforce Development Division of Temporary Disability Insurance or online at 

https://myleavebenefits.nj.gov/worker/fli/. 

 

The Township is responsible for designating an employee’s use of paid time off as FMLA 

leave, based upon information from the employee. 

 

5. HEALTH 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,4 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 

• 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 

 
4   Prenatal care also qualifies as a “serious health condition” under the FMLA. 

https://myleavebenefits.nj.gov/worker/fli/
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• Christian Science practitioners listed with the First Church of  Christ, Scientist in 

Boston, Massachusetts; or 

• Any health care provider recognized by the Township or the Township’s group 

health plan benefits Manager. 

 

6. MAINTENANCE OF HEALTH 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 Township for timely 

payment of premiums. 

 

In some instances, the Township 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 their original 

job, or to an equivalent job with equivalent pay, benefits, and other terms and conditions 

of employment.  If the Township should experience a reduction in force or layoff, an 

employee who would have been affected by such a reduction in force or layoff had they 

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 or production. 

 

9. KEY EMPLOYEES 

 

Under specified and limited circumstances where restoration to employment will cause 

substantial and grievous economic injury to its operations, the Township 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 Township will: 

 

• Notify the employee of their 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 Township decides that it will deny job 

restoration and explain the reasons for this decision;  
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• 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 

 

NOTIFICATION 

Employees seeking to use FMLA leave are required to provide thirty (30) day 

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 Township 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 Township if the requested leave is for a reason for which FMLA was 

previously taken or certified. 

 

The Township 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 Township ’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 Township 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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There shall be no retaliation against any employee for exercising their rights under the 

FMLA and/or for requesting or taking leave and no interference with FMLA rights. 

Likewise, an employee may not be terminated, harassed, threatened, or otherwise 

discriminated against or retaliated against with respect to compensation, terms, conditions, 

or privileges of employment because the employee has requested or received NJFTDI 

benefits, including retaliation by refusing to restore the employee following a period of 

leave.   Any such concerns should be immediately reported under the Complaint Policy. 

 

12. QUESTIONS 

 

Any questions regarding this policy or FMLA leave should be directed to the Township 

Administrator. 

 

New Jersey Family Leave Act Policy: 
 

II. THE NEW JERSEY FAMILY LEAVE 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 Township for a total of twelve (12) months; and 

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

(12) months. 

The Township Administrator will determine if the employee meets the eligibility 

requirements. 

 

2. LEAVE ENTITLEMENT 

 

An eligible employee may take up to a total of twelve (12) workweeks of FLA leave 

during any twenty-four (24) month period for one or more of the following reasons: 

 

• For the birth of a child of the employee (including a child of a parent pursuant 

to a valid written agreement between the parent and a gestational carrier); or 

• For the placement with the employee of a child for adoption or foster care; or 
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• To care for the employee’s family member (spouse, civil union partner, 

domestic partner, child (regardless of age), parent, parent-in law, sibling, 

grandparent, grandchild, or any other individual related by blood to the 

employee, and any other individual the employee shows to have a close 

association with the employee which is the equivalent of a family relationship) 

with a serious medical condition; or 

• In the event of a state of emergency declared by the Governor, or when 

indicated to be needed by the Commissioner of Health or other public health 

authority, an epidemic of a communicable disease, a known or suspected 

exposure to the communicable disease, or efforts to prevent spread of a 

communicable disease, which: (a) requires in-home care or treatment of a child 

due to the closure of the school or place of care of the child of the employee, by 

order of a public official due to the epidemic or other public health emergency; 

(b) prompts the issuance by a public health authority of a determination, 

including by mandatory quarantine, requiring or imposing responsive or 

prophylactic measures as a result of illness caused by an epidemic of a 

communicable disease or known or suspected exposure to the communicable 

disease because the presence in the community of a family member in need of 

care by the employee, would jeopardize the health of others; or (c) results in the 

recommendation of a health care provider or public health authority, that 

a family member in need of care by the employee voluntarily undergo self-

quarantine as a result of suspected exposure to a communicable disease because 

the presence in the community of that family member in need of care by the 

employee, would jeopardize the health of others. 

The Township will measure the two-year FLA period as the period forward of the first 

date on which FLA leave is used.   

 

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, 

if an employee takes FMLA because of their 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 the employee is still on FMLA disability leave, the intervening 

birth, adoption, placement for foster care, 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 their own disability, the leave does not simultaneously count 

against the employee’s FLA entitlement.   After the employee is released by their 

healthcare provider, any remaining FMLA leave will run concurrently with the 

employee’s FLA leave entitlement. 

 

Leave for birth of the employee’s child or placement for adoption or foster care of a 

child with the employee must be commenced within twelve (12) months of the birth or 

placement of that child. 
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3. INTERMITTENT LEAVE OR REDUCED LEAVE 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. 

 

• NJFLA leave may be taken intermittently in connection with the birth or placement 

of a child for adoption or foster care, however, such intermittent leave must be 

scheduled so as not to unduly disrupt operations, and if possible, prior to the 

commencement of the intermittent leave, the employee must provide the Township 

with a regular schedule of the days or days of the weeks on which intermittent leave 

will be taken for this purpose. 

• 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. 

• The Township reserves the right to temporarily transfer an employee using FLA on 

a reduced schedule or intermittent basis to another position, which the employee is 

qualified to perform, and which better accommodates recurring periods of leave, 

for the duration of the leave period.  Such alternative position will provide 

equivalent pay and benefits.  Once the reduced schedule or intermittent leave is no 

longer necessary, the employee will be returned to the same or equivalent job they 

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 Township. 

 

4. PAY WHILE ON LEAVE 

 

FLA leave will be unpaid unless the employee has available applicable earned paid time 

off.   In the event the employee has such available earned paid time off, in lieu of unpaid 

FLA, the employee must first use any applicable EIB sick leave and earned vacation, 

however, the employee may elect to reserve (i.e., not use) up to 10 days of vacation and 

their personal time.  At the employee’s election, the employee may first or also utilize any 

accrued ESLL sick leave.  Use of accrued paid time off will be counted as FLA leave.  

Once such applicable ESLL time off is exhausted or to the extent the employee elects not 

to utilize applicable ESLL sick time, the remainder of the FLA leave will be unpaid. 

 

 The Township Administrator is responsible for designating an employee’s use of paid leave 

as FLA leave, based upon information from the employee. 
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While on unpaid leave, employees will be required to submit the employee’s monthly 

health insurance contribution. 

 

Employees who qualify for New Jersey Family Temporary Disability (“NJFTDI”) benefits 

under the New Jersey Temporary Benefits Law, N.J.S.A. 43:21-25, et seq., will NOT be 

required to utilize any accrued paid time off during any period of NJFTDI benefits.  

