WORK SESSION & REGULAR MEETING OF THE LOWER TOWNSHIP COUNCIL

August 15, 2016 - 7:00 P.M.

Meeting called to order.

Opening Announcement

Pledge of Allegiance & Moment of Silence
Roll Call & Determination of Quorum

Work Session :
Presentation — Early Childhood Education Program at the Fishing Creek School - LCMR Elementary Superintendent Jeff Samaniego

and Manager Jim Ridgway

Presentation - Smart Vents Inc - Community Outreach Program (FEMANFIP Community Rating System) - Jen Dowe, CRS
! Coordinator .

Consent Agenda ‘
Approval of NJ State Firemen's Association Membership Application — D. Cochran, Vilias Vol Fire Co

Approval of Minutes August 1, 2016

Res. #2016-231 Payment of Youchers $ 207,907.71

Res. #2016-232 Bid Acceptance and Award of one (1) New Giant Vac TM 6600 JD 30 Yard Vacuum Unit or Equivalent
(Granturk Equipment Co Inc $44 572.)

Res. #2016-233 Authorization for Refund of Taxes {1 property $56.26)

Res. #2016-234 Authorization for Aarts Transportation, Inc to Transfer Taxi License (to new vehicle)

Res. #2016-235 A Resolution Adopting Personnel Policies and Procedures for Lower Township (updated as required by JIF)

Res. #2016-236 Amendment to the Municipal Engineer Confract Due to Name Change (Mott MacDonald)

Regular Agenda

Res. #2016-237 Appointments to the Zoning Board of Adjustments (alternate member vacancies)

Administrative Reports
Monthly Reports — Clerk, Construction, Dog, Fire, Police, Tax, Vital Staistics

Council Comments

A

Call to the Public

Closed Session
Res. #2016-238 Resolution Providing for a Meeting Not Open to the Public in Accordance with the Provisions of the New

Jersey Open Public Meetings Act, N.J.S.A. 10:4-12. POSSIBLE LITIGATION

Action may be taken upon return to Open Session

Adjournment
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COUNGIL MEETING MINUTES - August 1,2016

The meeting of the Township Council of the Township of Lower, County of Cape May, State of New Jersey was held
on August 1, 2016 at 7:00 p.m. in the meeting room of the Township Hall, 2600 Bayshore Road, Villas, New Jersey.

The Clerk announced that the meeting was being held in compliance with the Open Public Meetings Act and that

The following members of Council were present for roll call taken by the Clerk:

| Res.#2016-225 Authorizing Payout of Terminal Leave (J.Saunders $3,088.92)

Councilmember Thomas Conrad
Councilmember David Perry
Councilmember Erik Simonsen
Deputy Mayor Clark
Mayor Michael Beck
Also present: James Ridgway, Township Manager, David Stefankiewicz, Township Solicitor and Karen Fournier, !
Deputy Township Cletk

!
1
adequate notice of the meeting had been provided according to faw. s
|
%
E
|

Consent Agenda |
Approval of NJ State Firemen's Association Membership Transfer — William A. Belles IV, Villas Volunteer Fire Co

Approval of Minutes July 18, 2016

Res. #2016-218 Payment of Vouchers $722,464.01

Res. #2016-219 Authorizing Payment of 2016 Gounty Taxes -Third and Fourth Quarters ($2,500,285.86
per quarter)

Res. #2016-220 Authorization for Waiver of Fees for Calvary Chape! Cape May (new entry way into main
meeting area)

Res. #2016-221 Refund of Taxes (2 properties b1 ,045.69)

Res. #2016-222 Canceliation of Taxes on 4 Clear Water Drive ($2,467.51)

Res. #2016-223 Authorization for Waiver of Fees for Erma Fire District #3 (building repairs)

Res. #2016-224 A Resolution Authorizing and Approving A Shared Service Agreement Between the

Cotnty of Cape May and the Township of Lower for Public Safety Answeting, Dispatch |
and Related Services

Res. #2016-226 Renewal of Commercial Excavation (Gravel Pif) Licenses {Brodesser & Cape Mining)

Res. #2016-227 Resolution Requesting Release of Performance Guarantee for Jeffrey Van Mourik Site
Plan: Block 416, Lot 1.10 Escrow #714-08-04 (§1,650)

Res #2016-228 Approval for an Event at Mulligan Field (fundraiser Aug 20)

MOTION [SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD X
PERRY X
SIMONSEN
CLARK

BECK

.

PSP Paabd

. -

[

|, -

]
Regular Agenda
Res. #2016-229 Delaware Bayshore Council Resolution {appointment to Council)
Mayor Beck voiced his desire for Deputy Mayor Clark to be appointed to the Delaware Bayshore Council, as he is &
founding member. Councilman Perry reaffirmed his interest in waiting until January to make appointments. Deputy
Mayor Clark encouraged representation from hoth Township Council and Manager Ridgway and stressed the
importance of their initiative. Councilman Simonsen agreed that Council should be represented. Councilman Conrad |
volunteered for the position until the end of the year. Deputy Mayor Clark moved to appoint Councilman Conrad to
the Delaware Bayshore Council, with Manager Ridgway as an afternate member. Councilman Simonsen seconded

H

the motion.
MOTION | SECOND AYE NAY ABSTAIN | ABSENT
CONRAD _ | X F"—ﬁ—’f*—_
PERRY X
SIMONSEN X X
CLARK X X
BECK X




e

! from Lincoln Boulevard to Townbank Road.

. Council returned to Open Session at approximately 7:47 p.m.