However, employees may elect to utilize accumulated EIB and/or ESLL sick leave, 

vacation, or personal concurrent with NJFLA leave to supplement available benefits or in 

lieu of such benefits. \Leave entitlement under the FMLA and/or NJFLA will continue to 

be exhausted concurrent with NJFTDI benefits. 

 

Alternatively, employees may elect not to use accumulated paid leave, and instead accept 

the weekly amount paid by the State, which will run concurrently with FMLA and/or FLA 

leave. Employees who select this option may utilize accrued paid leave to supplement 

NJFTDI benefits up to (but not exceeding) the full amount of the employee’s regular 

compensation. Following exhaustion of any benefits under the NJFTDI program, 

employees must resume utilization of accumulated EIB sick leave, vacation and personal 

or may elect to utilize accrued ESLL sick time until same is exhausted, after which any 

remaining FLA leave will be unpaid.  

 

Additional information about NJFTDI benefits is available from the State of New Jersey 

Department of Workforce Development Division of Temporary Disability Insurance or 

online at https://myleavebenefits.nj.gov/worker/fli/ 

 

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 

ii. 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; 

https://myleavebenefits.nj.gov/worker/fli/
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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 

 

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 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 Township for timely payment of premiums. 

 

7. JOB RESTORATION 

 

Generally, upon return from FLA leave, the employee will be restored to their original job 

or to an equivalent job with like seniority, status, employment benefits, pay and conditions 

of employment.   

 

If the Township should experience a reduction in force or layoffs, an employee who would 

have been affected by such a reduction in force or layoff had they 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 Township 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 Township, upon notice to such employee.  If such leave has already commenced, 
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such employee shall be given ten (10) working days to return to work.  Certain employees 

may be required to submit to a fitness for duty examination prior to returning to work. 

 

8. NOTICE AND CERTIFICATION 

 

When FLA leave is sought due to the birth of the employee’s child or placement of a child 

for adoption or foster care with the employee, the employee must provide at least thirty 

(30) days’ notice of the intention to take continuous FLA leave when reasonably 

practicable.   If thirty (30) days’ notice of continuous leave is not practicable, such as 

because of a lack of knowledge of approximately when leave will be required to begin, a 

change in circumstance, or a medical emergency, notice must be given as soon as 

practicable.  An employee must give as notice as is reasonable and practicable manner in 

connection with continuous leave for the care of a family member with a serious health 

condition. 

 

An employee must provide fifteen (15) days’ notice of intermittent NJFLA leave, unless 

an emergency or other unforeseen circumstance precludes prior notice. 

  

An employee requesting FLA leave in order to care for the employee’s seriously family 

member 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 their rights under the FLA 

and/or for requesting or taking leave and no interference with FLA rights. Likewise, an 

employee may not be terminated, harassed, threatened, or otherwise discriminated against 

or retaliated against with respect to compensation, terms, conditions, or privileges of 

employment because the employee has requested or received NJFTDI benefits, including 

retaliation by refusing to restore the employee following a period of leave.    Any such 

concerns should be immediately in accordance with the Complaint Policy. 

 

10. QUESTIONS 

 

Any questions regarding this policy or FLA leave should be directed to the Township 

Administrator. 

 

 

 NJ SAFE Leave Policy 
 

Policy: 

The New Jersey Security and Financial Empowerment Act (“NJ SAFE Act”), P.L. 2013, 

c.82, provides that certain employees are eligible to receive an unpaid job protected leave 

of absence, for a period not to exceed 20 days in a 12-month period, to address 

circumstances resulting from domestic violence or a sexually violent offense where the 

employee or family member is a victim. It is the policy of the Township to allow leave in 

compliance with the requirements of the NJ SAFE Act.  
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Procedure: 

 

To be eligible for NJ SAFE Act leave, the employee must have been employed by the 

Township for a total of twelve (12) or more months and have worked at least 1,000 hours 

during the immediately preceding 12-month period. Leave under the NJ SAFE Act may be 

taken by an employee who is a victim of domestic violence, as that term is defined in 

N.J.S.A. 2C:25-19, or a victim of a sexually violent offense, as that term is defined in 

N.J.S.A. 30:4-27.6. Leave may also be taken by an employee whose child (regardless of 

age), parent, parent-in-law, spouse, civil union or domestic partner, sibling, grandparent, 

grandchild, or any individual related by blood to the employee, and any other individual 

that the employee shows to have a close association with the employee which is the 

equivalent of a family relationship is a victim of domestic violence or a sexually violent 

offense. 

 

Leave under the NJ SAFE Act may be taken for the purpose of engaging in any of the 

following activities as they relate to an incident of domestic violence or a sexually violent 

offense: 

 

(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 from future domestic violence or sexual violence 

or to ensure the economic security of the employee or the employee’s child, parent, 

spouse, domestic partner or civil union partner; 

(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 violence 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. 

 

Leave under the NJ SAFE Act must be used in the 12-month period immediately following 

an instance of domestic violence or a sexually violent offense. NJ SAFE Act leave may be 

taken intermittently in intervals of no less than one day. Although each incident of domestic 

violence or any sexually violent offense shall constitute a separate offense for which an 
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employee is entitled to leave, an employee is not entitled to more than twenty (20) days of 

combined NJ SAFE leave in any twelve (12) month period. 

 

If the employee requests leave for a reason covered by both the NJ SAFE Act and the New 

Jersey Family Leave Act, N.J.S.A. 34:11B-1 et seq., or the federal Family and Medical 

Leave Act, 20 U.S.C. 2601 et seq., the leave shall count simultaneously against the 

employee’s entitlement under each respective law to the maximum extent permitted by 

law. 

 

NJ Safe leave will be unpaid unless the employee is receiving New Jersey Family 

Temporary Disability Insurance benefits (“NJFTDI”), or the employee has applicable 

earned paid time off and affirmatively elects to utilize such applicable earned paid time off 

concurrently with NJ SAFE leave.  An employee will not be required to use their accrued 

paid leave while on NJ Safe leave, although the employee may elect to do so. Once NJFTDI 

benefits and applicable paid time off the employee elects to use is exhausted, or where the 

employee does not receive NJFTDI benefits or affirmatively request to utilize accrued paid 

time off, the NJ Safe leave will be unpaid. Additional information about NJFTDI benefits 

is available from the State of New Jersey Department of Labor and Workforce 

Development Division of Temporary Disability Insurance or online at 

https://myleavebenefits.nj.gov/worker/fli/. 

 

During NJ SAFE 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 eligible to take leave under the NJ SAFE Act must, if the necessity for the leave 

is foreseeable, provide the Township Administrator with written notice of the need for the 

leave. The employee must provide the written notice as far in advance as reasonable and 

practicable under the circumstances. The Township has the right to require the employee 

to provide documentation of the domestic violence or sexually violent offense that is the 

basis for the leave. The Township shall retain any documentation provided to it in this 

manner in the strictest confidentiality, unless the disclosure is voluntarily authorized in 

writing by the employee or is authorized by a federal or State law, rule, regulation or court 

order. 

 

There shall be no retaliation against any employee for exercising their rights under the NJ 

SAFE Act and/or for requesting or taking leave and no interference with NJ SAFE Act 

rights. Likewise, an employee may not be terminated, harassed, threatened, or otherwise 

discriminated against or retaliated against with respect to compensation, terms, conditions, 

or privileges of employment because the employee has requested or received NJFTDI 

benefits, including retaliation by refusing to restore the employee following a period of 

leave.  Any such concerns should be immediately reported under the Complaint Procedure. 

 

Any questions regarding this policy or NJ SAFE Act leave should be directed to Township 

Administrator. 

 

 

https://myleavebenefits.nj.gov/worker/fli/
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New Jersey Family Temporary Disability Leave Insurance 

Benefits 
 

New Jersey Family Temporary Disability Leave Insurance (NJFTDI) is designed to 

provide protection against wage loss when a covered employee is absent from work in 

order to bond with a newborn or newly adopted child, to care for a family member with a 

serious health condition, and/or in connection with an employee or family member who 

has experienced an incident of domestic violence or a sexual violent offense.   NJFTDI 

benefits may be paid on a consecutive or intermittent basis, for up to 12 weeks within a 12-

month period. 

 

NJFTDI benefits will run concurrently with Family and Medical Leave Act (FMLA), New 

Jersey Family Leave Act (NJFLA), and/or New Jersey Security and Financial Employment 

Act (NJSAFE) leave to the extent applicable.    

 

Additional information about NJFTDI benefits are available from the State of New Jersey 

Department of Labor and Workforce Development Division of Temporary Disability 

Insurance or online at: http://lwd.dol.state.nj.us/labor/fli/content/program_info_menu.html 

 

An employee may not be terminated, harassed, threatened, or otherwise discriminated or 

retaliated against with respect to compensation, terms, conditions, or privileges or 

employment because the employee has requested or received NJFTDI benefits, including 

retaliation by refusing to restore the employee following a period of leave. 

 

 

Domestic Violence Policy 
 

Pursuant to N.J.S.A. 11A:2-6a, all public employers are required to adopt a form of 

Domestic Violence Policy in order to encourage employees who are victims of domestic 

violence, and those impacted by domestic violence, to seek assistance from their human 

resources officers.  The designated human resources officers will also be trained as to how 

to appropriately respond.   

The following terms are defined solely for the purpose of this policy: 

a) Domestic Violence – Acts or threatened acts, that are used by a perpetrator to gain 

power and control over a current or former spouse, family member, household 

member, intimate partner, someone the perpetrator dated, or person with whom the 

perpetrator shares a child in common or anticipates having a child in common if 

one of the parties is pregnant.  Domestic violence includes but is not limited to the 

following:  physical violence; injury; intimidation; sexual violence or abuse; 

emotional and/or psychological intimidation; verbal abuse; threats; harassment; 

cyber harassment; stalking; economic abuse or control; damaging property to 

intimidate or attempt to control the behavior of a person in a relationship with the 

perpetrator; strangulation; or abuse of animals or pets. 

http://lwd.dol.state.nj.us/labor/fli/content/program_info_menu.html


Page 50 of 68 

 

b) Abuser/Perpetrator – An individual who commits or threatens to commit an act of 

domestic violence, including unwarranted violence against individuals and animals.  

Other abusive behaviors and forms of violence can include the following:  bullying, 

humiliating, isolating, intimidating, harassing, stalking, or threatening the victim, 

disturbing someone’s peace, or destroying someone’s property.  

c) Human Resources Officer (HRO) – An employee of a public employer with a 

human resources job title, or its equivalent, who is responsible for orienting, 

training, counseling, and appraising staff.  Persons designated by the employer as 

the primary or secondary contact to assist employees in reporting domestic violence 

incidents. 

d) Intimate Partner – Partners of any sexual orientation or preference who have been 

legally married or formerly married to one another, have a child or children in 

common, or anticipate having a child in common if one party is pregnant.  Intimate 

partner also includes those who live together or have lived together, as well as 

persons who are dating or have dated in the past. 

e) Temporary Restraining Order (TRO) – A civil court order issued by a judge to 

protect the life, health or well-being of a victim.  TROs can prohibit domestic 

violence offenders from having contact with victims, either in person or through 

any means of communication, including third parties.  TROs also can prohibit 

offenders from a victim’s home and workplace.  A violation of a TRO may be a 

criminal offense.  A TRO will last approximately 10 business days, or until a court 

holds a hearing to determine if a Final Restraining Order (FRO) is needed.  In New 

Jersey, there is no expiration of a FRO. 

f) Victim – A person who is 18 years of age or older or who is an emancipated minor 

and who has been subjected to domestic violence by a spouse, former spouse, or 

any other person who is a present household member or was at any time a household 

member.  A victim of domestic violence is also any person, regardless of age, who 

has been subjected to domestic violence by one of the following actors:  a person 

with whom the victim has a child in common; a person with whom the victim 

anticipates having a child in common, if one of the parties is pregnant; and a person 

with whom the victim has had a dating relationship. 

g) Workplace-Related Incidents – Incidents of domestic violence, sexual violence, 

dating violence, and stalking, including acts, attempted acts, or threatened acts by 

or against employees, the families of employees, and/or their property, that imperil 

the safety, well-being, or productivity of any person associated with a public 

employee in the State of New Jersey, regardless of whether the act occurred in or 

outside the organization’s physical workplace.  An employee is considered to be in 

the workplace while in or using the resources of the employer.  This includes, but 

is not limited to, facilities, work sites, equipment, vehicles, or while on work-related 

travel. 
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PERSONS COVERED BY THIS POLICY 

All municipal employees, including temporary and seasonal employees, interns, and 

volunteers are covered under this policy.   

 

DESIGNATED A HUMAN RESOURCES OFFICER 

 

The HRO is designated to assist employees who are victims of domestic violence.  The 

HRO will receive training on responding to and assisting employees who are domestic 

violence victims in accordance with this policy.  

Supervisors or Department Heads are often aware of circumstances involving an employee 

who is experiencing domestic violence.  Supervisors and Department Heads are required 

to refer any employee who is experiencing domestic violence or who report witnessing 

domestic violence to the HRO.  Supervisors and Department Heads must maintain 

confidentiality, to the extent possible, and be sensitive, compassionate, and respectful to 

the needs of persons who are victims of domestic violence.  By distribution of this policy, 

all employees will be notified that the HRO is the designated contact under this policy.   