. Adjournment

Administrative Reports
Quarterly Report - Treasurer

Manager Comments

Manager Ridgway made a presentation to update Council on the financial health of the Township. He applauded the
financial team responsible for the Township's favorable position, including the Auditing Firm, Township CFO,
Township Tax Collector, and Township Tax Assessor. He highlighted items from the end of the second quarter of the
budget year including the Bond Rating, the Current Fund Balance, the Budget Status and Expenditures, Tax
Collection Rate, Tax Appeal Count, and Credit Rate. Despite the crippling effects from the June storm, he affirmed
that the Township remains in great financial condition.

Council Comments

M e

Councilman Conrad commended the Recreation Department and DRBA for a successful Concert Series and thanked
the Department of Public Works for cleaning up the streets. He encouraged everyone fo support the police
department and thanked Manager Ridgway for the financial update.

Councilman Perry thanked the Department of Public Works for their hard work despite the extreme heat. He hopes to
have a report from the County by mid-September regarding the Bayshore Road Speed Study and Engineering Study

Councilman Simonsen gave an update on Seashore Road, south of the bridge, and assured that the Township is
fighting for a lower speed limit and double, no passing lines. He also thanked Manager Ridgway and the financial
team for the presentation and encouraged attendance and support for the police at National Night Out.

Deputy Mayor Clark thanked the Cape May County Emerald Society for hosting a Police Demonstration, an event o
"Support our Police”, held in front of the Old Court House, and thanked Mayor Beck for his atendance.

Mayor Beck declared his support for the police and announced the upcoming events including the Concert Series,
National Night Out and the Coombs/Douglass Memorial Bayfront Run.

Call to the Public

Closed Session

Res. #2016-230 Resolution Providing for a Meeting Not Open to the Public in Accordance with the
Provisions of the New Jersey Open Public Meetings Act, N.J.S.A.10:4-12. POLICE
CONTRACT UPDATE
MOTION | SECOND i AYE NAY ABSTAIN | ABSENT

CONRAD X X
PERRY X
SIMONSEN X X
CLARK X
BECK X

Council adjourned to Executive Session at approximately 7:20 p.m.

There being no further business to address, motion to adjourn moved by Counciimember Simonsen, seconded by
Councilmember Conrad. Motion 10 adjourn unanimous. Meeting adjourned at 7:47p.m.

[
Mayor Township Clerk

Approved:




RESOLUTION # 2016-231

Lower Township
02:23 pi : Bi1l List By vendor I

August 10, 2016

Page No: 1

P.0. Type: All tnclude Project Line Items: Yes

Range: First to Last
Foriat: Condensed

Open: N Paid: N Void: N
Revd: Y Heldr Y Aprvi N
Bid; Y States Y Otheri ¥

Exempt: Y

vendor # Name

20 # PO Date Description Status Amount void Amount  Contract PO Type
00110 ANCO HOME CENTER®
16-00701 03/11/16 JuLy Open 111.97 0.00
16-00940 04/06/16 REC,DEPT.MONTHLY-JULY ~ QOpen 216.83 0.00
16-01983 07/18/16 REPLACEMENT PRIME WINDOW-POOL Open 168.02 0,00
496.82
00153  ATLANTIC CITY ELECTRIC*
16-02182 08/10/16 JuLy 2016 ELECTRIC pen 22,481.92 .00
16-02183 08/10/16 STREET LIGHTS 7/1/16-7/31/16  Open 28,355.08 0.00
_ 50,837.00
00228  AFFORDABLE FIRE SOLUTIONS LLC*
16-01766 06/20/16 SERVICE CALL Open 264.50 0.00
00301  BELNMONT AND CRYSTAL SPRINGS*
16-02185 08/10/16 WATER FIRE SAFETY open 2.03 0.00
16-02186 08/10/16 WATER-TOWNHALL Open 34.02 0.90
36.05
00480  BURKE CHEVROLET*
16-01319 05/12/16 PARTS/POLICE/COUNTY/VEHICLE  Open 180.53 0.00
00775  CAPRIONI PORTABLE TOILETS,INC*
16-01839 06/28/16 INDEPENDENCE DAY FESTIVAL Open 771.00 0.00
00784  CAPE MAY STAR & WAVE
16-02095 07/29/16 LEGAL PUBLICATIONS 7-13-i6 Open 55.80 0.00
16-02137 08/04/16 LEGAL PUBLICATION 7-27-16 open 27.28 0.00
83.08
00807  CDW-GOVERNMENT INCH
16-01823 06/27/16 LICENSES Open 315.00 0.00
00825  COMCAST*
16-02187 08/10/16 INTERNET SERVICE 0pen 295.70 6.00
00928  CAPE MAY COUNTY CLERK
16-02014 07/21/16 2016 PRIMARY SAMPLE BALLOTS  Open 6,138.79 0.00
00940  COASTAL BROADCASTING®
16-01858 07/01/16 INDEPENDENCE DAY ADVERTISEMENT Open 495.00 0.00
01170  VERIZON WIRELESS¥ F/S
16-02169 08/09/16 6/27-7/26/16 FIRE SFTY Open 52.48 0.00
01171  VERIZON WIRELESS - TOSNHALL
16-02106 08/01/16 CELL PHONE 07/24/16-8/23/16  Open 520,41