This policy does not supersede applicable laws, guidelines, standard operating procedures, 

internal affairs policies, or New Jersey Attorney General directives and guidelines that 

impose a duty to report.  For example, if there is any indication a child may also be a victim, 

reporting is mandatory to the Department of Children and Families, Child Protection and 

Permanency, under N.J.S.A. 9:6-8.13. 

 

DOMESTIC VIOLENCE REPORTING PROCEDURES 

 

Employees who are victims of domestic violence are encouraged to seek immediate 

assistance from the HRO.  Employees who have information about or witness an act of 

domestic violence against an employee, are encouraged to report that information to the 

HRO, unless the employee is required to report the domestic violence pursuant to 

applicable laws, guidelines, standard operating procedures, internal affairs policies, or New 

Jersey Attorney General directives and guidelines that impose a duty to report, in which 

case the employee must so report to the appropriate authority in addition to reporting to the 

HRO.  Nothing in this policy shall preclude an employee from contacting 911 in emergency 

situations.  The HRO will remind employees to contact 911 if they feel they are in 

immediate danger. 

 

Each designated HRO shall: 

A. Immediately respond to an employee upon request and provide a safe and 

confidential location to allow the employee to discuss the circumstances 

surrounding the domestic violence incident and the request for assistance. 

B. Determine whether there is an imminent and emergent need to contact 911 

and/or local law enforcement.  
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C. Provide the employee with resource information and a confidential telephone 

line to make necessary calls for services for emergent intervention and 

supportive services, when appropriate.  The HRO or the employee can contact 

the appropriate Employee Assistance Program to assist with securing resources 

and confidential services. 

D. Refer the employee to the provisions and protections of The New Jersey 

Security and Financial Empowerment Act, N.J.S.A. 34:11C-1 et seq. (NJ SAFE 

Act), referenced under Section 8of this policy. 

E. In cases where domestic violence involved a sexual touching or sexual assault 

between municipal employees, volunteers, and/or interns, to the extent 

appropriate, the matter shall be investigated pursuant to applicable municipal 

policies and Policy 1.11.   

F. If there is a report of sexual assault or abuse, the victim should be offered the 

services of the Sexual Assault Response Team.   

G. Maintain the confidentiality of the employee and all parties involved, to the 

extent practical and appropriate under the circumstances, pursuant to this poly.  

(See Section 6). 

H. Upon the employee’s consent, the employee may provide the HRO with copies 

of any TROs, FROs, and/or civil restraint agreements that pertain to restraints 

in the workplace and ensure that security personnel are aware of the names of 

individuals who are prohibited from appearing at the work location while the 

employee who sought the restraining order is present.  All copies of TROs and 

FROs must be kept in a separate confidential personnel file. 

 

 

Military Leave Policy 
 

When a full-time employee (either permanent or temporary) who is a member of the reserve 

component of any United States armed forces or the National Guard of any state including 

the Naval Militia and Air National Guard is required to engage in field training or is called 

for Federal active duty, the employee will be granted a military leave of absence for the 

duration of the service.  The first thirty (30) workdays of the leave in the calendar year 

shall be with full pay except that a member of the New Jersey National Guard shall receive 

full pay for the first ninety (90) days in the calendar year.  Thereafter, the leave shall be 

without pay but without loss of time for the remainder of the calendar year.   The paid leave 

will not be counted against any available time off including but not limited to vacation, 

sick or personal time.  A full-time temporary employee who has served less than one-year 

shall not be entitled to paid leave but shall be granted non-paid military leave without loss 

of time.  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. EIB and/or ESLL sick leave may not be used for military leave 

of absence. 

 

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.  
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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 (RUTA): This training is a makeup 

period for a UTA; 

 

c.  Split Unit Training Assemblies (SUTA): 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 (ATA): 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 

 

      i.  Training Period Preparation Assembly (TPPA). 

 

A qualifying employee eligible for a military leave of absence without pay for inactive 

duty service, may, with advance notice, use accrued vacation, personal leave, or floating 

holidays during such military leave of absence. ESLL and/or EIB sick leave shall not be 

used for military leave of absence. 

 

Employees on military service will also continue to receive paid health insurance coverage 

during the period of the paid leave plus an additional thirty calendar days after the paid 

leave is exhausted.  After this period has expired, employees may continue coverage for 

themselves or their dependents under the Township group plan by taking advantage of the 

COBRA provision.  Members of the State administered retirement systems (PERS and 

PFRS) will continue accruing service and salary credit in the system during the period of 

paid leave. 

 

Pursuant to the Uniformed Services Employment and Reemployment Rights Act, any 

employee released from active duty under honorable circumstances shall return to work 

without loss of privileges or seniority within the following time limits: 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 allowances for commuting; for service of thirty-one (31) to one hundred eighty 

(180) calendar days, the employee must submit an application for reinstatement within 
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fourteen (14) calendar days after completing military duty; 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.   

 

Any employee who requests a leave of absence for military service, whether paid or unpaid, 

must provide their department head and/or the Township 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.  

 

 

 

SECTION FOUR 

Compensation & Employee Benefits Policies 
 

Scope   
 

These policies cover non-union and non-contract employees.  They also cover such 

employees to the extent that their employment agreements do not cover these issues. 

 

Payroll Policy 
 

Salary ranges are established by ordinance, and the salary must fall within the minimum 

and maximum ranges for the employee’s title.    

 

The Township will not accept responsibility for any employee’s personal finances.  The 

Township will acknowledge judgments against an employee’s pay but will not act as a 

mediator between the employee and creditors. 

 

Overtime Compensation Policy 
 

Under the Federal Fair Labor Standards Act, certain employees in executive, 

administrative, or professional positions are exempt from the provisions of the Act.  There 

are also employees who may be exempt based upon the level of their compensation and 

their job duties.  Exempt employees are not eligible to receive overtime compensation and 

are required to work the normal workweek and any additional hours needed to fulfill their 

responsibilities.  Time off consideration for large amounts of additional hours may be 

provided with the Township Administrator’s prior approval and at the sole discretion of 

the Township Administrator.  

 

All other employees are classified as Non-Exempt and are subject to the provisions of the 

Act. Depending on work needs, Non-Exempt employees may be required to work overtime.  

Non-Exempt employees are not permitted to work overtime unless the overtime is 
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budgeted and recommended by the Department Head and approved by the Township 

Administrator in advance.  Non-Exempt employees working overtime without prior 

approval will be subject to disciplinary action. 

 

To the extent agreed upon by the Township and the employee prior to the time overtime is 

accrued, non-exempt employees may receive overtime compensation for hours worked in 

excess of forty in a weekly period.  Employees may choose overtime compensation in the 

form of overtime pay at their regular hourly salary or compensating time off.  The 

maximum number of hours that an employee may accrue for future compensating time off 

is two hundred forty (240).  Once this maximum has been accumulated, all additional hours 

will be compensated by overtime pay.   

 

Non-Exempt employees will receive one and one half (1½) hours of overtime 

compensation (whether by way of overtime pay or compensatory time with prior 

agreement) for each hour worked in excess of forty (40) hours in a weekly period. 

Previously scheduled vacation time and holiday time are considered time worked for 

purposes of determining overtime compensation, but sick time and personal time are not.      

 

Employees must make a request to their supervisor at least two (2) days in advance when 

they want to take compensatory time off.  The supervisor will approve the request if the 

absence does not cause undue hardship to the department.  

 

 

Health Insurance Policy 
 

Eligible employees and their immediate family members, including civil union partners, 

may elect to receive health insurance coverage administered by the State Health Benefits 

Plan.  The Township reserves the right to change plans, provider networks, claim agents, 

and insurance mechanisms, subject to applicable law. The complete benefit plan is on file 

in the Township Finance Department and a Summary Plan Description will be provided to 

all employees.  Benefit levels for non-unionized employees are subject to change at the 

discretion of the Township.  

 

Health insurance coverage for employees on an unpaid Leave of Absence or who cease 

Township employment will terminate at the end of the month in which the leave begins, or 

employment is terminated.  Employees on Family and Medical Leave Act (“FMLA”) 

and/or New Jersey Family Leave Act (“NJFLA”) leave will have their insurance continued 

under the same circumstances as prior to their leave.  During unpaid FMLA and/or NJFLA 

leave, the employee will be responsible to make their monthly employee contribution to 

the extent such FMLA and/or NJFLA leave is unpaid.  Employees on military leave will 

have their insurance continued under the same circumstances as prior to leave for thirty 

(30) weeks.  Upon termination of coverage, employees may extend health insurance 

coverage for themselves or their dependents under COBRA and will receive notice of such 

right to elect continuing coverage.   

 

Employees receiving retiree health benefits must notify the Township Administrator in 

writing, with proof of enrollment, when they become eligible for Medicare Parts A and B.   
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Retirement Policy 
 

Under State law, all employees must enroll in the New Jersey Public Employees 

Retirement System (PERS) or the Police and Firemen’s Retirement System (PFRS) as 

applicable.  The employee’s contribution to the Plan will be deducted from the employee’s 

pay.  An employee who has completed the required number of years and who has reached 

the required age under the Plan may retire by notifying the Department Head in writing.  

The State retirement plans request six (6) months advance notice to process the application.  

After giving notice of retirement, employees are expected to assist their supervisor and co-

employees by providing information concerning their current projects and help in the 

training of a replacement. The Department Head will prepare an Employee Action Form 

showing any pay or other money owed the employee.  The Township Administrator or 

their designee will conduct a confidential exit interview to discuss benefits including 

COBRA options, appropriate retirement issues and pay due.  A COBRA notification letter 

will be sent to the employee’s home address.  The exit interview will also include an open 

discussion with the employee.  On the last day of work, and prior to receiving the final 

paycheck, the employee must return the Employee Identification Card, all keys and 

equipment.  At this time, the employee will sign the termination memo designating all 

money owed and this memo will be retained in the official personnel file.   

 

 

Worker’s Compensation Policy 
 

Employees who suffer job related injuries and illnesses may be entitled to medical 

expenses, lost income, and other compensation under the New Jersey Worker’s 

Compensation Act.  The Township covers workers compensation benefits through its 

membership in a joint insurance fund.  Any occupational injury or illness must be 

immediately reported to the supervisor or Department Head. All required medical 

treatment must be performed by a Worker’s Compensation Provider appointed by the joint 

insurance fund and payment for unauthorized medical treatment may not be covered 

pursuant to the Act.   

 

 

Conference and Seminar Policy  
 

Requests to attend a conference or seminar must be approved by the Department Head and 

the Township Administrator. Requests must be in writing including the conference 

schedule, registration information and estimated costs.  The Department Head is 

responsible to detail all training requests during the budget formulation process.  Approval 

of any conference or seminar request is conditioned upon the availability of funds. 

 

 

Travel Expense Policy 
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1. All travel and expenses must be incurred in conjunction with an activity that falls in the 

area of the employee’s job profession and responsibility; 

2. All costs to be incurred must have the pre-approval of the Township Administrator; 

3. All incurred expenses must be encumbered and paid in the manner set forth in the 

Township’s Payment of Claims ordinance; 

4. Travel advances are permitted upon approval of the department manager. Within one 

week of employee’s return, however a complete accounting and documentation of incurred 

expenses must be submitted to the Department of Finance along with any advance 

remaining. Failure to do so will result in employee being charged for all unsubstantiated 

expenses; 

5. All of the above expenses, when incurred by department managers, must have the 

approval of the Township Administrator; 

6. The Township will reimburse employees using their personal vehicle at the rate allowed 

by the Internal Revenue Service; 

7. All mileage reimbursement must be for travel outside the Township; and 

8. As an alternative to being reimbursed at the rate allowed by the IRS, an employee may 

receive a lump sum amount per year for using their personal vehicle. 

 

 

 

SECTION FIVE 

Managerial/Supervisory Procedures 
 

Employment Procedure 
  

• Recruitment: The Township Administrator in conjunction with the Department 

Heads will coordinate the employment recruitment process for all vacancies to 

ensure compliance with contractual, legal, and equal opportunity requirements.  

When a vacancy occurs, it is the responsibility of the Department Head to notify 

the Township Administrator who will distribute notification of the vacancy to all 

departments.  The Township 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 Township is an equal opportunity employer. 

 

• Applications: All candidates must fully complete an application form.  A resume 

will not be considered as a substitute for this form. The application is a confidential 

document and will not be available to anyone who is not directly involved in the 

hiring process.      
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• Interviews: The Township Administrator and 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.  The Township will make reasonable 

accommodations to known physical and mental limitations of all applicants with 

disabilities, provided that the individual is otherwise qualified to safely perform the 

essential functions of the job and also provided the accommodation does not impose 

an undue hardship on the Township.   

 

• Physical Examinations:  Pursuant to the Americans with Disabilities Act, the 

Township Administrator may require applicants, prior to employment, to 

successfully pass a physical examination to assure that the work required by the 

position will not cause injury to the employee or co-employees and that the person 

is able to safely perform the functions of the position, with or without reasonable 

accommodation. The same post-offer physical examination must be performed on 

all applicants for those positions subject to a physical examination.  The Township 

Administrator may require periodic physical examinations to determine the 

employee’s continued ability to perform the duties of the position where job related, 

consistent with business necessity, and consistent with applicable law.  All physical 

examinations must be performed by an appropriate health care provider chosen by 

the Township at the expense of the Township.  All medical records of employees 

and prospective employees are confidential and are to be maintained by the 

Township Administrator and kept separate from the employee’s official personnel 

file.  Medical exams may include tests for drug and alcohol use to the extent 

consistent with applicable law and Township policy.   