0.00




August 10, 2016
02:23 PM

Lower Township
gi11 ist By vendor Id

page No: 2

vendor # Name

PO # PO Date Description Status Awount void Amount  Contract PO Type
OL17L  VERTZON WIRELESS - TOWNHALL  Continued
16-02191 08/10/16 IPHONE BILL 7/29/16-8/28/16  Open 1,084,468 0.00
1,604.89
01200  DELTA DENTAL PLAN OF NJ
16-02097 07/29/16 JULY ADMIN Open 1,142.40 0.00
16-02144 08/04/16 JuLy 2016 DENTAL Open 14,638.95 0.90
15,781.35
01480  E-Z PASS
16-02141 08/04/16 E-Z PASS/DPY Open 200.00 0.00
(1492 F THOMAS HILLEGASS
16-00805 03/18/16 DRY CLEANING - JUDGE'S ROBE  Open 21.00 (.00
01510  TOM FOLS ELECTRICALCONTRACTOR*
16-01969 07/14/16 ELECTRIC BOX - BENNETTS 0pen 300.00 (.00
01690  GRANTURK EQUIPMENT CO*
16-00961 04/08/16 PARTS FOR RECYCLING/MAY 0pen 1,857.28 0.00
16-01802 07/08/16 NEW PACKER BLADE TR#37 Open 3,785.83 0.0
5,643.11
01781  HATCH MOTT MACDONALD LLC¥
15-02866 11/16/15 ENGINEERING FOR ROSEANN AVE  Open 23,406.34 (.00 B
16-00341 02/03/16 RENOVATIONS & DOUGLASS PARK  Open 2,814.29 0.00 B
16-01224 05/05/16 RESHL6-117 BIKE PATH ADDLTICNS Open 5,378.16 0.00 B
16-01554 06/08/16 RES#16-171 BID SER NATURAL GAS Open §,439.00 0.00
16-02180 08/10/16 PROFESSIONAL ENGINEERING open 159.00 0.00
16-02181 08/10/16 PROFESSIONAL ENGINEERING Open 1,712.20 0.00
41,908.99
01806  ANTHONY 1 HARVATT, IT, ESQ
16-00783 03/15/16 ZBA SOLICITOR SALARY Open 625.00 0.00
16-02178 08/10/16 RESOLUTLONS Open 300.00 0.00
925.00
01807  MARLIN HEDUM
16-02139 08/04/16 CONTRACTUAL REIMBURSEMENT-#  Open 206.65 0.00
16-02143 08/04/16 CONTRACTUAL RETMBURSEMENT-V  Open 155.00 6.00
16-02161 08/00/16 CONTRACT REIMB open 43,68 0.00
‘ 405.33
(01873  HOME DEPOT*
16-01547 06/08/16 SUPPLIES/DPW Open 75.78 0.00
01898  HERITAGE BUSINESS SYSTEMS,INC*
16-02011 07/21/16 COPIER SERVICE 7/1/16-10/1/16 Open 85,54 0.00
02025  HUNTER JERSEY PETERBILT*
16-01524 06/07/16 PARTS FOR TRUCKS /ULY Open 911.83 0.00