 

• Criminal Background Checks:  The Township will comply with The Opportunity 

to Compete Act, N.J.S.A. 34:6B-11, et al., when conducting criminal background 

checks in connection with the hiring of any Township employees. Such information 

gathered will be kept confidential and will not be published or disclosed in any 

manner not consistent with the procedures listed herein; it will not be deemed a 

public record under P.L. 1963, c.73 (C:47:1A-1, et seq.) as amended and 

supplemented by P.L. 2001, c.404 (C:471A-5, et seq.). 

 

• Job Offers:  The final decision will be made with the approval of the Township 

Committee after all references and other information have been verified.  Every 

effort shall be made to offer reasonable accommodations pursuant to the 

requirements of the Americans with Disabilities Act.  The employment offer will 

be made in a letter to the candidate outlining all terms and conditions of the offer.  

The letter also will establish a deadline for acceptance.  
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Open Public Meetings Act Procedure Concerning Personnel 

Matters   
 

Discussions by the governing body or other body of the Township concerning appointment, 

termination, terms and conditions of employment, performance evaluation, promotion or 

discipline of any current or prospective officer or employee shall be in closed session 

unless the individual requests in writing that the discussion be held in open session.  Such 

request must be granted.  Prior to the discussion by the governing body or other body of 

the Township concerning such matters, the Clerk shall notify the affected person(s) of the 

meeting date, time and place, the matters to be discussed and the person’s right to request 

that the discussion occur in open session.  In the event more than one person is affected by 

the discussion and one of the affected persons does not request that the discussion be in 

open session, then the discussion shall be in closed session.  If the individual(s) does not 

request that the discussion be held in open session, the governing body or other body of 

the Township may at its sole discretion invite the affected individual(s) to attend the 

applicable portion of the closed session.   

 

 

Processing and Orientation of New Employees Procedure 
 

All new regular full-time and regular part-time employees will be scheduled to meet with 

the applicable Department Head on their first day for a general orientation.  Copies of all 

forms and acknowledgements must be returned to the Township Administrator for 

inclusion in the employee’s official personnel file.  The orientation will include: 

 

• A tour of the appropriate facilities to acquaint the new employee with overall 

operations as they relate to the specific position; 

• The completion of all pertinent personnel, payroll, insurance and pension forms; 

• A review of the Personnel Policies and Procedures Manual and acknowledgement 

of receipt; 

• The Employee Complaint Policy and procedures and acknowledgment;   

• A safety orientation and acknowledgement; and 

• Arrangements for the new employee to complete required PEOSHA safety training.  

 

 

Initial Employment Period Procedure 
 

Except where State requirements direct otherwise, new employees (or present employees 

transferring to new positions) will be hired subject to an initial employment period of not 

less than three (3) months or more than twelve (12) months, as determined by the Township 

Administrator.  During this initial employment period, the new employee or transferee will 

be provided with training and guidance from the supervisor.  At the end of the initial 
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employment period, the supervisor will conduct an employee evaluation.  New employees 

may be terminated at any time during or after this period if the Township Administrator 

concludes that the employee is not progressing or performing satisfactorily.  Under 

appropriate circumstances, the Township Administrator may extend the initial employment 

period.  

  
Nothing in the procedure set forth in this section shall alter the Township’s employment 

at-will policy as set forth in the Important Notice in the front of this Manual.   

 

 

Disciplinary Action Procedure 
 

All employees are expected to meet the Township’s work performance standards. The 

intent of the Disciplinary Action Procedure is to formally document issues, concerns and/or 

problems and provide the employee with a reasonable time to improve performance.  The 

process should encourage development by providing employees with guidance in areas that 

need improvement such as poor work performance, attendance problems, personal 

conduct, general compliance with the Township’s policies and procedures and other 

disciplinary problems. 

 

Should a supervisor believe that an employee is not conforming to the Township’s 

reasonable job expectations, including policies and rules or to specific instructions, or has 

acted improperly or acceptably, the supervisor will first privately discuss the matter with 

the employee to obtain the employee's view, where appropriate under the circumstances 

and consistent with policies contained in this Manual.  If the supervisor determines that the 

employee has acted improperly, the supervisor shall take one of the following actions 

depending upon the gravity and the employee's past record: 

 

 Below Are Non-Disciplinary Forms of Corrective Action 

 

• Verbal Reprimand:  Depending on the circumstances, the supervisor may verbally 

notify the employee that the employee's actions have been improper and warn the 

employee against further occurrences.  The supervisor will prepare a record of the 

verbal reprimand including the date, time and what was discussed with the 

employee.  This record must be forwarded to the Township Administrator for the 

employee’s official personnel file. 

 

• Township Administrator Review:  Should the supervisor consider the offense 

sufficiently serious to warrant consideration by the Township Administrator, the 

employee will be so advised, and a meeting arranged with the Township 

Administrator, the supervisor and/or unit/department head, at the earliest possible 

date. All facts should be detailed at this meeting and, if possible, a determination 

will be made at that time of disciplinary action, if any.  As appropriate, investigation 

will continue, and the employee will be advised as to any discipline at a later time. 

 

 Below Are Forms of Disciplinary Action – Minor and Major 
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 Minor 

 

• Written Reprimand:  When a supervisor determines that a written reprimand is 

appropriate, the situation must be discussed with the Township Administrator.  The 

reprimand should clearly identify the problem and outline a course of corrective 

action within a specific time frame.  The employee should clearly understand both  

the corrective action and the consequence (i.e., termination) if the problem is not 

corrected or reoccurs.   The employee should acknowledge receipt of the warning 

and may include additional comments.  A copy of the written reprimand with the 

signed acknowledgement and comments must be forwarded to the Township 

Administrator for the employee’s official personnel file.   

 

 Major 

 

• Suspension:  When an employee is recommended for suspension, the Township 

Administrator will make the decision and shall seek the advice of the Township 

Attorney or Labor Counsel if appropriate.  Suspended Employees may pursue a 

grievance under the applicable policy.  Suspensions of five (5) days or less will be 

considered to be minor discipline.  Suspensions of six (6) days or greater will be 

considered to be major discipline. 

 

• Demotion (Disciplinary):  An employee may be demoted for disciplinary grounds 

as a penalty itself and/or in conjunction with a period of major suspension.  This 

may be done if it is possible to place the employee in a lower job title and where 

termination should not yet be imposed upon the employee. 