August 10, 2016

Lower Township
02:23 Bill List By Vendor Id

Page Mo. 3

vendor # Name

PG # PO Date Description Status Anount void Amount  Contract PO Type

02125  KpI¥

16-01873 07/07/16 2/11/16-5/10/16 COPIER USAGE  Gpen 47.2% ¢.00
02136 TED KINGSTON INCH

16-00294 01/26/16 MARCH 2015 MAINT, DPS Open 547.50 0.00
02140  KINDLE FORD LINC/MERC., INC.*

16-01550 06/08/16 PARTS FOR POLICE VEHICLES/JUNE Open 1,056.28 0.00

16-01876 07/07/16 ENGINE FCR PD T-2/2012 CHARGER Open 3,896.00 0.00

4,952,28

02183 KLENSWITE POOL SPA SUP.CO INCH

16-01822 06/27/16 POOL TEST KIT CHEMICALS Open 112.90 0.00

16-02016 07/21/16 FEED TYBES FOR POOL Open 72.00 0.00

184.90

02220 LIFESAVERS INC*

16-01754 06/16/16 AED UNITS Open 5,593.00 0.00
02228 DAVID LASERRE

16-02164 08/09/16 CONTRACT REIMB open 402.00 0.00
02402 MGL PRINTING SOLUTIONS

15-02013 07/21/16 MARRIAGE BINDER/INDEX Qpen 77.50 0.00
02517  BRIAN MARKER

16-02096 07/29/16 CONTRACTUAL REIMBURSEMENT-M  Open 137.80 0.00
02538  MARSH & MCLENNAN AGENCY, LLC¥

16-01310 05/12/16 RES#16-115 BROKER SERVICES Open 2,222.22 0.00 B
02541 ROBERT D. MARTIN, 1% |

16-02008 07/29/16 CONTRACTUAL REIMBURSEMENT-M  Open 881.41 0.00
02590  ARTHUR MASON

16-02162 08/09/16 CONTRACT REIMB Open 329,66 0.00
(2725  THOMAS MILLS

16-02146 08/04/16 CONTRACTUAL RETMBURSEMENT-M  Open 830.00 0.00
02756  PHILADELPHIA TURF CO INC¥

16-01549 06/08/16 PARTS FOR MOWERS Open 357.59 0.00
02809 MORPHOTRAK, INC¥

16-01110 04/25/16 PRINTER MAINT. 8/16-8/18/17  Open 299,24 0.00
03022  PRICE CHOPPER, INC¥

16-01958 07/13/16 POOL WRISTBANDS open 120.08 0.00
03109 TRU GREEN CHEMLAWN

16-00720 03/14/16 RES# 16-70 FERTILIZER/SLICE SE Open 1,190.00 - 6.00 B




August 10, 2016
02:23 PM

Lower Township
Bi11 List By vendor Id

Page No: 4

vendor # Nane
PO # PO Date Description

status Amount void Amount

Contract PO Type

03158  NySCA¥ :

16-01937 07/12/16 FOOTBALL COACHES RENEWALS Open 160.00 0,00
03280  PARAMOUNT SANITARY SUPPLY*

16-01805 06/23/16 TERRY RAGS/DPW Open 249,45 0.00

16-01852 (6/29/16 TOILET PAPER DISPENSERS Open 730.00 0.00

979,45

(3285  PARA PLUS TRANSLATIONS,INC.*

16-01968 07/14/16 SPANISH INTERPRETER 6/28/16  Open 286.19 6.00
(3293 BLAINE PAYNTER

16-02124 08/04/16 CONTRACTUAL REIMBURSEMENT-M  Open 40,00 0.00
03427  POLAR BEAR¥

16-01971 07/14/16 RESCUE REPAIR AC UNIT 0pen 318.00 0.00
03466 R & R SPECIALTIES

16-01420 05/25/16 MEDALS-CROSS COUNTRY &RIBBONS Open 456,00 0.90
03518  RIGGINS, INC.*

16-02140 08/04/16 OFF HIGHWAY DIESEL Open 286.07 (.00
03607  SEASHORE FOOD SUPPLY*

16-01566 06/08/16 BAYRUN SUPPLIES Open 735.42 0.00
03608  SEAWAVE CORPORATION®

16-01997 07/20/16 SPECIAL MTG NOTICE open 31,04 0,00
03611  SERVICE TIRE TRUCK CENTERS*

16-01267 05/09/16 TIRES/RDS/SANT/RECY/DPW/IULY  Open 4,199.01 0.00
03613  SEA ISLE ICE CO, INC.*

16-01943 07/12/16 REFTLL ICE MACHINE/DPW/AUG  Open 190.00 0.00
03810  MUNICIPAL UTIL AUTH USAGE COST

16-02189 08/10/16 SEWER DUE 9/4/16 POLICE Open 160.00 0.00

16-02190 08/10/16 WATER BILL- DUE 9/4/16 Open 2,084.75 0.00

2,244.75 ‘

{3814  UNIVERSAL COMPUTING SERV.,INC®

16-01961 07/13/16 mailers 0pen 395.10 0.00
(3834 CAPE MAY COUNTY TREASURER/HAVE

16-02012 07/21/16 HAVEN HSE IN LIEU OF TAX 15/16 Gpen 1,511.85 0.00
03844  GIACOMO TROMBETTA

16-02165 08/09/16 CONTRACT REIHMB open 145.98 0.00
03904  LOWE'S HOME CENTER INCY

16-01250 05/06/16 SUPPLIES /DPW/IUNE QOpen 132.71 0.00




August 10, 2016
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vendor # Name

PO# PO Date Description Status Atiount Void amount  Contract PO Type
03904  LOWE'S HOME CENTER INC* Continued
16-02083 07/27/16 BLUE LIGHTS TOWNHALL Open 107.68 0.00
240,39
03971  VERIZON WIRELESS MDT POLICE
16-02142 08/04/16 VERIZON MDT'S Open 691,17 ¢.00
03985  VILLAS NAPA AUTO PARTS
16-01265 05/09/16 RDS/SANT/RECY/IULY Open 3,736.80 (.00
16-01762 (6/16/16 765-3172 DEC REMOVER Open 14,98 0.00
3,751, 78
04075  BARBER CONSULTING SERVICES LiC
16-01009 04/12/16 RUN COMPUTER LINE Open 527.49 0.00
04097  CINTAS FIRST AID AND SAFETY*
16-02188 08/10/16 FIRST AID SUPPLY TOWNHALL/BOCA Open 240,03 0.00
04266 NI DEPT OF HEALTH&SENIOR SVCS
16-02105 08/01/16 DOG LICENSE FEES JULY 2016 Open 234.60 0.00
04300 W B MASON CO INC*
16-01523 06/07/16 CHAIRS Open 1,086.00 0.00
16-01750 06/16/16 FILING CABINET Open 311,52 0.00
1,397.52
04445  TRICOMM SERVICES CORP*
16-01880 07/07/16 ADMIN MOVE TLEPEHONE Open 637.50 0.00
16-01976 07/14/16 REPROGRAMMING IPOFFICE SYS  Open 2, 040,00 0,00
2,677.50
04504  MEDIA FIVE LTD¥
16-01486 06/01/16 CONCERT SERZES & DRBA Open 3,500.00 (.00
06021  MULTI-TEMP MECHANICAL INC*
16-02040 07/25/16 REC. DEPT. A/C ISSUES Open 320.00 (.00
4104 DOUGLASS LANDSCAPING LLC¥
16-00721 03/14/16 RESH 16-71 LANDSCAPING SERVICE Open 4,748.50 0.00 B
5032 MORTH WILDWOOD § CREST SHIRT*
16~01980 07/18/16 LIFEGUARD TANKS & STAFF SHIRTS Open 50.00 0.00
16-02042 07/25/16 POOL UMBRELLAS Open 259,00 0.00
300.09
6061  AMERTHEALTH ADMINISTRATORS
16-02145 08/04/16 7/31/2016 HEALTH Open 313.47 0.00
16-02166 08/09/16 8/8/16 HEALTH INS Open 169.30 0.00
482,77
6071 UNZITED UNIFORMS LIMITED LTAB*
16-01945 07/12/16 GUNIFORMS - FIRE SAFETY Open 284,95 0.00
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vendor # Kame

PO # PO Date Description Status Amount void Amount  Contract PO Type

088  CRAFT OIL CORPORATION®

16-01944 §7/12/16 HYDRAULIC CIL Open 1,450.34 0.00
7044 A SHORE THING CLEANING*

16-01991 07/20/16 FULL SERVICE CLEANING Open 175.00 0.00
7119 ENGINEERING DESIGN ASSOCH

15-01760 07/06/15 2014-323 COASTAL RESIL GRANT  Open 5,391.25 0.00 B

16-02177 08/10/16 PROFESSIONAL ENGINEERING Open 95.00 0.00

' 5,486.25

7120 ROBERT A VERRY*

16-01931 07/11/16 TRAINING-OPRA RECORDS $/25/15 Open 150.00 0.00
7142 LINDSAY BECHTLER

16-02127 08/04/16 7UMBA INSTRUCTOR JULY 2016 Open 45.00 0.00
7196 LAUREN HUGGINS SUIT*

16-02170 08/09/16 BALANCE DUE FROM HOUSE PRINT  Open 898.00 0.00
7205  DREAMSCAPES POOLS LLC*

16-01730 06/34/16 HANDRAIL FOR POOL Open 243,50 0.00
7221 3B SPORTS TIMING LiC

16-00184 01/13/16 BAY RUN TIMERS Open 1,600.00 0.00
7225 FARM-RITE,INCF

16-01778 06/20/16 VECHICLE MATERTAL/DPW Open 152.14 0.00
7440 RICKY BRANDS LLCY

16-01551 06/08/16 BAYRUN TSHIRTS Open 2,116.00 0.00
7478 WINDSTREAM COMMUNICATION INCY

16-02147 08/05/16 PHONE SERVICE- MILLMAN/PW/TOWN Open 3,100.00 0.00
7508 BLANEY & KARAVAN PC*

16-00061 01/07/16 2016-32 LABOR ATTORNEY §25 DNE Open 2,687.50 0.00 B
7532 HEATHER MCNULTY*

16-02125 08/04/16 HIFTINESS ACADEMY JULY 2016  Open 615,00 0.00
7540 THE SAFARILAND GROUP

16-00774 03/14/16 TRAINING 6/15-16 COOMBS/MICCIC Open 470.00 0.00
7613 PRIOR NAMI BUSINESS SYSTEMS®

16-01815 06/23/16 SHREDDER Open 2,517.18 0.00
7615  WILLIAMS SCOTSMAN INC*

16-01912 (7/08/16 CONTAINER RENTALS FOR POLICE  Open 2,305.00 0.00
7626 DANIELS REALTY

16-02100 07/29/16 REFUND-DUPLICATE REGISTRATION Open 110.00 0.00
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7629 JEFFREY VAN MOURICK
16-02184 08/10/16 RES#16-227 RELEASE PERFORMANCE Open 1,650.00 0.00
BARGER  GEORGE BARGER, IR '
16-02160 08/09/16 CONTRACT REIMB V - Open 320.00 0.00
BOSNA  KAREN MANETTE BOSNA
16-02163 08/09/16 YOGA BEACH/AGUA JULY Open 740.00 0.00
G-YAP  CENTER FOR COMMUNITY ARTS
16-01558 06/08/16 SUMMER ART PROGRAM - 2016 Open 3,500.00 0.00 B
REEB  MICHAEL REEB
16-02126 08/04/16 DI FOR BAY RUN Open 200.00 0.00
Total purchase Orders; 118 Total P.0. Line Items: 0 Total List Amount: 207,907.71  Total Void Amount: 0.00
MOTION | SECOND | AYE NAY | ABSTAIN | ABSENT
CONRAD
| PERRY I
SIMONSEN [ I R R
CLARK [ S I
BECK | I A F S—

|, Jufie A. Picard, Township Clerk of the Township of Lower, Gounty of Cape May, State of Nt_aw Jersey, Fio hereby cerfify the
foregoing to be a true and exact copy of & resolution duly autherized by the Township Council at a meetyng held on August 15,

20186.

[ —
Jufie A Picard, Township Clerk




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION # 2016-232

Titie: BID ACCEPTANCE AND AWARD OF (1) ONE NEW GIANT VAC TM 6600JD 30 YARD
VACUUNM UNIT OR EQUIVALENT

WHEREAS, the Notice to Bidders for (1) One 2016 Giant Vac 6600 -30 Yard Vacuum Unit or equivalent,
was advertised on July 20, 2016 and accepted on August 2, 2016 at 11:00 am. prevailing ime; and

WHEREAS, Two (2) sealed bids were submitted and reviewed by the QPA and Gary Douglass the Public
Works Director; and

WHEREAS, the lowest qualified bidder complied with the specifications and supplied all required bid
documents and the CFO has certified the availability of funds as evidenced by her signature below:

Ord #16-04 C-04-55-418-220
Lauren Read, CFO Budget Account

NOW, THEREFORE, BE IT RESOLVED by the Township Council of the Township of Lower, County of
Cape May, State of New Jersey that the following contract is hereby awarded:

AWARD TO: GRANTURK EQUIPMENT CO. INC.
TOTAL: $44,572.00

BE IT FURTHER RESOLVED, upon approval of the resolution, the fully executed Purchase Order
together with the official bid documents shall serve as the Contract for the award of the bid.