  

• Termination:  Whenever an employee is recommended for termination, the 

Township Committee will make the decision only after seeking the advice of the 

Township Attorney or Labor Counsel.  There must be a complete review of all 

pertinent facts and documents to determine if termination is appropriate.  

Terminated employees may pursue a grievance under the applicable policy. 

 

This policy is for guidance only and progressive discipline may or may not be 

appropriate.  The Township will skip steps, repeat steps, and/or proceed directly to 

immediate termination as appropriate given the circumstances at issue and consistent 

with the Important Notice contained in the front of this Manual.   

 

 

Personnel File Procedure 
 

The official personnel files shall be maintained by the Township Administrator and 

employee medical information will be maintained in a separate, secure file.   

 

The Official file shall include at least the following: 

 

• The original application signed by the employee; 
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• Notes from any pre-employment interview and reference check; 

• The original letter detailing an offer of employment and any additional 

correspondence concerning the employee’s hiring; 

• A signed acknowledgement that the employee has received the Personnel Policies 

and Procedures Manual; 

• A signed acknowledgement that the employee received the safety orientation; 

• Any documented evaluation of the employee’s performance (positive or negative); 

• Any documented corrective action of the employee’s performance (positive or 

negative); 

• Disciplinary actions including an acknowledgement that the employee was notified 

of the proposed disciplinary action and was given an opportunity to respond; 

• Records relating to any other employment actions including promotions, 

demotions, transfers, resignations, leaves, etc.;   

• Educational transcripts;  

• Records related to an employee’s resignation and/or retirement; and 

• Any other pertinent information. 

 

 Medical File – Contents 

 

• All documentation related to an employee’s request for FMLA and/or State FLA 

leave. 

• All documentation related to an employee’s request for an ADA reasonable 

accommodation request. 

• All sick notes provided by an employee regarding their absence from work. 

• All documentation related to an employee’s Fitness for Duty (FFD) examination or 

Functional Capacity Examination (FCE). 

• Any other document regarding an employee’s medical condition and/or from the 

employee’s medical provider. 

 

Worker’s Compensation File 

 

• An employee’s workers’ compensation file will be maintained in its own separate, 

secure file and it will be treated similar to the employee’s medical file as it may 

contain confidential medical information about the employee. 
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Employee Complaint Investigation Procedure 
 

Employees have the right to formally or informally report any statement, act, or behavior 

by a co-employee, supervisor, elected official or visitor that they believe to be improper 

consistent with the Employee Complaint Procedure and policies contained in this Manual 

and/or consistent with applicable law.    

 

Whenever an employee, volunteer, or independent contractor reports any statement, act, or 

behavior by an employee, supervisor, elected official, volunteer, independent contractor or 

any other individual that they believe to be improper, the reporting individual shall be given 

the Employee Complaint Form and asked to complete this document, but shall not be 

compelled to do so.   

 

• Identification/Screening: The supervisor, Department Head, or Township 

Administrator upon receiving such complaint or report must report it to the 

Township Administrator unless the complaint is against the Township 

Administrator or an elected or appointed official.  If the complaint is against the 

Township Administrator, or an appointed or elected official, the report shall be 

made directly to the Township Attorney or Labor Counsel.  Upon receipt, the 

Township Administrator in consultation with the Township Attorney or Labor 

Counsel will determine if the complaint was made pursuant to the Anti-

Discrimination Policy, Anti-Harassment Policy, Anti-Sexual Harassment Policy, 

Reasonable Accommodation Policy, and/or Whistle Blower Policy, the grievance 

procedure, or is another form of complaint.   

 

• Investigation: The Township Administrator will seek the advice of the Township 

Attorney or Labor Counsel when planning the investigation which will be 

conducted by the Township Administrator or an appropriate internal or external 

designee. The Investigator will make factual findings based upon witness 

interviews, review of documents, and take other steps necessary and appropriate 

under the specific circumstances.  Upon conclusion of the investigation, the 

Investigator will make factual finding as to whether the allegations were 

corroborated, determined to be unfounded, or that some other conclusion was 

reached. 

 

The investigation should be referred to the Union County Prosecutors Office if it involves 

potential criminal charges and/or as required by law or the Attorney General’s guidelines.   

 

 

Requests 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 Township Administrator.  No employee may 

issue a reference letter without the permission of the Township Administrator.  Under no 

circumstances should any information be released over the phone.   
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In response to a request for information, the Township Administrator 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 Township is required to release the 

information by law or (2) the employee or former employee authorizes the Township in 

writing to furnish this information and releases the Township from liability. 

 

 

Continuing Education Procedure 
 

The Township, in conjunction with the Township Administrator may arrange for 

employment practices seminars at appropriate intervals to train managerial/supervisory 

personnel.  The Township will also offer non-mandatory training to all other employees 

with special emphasis on employee rights and protections under various Federal and State 

laws as well as Township employment practices. Records will be maintained in the official 

personnel files of all employees trained under this procedure.  

 

 

Protection and Safe Treatment of Minors  
 

I. Policy 

 

The Township is charged with protecting the health, safety, and welfare of all its citizens, 

including children under the age of 18.  To that end, the Township is firmly committed to 

protecting children under the care and supervision of the Township from all forms of 

physical, mental, sexual and emotional abuse.  The Township is committed to establishing 

and implementing safeguards to eliminate opportunities for abuse of children entrusted to 

the care of the Township.   

 

II. Reporting 

 

In light of the importance and priority placed on safeguarding the health and safety of 

minors, it is critically important that suspected cases of child abuse and neglect are reported 

as soon as possible. As a government official, employee or volunteer, you are legally 

required to report suspected child abuse.  This requirement includes all governmental 

officials, employees and volunteers.   

 

The following procedures shall be utilized in reporting suspected cases of abuse.  The 

Township shall also train officials, department heads, employees and volunteers in the 

concept of “dual reporting” as listed and defined below and shall encourage all staff and 

volunteers to utilize this process as much as possible in reporting suspected cases of abuse.  

 

Interviewing children to investigate sexual abuse requires highly technical expertise.  Do 

not “investigate” an abuse situation.  Do not interrogate the child.  Rather report it 

immediately as shown below. And finally, keep safety as the priority. If there is the 

possibility of violence against yourself or the child, get the appropriate professionals or 

agencies involved as soon as possible.   
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It is recommended that, whenever possible, officials, employees and volunteers report 

the suspected abuse to both the NJ Department of Children and Families and law 

enforcement at the same time, which is known as “dual reporting.”  

 

For employees or volunteers of programs conducted by the Township: 

 

➢ Immediately report suspected cases to the Program Director in charge 

and the Township Administrator so that an investigation can be 

conducted by the Township.   