MOTION SECOND | AYE NAY ABSTAIN i ABSENT

CONRAD
PERRY
SIMONSEN
CLARK

| BECK

|, Julie A. Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do hereby certify the
foregoing to be a true and exact copy of a resolution duly authorized by the Township Counil at a mesting held on August 15, 1

2016.

Julie A Picard, Township Clerk




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY

RESOLUTION #2016-233

TITLE: AUTHORIZATION FOR REFUND OF TAXES

WHEREAS, the Township Tax Collector has certified an averpayment due to the reasons listed below;
and

WHEREAS, a refund is due.

NOW, THEREFORE BE IT RESOLVED, by the Township Council of the Township of Lower, County of “
Cape May, State of New Jersey that the CFO/Treasurer be and the same is authorized and directed to refund
the overpayments according to the Tax Collector's certification on file with the CFO{Treasurer.

Block © Lot Refund To Reason Tax
712 20 C-002 Michael Metchnik Disabled Veteran 56.26

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT

CONRAD

PERRY
SIMONSEN
CLARK

BECK

[, Julie A. Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do hereby certify
the foregoing to be a true and exact copy of a resolution duly authorized by the Township Council at a meeting held on
August 15, 2016.

Julie A Picard, Township Clerk




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY

RESOLUTION #2016-234
TIiTLE: AUTHORIZATION FOR AARTS TRANSPORTATION, INC. TO TRANSFER TAX! LICENSE
WHEREAS, AARTS Transportation, Inc. applied for and teceived a taxi license for a 2000 Dodge Grand

Caravan Vin #1B4GP44G0YB806796; and

WHEREAS, AARTS Transportation, Inc. has replaced the above vehicle with a 2007 Dodge Grand
Caravan Vin #2D4GP441.97R211657 and has requested the license be transferred to the new vehicle; and

WHEREAS, AARTS Transportation, Inc. has paid the required twenty five dollar ($25) transfer fee and |
provided the required insurance cerfificate showing the new vehicle. j

NOW, THEREFORE BE {T RESOLVED, by the Township Council of the Township of Lower that the
license transfer is hereby approved.

MOTION SECOND AYE. NAY ABSTAIN ABSENT

CONRAD
PERRY
SIMONSEN

CLARK

BECK

[, Julie A. Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do hereby certify the
foregoing to be a true and exact copy of a resolution duly authorized by the Township Councli at a meeting held on August 15,
2016, |

Julie A Picard, Township Clerk




with all applicable employment laws and regulations including, but not limited to Title Vil of the Civil Rights Act of 1964,

! to ensure that employess and prospective employees are treated in a manner consistent with these laws and

these rules and any collective bargaining agreement, personnel services contract or Federal or State law, the terms

Township employees and is not a contract. The provisions of this manual may be amended and supplemented from
fime to time without notice and at the sole discretion of the Township Council.

TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY E
RESOLUTION #2016-235

TITLE: A RESOLUTION ADOPTING PERSONNEL POLICIES AND PROCEDURES FOR
LOWER TOWNSHIP

WHEREAS, itis the policy of Township to treat employees and prospective employees in a manner consistent

as amended by the Equal Opportunity Act of 1972, the Age Discrimination in Employment Act, the Equal Pay for Equal
Work Act, the Fair Labor Standards Act, the New Jersey Law Against Discrimination, the Americans with Disabilities
Act, the Family and Medical Leave Act, the Conscientious Employee Protection Act, the Public Employee Occupational
Safety and Health Act, {the New Jersey Civil Service Act,) (the New Jersey Attorney General's guidelines with respect
to Police Department personnel matters,) the New Jersey Workers Compensation Act, the Federal Consolidated
Omnibus Budget Reconciliation Act (COBRA) and the Open Public Meeting Act; and

WHEREAS, the Township Council has determined that there is a need for personnel policies and procedures
reguiations.

NOW, THEREFORE, BE IT RESOLVED by the Township Council that the current Personnel Policy Manual is
hereby replaced in its entirety with the new updated Personnel Policy Manual in the form attached hereto, which is
hereby adopted. Each employee wil receive a copy of the manual attached herefo and with the acknowledgment of

receipt to be placed in their personnel file.

BE IT FURTHER RESOLVED that these personnel policies and procedures shall apply o all Township
officials, appointees, employees, volunteers and independent contractors. In the event there is a conflict between

and conditions of that contract or law shall prevail. In alf other cases, these policies and procedures shall prevail.

BE IT FURTHER RESOLVED that this manual is intended to provide guidelines covering public service by

MOTION SECOND | AYE NAY ABSTAIN | ABSENT

CONRAD
PERRY
SIMONSEN '
CLARK
BECK

|, Julie A. Picard, Township Clerk of the Township of Lower, Gounty of Cape May, State of New Jersey, do hereby certify the
foregoing to be a frue and exact copy of a resolution duly autharized by the Township Council at a meeting held on August 15,
2016.

Julie A Picard, Township Clerk
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General Personnel Policy

Ti is the policy of the Township to treat employees and prospective employees in a manner
consistent with all applicable employment laws and regulations. The personnel policies and
procedures of the Township shall apply to all employees, volunteers, (elected or) appointed
officials and independent coniractors. In the event there is a conflict between these rules 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) (and) (the New Jersey Civil Service Act), the terms and conditions of that contract or
law shall prevail. In all other cases, these policies and procedures shall prevail.

All employees, officers and Department Heads shall be appointed and promoted by the
Township Manager. No person shall be employed or promoted unless there exists a position
created by an ordinance adopted by the Township Council as well as the necessary budget
appropriation and salary ordinance.

The Manager and all managerial/supervisory personnel are authorized and responsible for
personnel policies and procedures. The Manager shall have access to the Labor Attorney
appointed by the Township Council for guidance in personnel matters.

As a general principle, the Township has a “no tolerance” policy towards workplace
wrongdoing. Township officials, employees and independent contractors are to report
anything perceived to be improper. The Township believes strongly in an Open Door Policy
and encourages employees to talk with their supervisor, Department Head or Township
Manager concemning any problem

The Personnel Policies and Procedures Manual adopted by the Township Council is intended
to provide guidelines covering public service by Township employees and is not a contract.
This manual contains many, but not necessarily all of the rules, regulations, and conditions of
employment for Township personnel. The provisions of this manual may be amended and
supplemented from time to time without notice and at the sole discretion of the Township.




Management Rights

The Township hereby retains and reserves unto itself, without limitation, all powers,
vights, authority, dutics and responsibilities conferred upon by the Laws and Constitution of the
State of New Jersey and of the United States, including:

. The executive, managerial and administrative control of the Township government and
its properties and facilities and the activities of its employecs;
. To hire all employees and subject to the provisions of law, to determine their

qualifications and controls for continued employment or assignment and to promote and
transfer employees;

. To suspend, demote, discharge or take other disciplinary action for good and just cause
according to law.




Recognition of Unions

The Township recognizes the following unions as the exclusive bargaining
representatives for the purpose of establishing salaries, wages, hours, benefits, and other
conditions of employment within their membership:

Lower Township Office Workers Association, AFSCME Local 3779
Policemen’s Benevolent Association (PBA), Local #59

Tower Township Superior Officers Association

Lower Township Supervisor’s Union

Teamsters Local Union #676

Lower Township Recreation Aides Association, AFSCME Local 3779B

e ¢ & ©® © @

This recognition will not be interpreted as having the effect of or in any way voiding
the rights of employees established under the Employer-Employee Relations Act (N.J S.A.
34:13A-1 et seq.)




Anti-Discrimination Policy

The Township is committed to the principle of equal employment opportunity and anti-
discrimination pursuant to Title VII of the 1964 Civil Rights Act as amended by the Equal
Opportunity Act of 1972 and the New Jersey Law Against Disctimination (LAD)as amended
by the New Jersey Pregnant Worker’s Fairness Act (LAD). Under no circumstances will the
Township discriminate on the basis of sex, race, creed, color, religion, national origin,
ancestry, age, marital or political status, affectional or sexual orientation, domestic partnership
status, civil union status, atypical heredity, cellular or blood trait, genetic information,
disability (including AIDS or HIV infection), pregnancy (inchuding pregnancy related medical
condition), childbirth, iability for service in the United States armed forces, gender identity or
expression and/or any other characteristic protected by law. Decisions regarding the hiring,
promotion, transfer, demotion or termination are based solely on the qualifications and
performance of the employee or prospective employee. If any employee ox prospeciive
employee feels they have been treated unfairly, they have the right to address their concern
with their supervisor, or if they prefer their Department Head or the Township Manager.




Americans with Disabilities Act Policy/ New Jersey Pregnant Worker’s
Fairness Act

In compliance with the Americans with Disabilities Act, the ADA Amendments Act and the
New Jersey Law Against Discrimination as amended by the New Jersey Pregnant Worker’s
Fairness Act (LAD), the Township does not discriminate based on disability, pregnancy,
pregnancy related medical condition or childbirth. 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
Americans with Disabilities Act, the ADA Amendments Act and the New Jersey Law Against
Discrimination{(LAD). We 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, childbirth or pregnancy related medical condition. We will
also make reasonable accommodations to known physical or mental limitations of all
employees and applicants with disabilities or pregnant, provided that the mdividual is
otherwise gualified to safely perform the essential functions of the job and also provided that
the accommodation does not impose undue hardship on the Township.

The Manager or his/her designee shall engage in an interactive dialogue with disabled/pregnant
employees to identify reasonable accommodations. All decisions with regard to reasonable
accommodation shall be made by the Manager. Employees who are assigned to a new position
as a reasonable accommodation will receive the salary for their new position. The Americans
with Disabilities Act does not require the Township to offer permanent “light duty”, relocate
essential job functions, or provide personal use items such as eyeglasses, hearing aids,
wheelchairs, etc.

Employees should also offer assistance, to the extent possible, to any member ol the public
who tequests or needs an accommodation when visiting Township facilities. Any questions
concerning proper assistance should be directed to Manager.




Contagious or Life Threatening lllnesses Policy

The Township encourages employees with contagious diseases or life-threatening illnesses to
continue their normal pursuits, including work, to the extent allowed by their condition. The
Township shall make reasonable accommodations to known physical and mental limitations of
all employees, provided that the individual is otherwise qualified to safely perform the
essential functions of the job and also provided that the accommodation does not impose an
unreasonable hardship on the Township.

The Township will take reasonable precautions to protect such information from inappropriate
disclosure, including the following:

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

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

o Information may be disclosed to the Department of Health as required by State or Federal
law.

Managers and other employees have a responsibility fo maintain the confidentially of

employee medical information. Amnyone inappropriately disclosing such information shall be
subject to disciplinary action.
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Safety Policy

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

Township facilities, equipment or motor vehicles must also be immediately reported to the
supervisor or Department Head.