➢ The Director shall document the alleged abuse in writing including the 

following information, as recommended by the New Jersey Department 

of Children and Families: 

 

a. Who: The child and parent/caregiver’s name, age and address and the name of the 

alleged perpetrator and that person’s relationship to the child. 

b. What: Type and frequency of alleged abuse/neglect, current or previous injuries to 

the child and what caused you to become concerned. 

c. When: When the alleged abuse/neglect occurred and when you learned of it. 

d. Where: Where the incident occurred, where the child is now and whether the 

alleged perpetrator has access to the child. 

e. How: How urgent the need is for intervention and whether there is a likelihood of 

imminent danger for the child. 

 

➢ After documenting all of the facts surrounding the alleged abuse, the 

Program Director and/or the Township Administrator shall call the 

Hotline established by the NJ Department of Children and Families @ 

1-877-652-2873.  It is not the supervisor’s role to make a decision on 

whether a case should be reported.   All cases shall be reported.   

 

For Volunteer coaches or other volunteers in charge of programs sponsored by or 

affiliated with the Township.  

 

1. Immediately report suspected cases to the Township Administrator so that an 

investigation can be conducted by the Township. The Volunteer also shall immediately 

document the alleged abuse in writing including the following information, as 

recommended by the New Jersey Department of Children and Families: 

 

a. Who: The child and parent/caregiver’s name, age and address and the name of the 

alleged perpetrator and that person’s relationship to the child. 

b. What: Type and frequency of alleged abuse/neglect, current or previous injuries to 

the child and what caused you to become concerned. 

c. When: When the alleged abuse/neglect occurred and when you learned of it. 

d. Where: Where the incident occurred, where the child is now and whether the 

alleged perpetrator has access to the child. 

e. How: How urgent the need is for intervention and whether there is a likelihood of 

imminent danger for the child. 
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2. After documenting all of the facts surrounding the alleged abuse, the Volunteer and/or 

the Township Administrator shall call the Hotline established by the NJ Department of 

Children and Families @ 1-877-652-2873.  It is not the volunteer’s role to make a 

decision on whether a case should be reported.   All cases shall be reported. 

 

For Officials and Department Heads who witness or become aware of alleged cases of 

abuse or neglect: 

 

1. Immediately report suspected cases to the Township Administrator so that an 

investigation can be conducted by the Township. The Officials and Department Heads 

also shall immediately document the alleged abuse in writing including the following 

information, as recommended by the New Jersey Department of Children and Families: 

 

a. Who: The child and parent/caregiver’s name, age and address and the name of the 

alleged perpetrator and that person’s relationship to the child. 

b. What: Type and frequency of alleged abuse/neglect, current or previous injuries to 

the child and what caused you to become concerned. 

c. When: When the alleged abuse/neglect occurred and when you learned of it. 

d. Where: Where the incident occurred, where the child is now and whether the 

alleged perpetrator has access to the child. 

e. How: How urgent the need is for intervention and whether there is a likelihood of 

imminent danger for the child. 

 

• After documenting all of the facts surrounding the alleged abuse, the Officials 

or Department Heads shall call the Hotline established by the NJ Department 

of Children and Families @ 1-877-652-2873.  It is not the Officials and/or 

Department Head’s role to make a decision on whether a case should be 

reported.   All cases shall be reported.   

 

For Law Enforcement Officers: 

 

2. Immediately report any suspected or alleged cases of abuse or neglect to the Chief of 

Police, Township Administrator and the County Prosecutor so that an investigation can 

be conducted by the Township.  It is not the officer’s role to make a decision on whether 

a case should be reported.   All cases shall be reported.  The Law Enforcement Officer 

also shall immediately document the alleged abuse in writing including the following 

information, as recommended by the New Jersey Department of Children and Families: 

 

f. Who: The child and parent/caregiver’s name, age and address and the name of the 

alleged perpetrator and that person’s relationship to the child. 

g. What: Type and frequency of alleged abuse/neglect, current or previous injuries to 

the child and what caused you to become concerned. 

h. When: When the alleged abuse/neglect occurred and when you learned of it. 

i. Where: Where the incident occurred, where the child is now and whether the 

alleged perpetrator has access to the child. 

j. How: How urgent the need is for intervention and whether there is a likelihood of 

imminent danger for the child. 
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III. Important Information Regarding Reporting Suspected Abuse Under NJ 

Law:   

 

The following guidelines have been established under New Jersey law, for those 

reporting suspected or alleged cases of abuse or neglect.  The Township encourages 

all officials, employees, and volunteers in programs operated by the Township or 

affiliated programs or activities to report suspected cases of abuse with the following 

in mind.   

 

i. Any person who, in good faith, makes a report of child abuse or neglect or testifies in 

a child abuse hearing resulting from such a report is immune from any criminal or civil 

liability as a result of such action. Calls can be placed to the hotline anonymously.  

ii. However, any person who knowingly fails to report suspected abuse or neglect 

according to the law or to comply with the provisions of the law is a disorderly person.  

 

When a report indicates that a child may be at risk, an investigator from the Division 

of Child Protection and Permanency (formerly Youth and Family Services) will promptly 

investigate the allegations of child abuse and neglect within 24 hours of receipt of the 

report. 
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SECTION SIX:   

Acknowledgement 

 
Receipt for Personnel Policies and Procedures Manual 

I acknowledge that I have received a copy of the Township of Cranford’s Personnel 

Policies and Procedures Manual. I agree to read it thoroughly. I agree that if there is any 

policy or provision in the manual that I do not understand, I will seek clarification from my 

supervisor and/or the Township Administrator. I understand that the Township of Cranford 

is an “at will” employer and consistent with applicable Federal and State law, including 

applicable bargaining unit agreements, employment with the Township of Cranford is not 

for a fixed term or definite period and may be terminated at the will of either party, with or 

without cause, and without prior notice. No supervisor or other representative of the 

Township of Cranford has the authority to enter into any agreement for employment for 

any specified period of time, or to make any agreement contrary to the above. In addition, 

I understand that this manual states the Township of Cranford’s personnel policies in effect 

on the date of publication. I understand that nothing contained in the manual may be 

construed as creating a promise of future benefits or a binding contract with Township of 

Cranford for benefits or for any other purpose. I also understand that these policies and 

procedures are continually evaluated and may be amended, modified or terminated at any 

time. I also specifically acknowledge that I have received, read, and understood the 

Conscientious Employee Protection Act “Whistleblower Act” notice, which is included in 

this Personnel Policies and Procedures Manual. 

 

 

Please sign and date this receipt and return it to the Township Administrator’s Office. 

 

 

Date: _______________________________________________ 

 

Signature: ____________________________________________ 

 

Print Name: ___________________________________________ 

 

Department: ___________________________________________ 
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