The Township has appointed a Safety Commitiee that meefs on a regular basis to discuss and

recommend solutions to safety problems. Employees are encouraged to discuss safely
concerns with their Safety Committee Representative.
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Transitional Duty Policy

The Township will consider and evaluate temporary Jight or modified duty assignments on
a case-to-case basis, provided there is temporary or modified duty work available. The
implementation of this policy is not to be used to create new positions but to provide a
temporary assignment that will benefit both the employee and the department.

No transitional duty assignment shall be approved or ordered without the following:

e Fndorsement for assignment by the employee’s physician in cases on non-job
related injury or illness or the endorsement of a physician designated by the
Township and/or the Township insurance carrier in cases of job-related injury or
illness. '

o A statement from the physician with an estimated date that the employee may return
to full duty. Such dates can be adjusted, based upon accelerated rehabilitation or
recovery or a prolonged period due to aggravated circumstances.

o The understanding that this type of duty shall be determined on a case-to-case basis
and long-term situations will not be allowed.

Transitional duty assignments may be in any department and not just the employee’s normal
department. Employees assigned to transitional duty shall receive the line supervision from the
supetvisor of the section to which the employee is assigned. The Department Head shall
process the applications or directives for transitional duty and monitor the bulk of such
assignments in terms of achieving the successful return of the employee to full duty under the
general provisions of this order.

An employee may request transitional duty in writing or a Department Head may issue a
directive to initiate the process. An employee’s request should state the reasons for the request
anid should be submitted to the Department Head with the required documents. Each member
of the chain of command shall recommend either approval or denial with appropriate
explanation.

The employee or Workers Compensation Physician must keep the Township Manager
informed of the medical progress. Employees assigned to transitional duty shall be re-
evaluated every two weeks or at appropriate times as directed by the Department Head. A
written report of the re-evaluation will be completed and a determination made based on the
report as to the continuation of the employee’s transitional duty status. If at the end of the
transitional duty period the employee is not able to return to work without restrictions, the
Township reserves the right at its sole discretion to extend the transitional duty or place the
employee back on Workers Compensation or disability.

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
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from the Township Manager. The Township reserves the right to terminate the transitional
duty assignment at any time without cause. Employees may not refuse transitional duty
assignments that are recommended by the Workers Compensation Physician. In such cases,
failure to report to work as directed shall constitute immediate grounds for dismissal. If the
employee believes that the transitional duty assignment is beyond the employee’s abilities, the

employee may request a meeting with the Township Manager who will render a written
response within 24 hours.

This policy does not affect an employee’s rights under the Americans with Disabilities Act, the
Family and Medical Leave Act, the Fair Labor Standards Act, the Contagious or Life
Threatening Tllnesses Policy or other Federal or State law.

SPECIAL CONDITIONS REQUIRED OF THE PUBLIC SAFETY DEPARTMENT
EMPLOYEES ASSIGNED TO TRANSITIONAL DUTY

Sworn officers assigned to transitional duty will report in civilian clothing unless otherwise
directed by the Chief or his designee.

Sworn officers assigned to transitional duty shall retain their police officer status. However,
since the intent of this order is to keep employees working but not expose them to situations
that might aggravate their medical condition(s), employees and their supervisors are to use
good judgment and confine direct intervention from situations that present an immediate and
clear jeopardy to life or substantial property loss.

Transitional duty shall be confined mostly to non-line functions that would include, but not be
limited to: complaint desk operation, evidence processing, communications, dispatching,
records room work, ordinance enforcement, efc.... Assignments will be determined based
upon the individual case and the injury/iliness involved.
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Drugs and Alcohol Policy

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. Any employee who is observed by a
supervisor or Department Head to be intoxicated ot under the influence of alcohol or drugs
during working hours or is under reasonable suspicion of same shall be immediately tested and
is subject to discipline up to and including termination. The supervisor or Department Head
will immediately report any reasonable suspicions to the Manager.

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

The manufacturing, distribution, dispensation, possession, and use of alcohol or unlawful drags
on Township premises or during work hours by employees are strictly prohibited.

Employees must notify their supervisor immediately of conviction for a drug or alcohol related
violation, whether or not the violation occurred in the workplace.

Employees who are required to maintain a Commercial Driver’s License (CDL) are subject to
random drug testing as required by the federal government.

All law enforcement officers of the Township of Lower Police Department are eligible for
random drug testing, regardless of rank or assignment. The Chief of Police shall conduct a
random drug testing program in accordance with the guidelines established by the New Jersey
Attorney General, procedures established by the Cape May County Prosecutor through the
Cape May County Police Chief’s Policy Manual, procedures established by the Chief of Police
through General Order 92-05 and Resolution #2000-172.

Employees using presctiption drugs that may affect job performance or safety must notify the
Township Manager, who is required to maintain the confidentiality of any information
regarding an employee’s medical condition In accordance with the Health Insurance Portability
and Protection Act. 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 Pro gram.)

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 presctibed or indicated. Employees are prohibited from consuming prescription drugs that
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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.
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Workplace Violence Policy

The Township will not tolerate workplace violence. Violent acts or threats made by an
employee against another person or property are cause for immediate dismissal 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:

e (Causing physical injury to another person;

o Making threatening remarks;

o Aggressive, hostile, or bullying bebavior that creates a reasonable fear of injury fo
another person or subjects another individual to emotional distress;

o Intentionally damaging employer property or property of another employee;

o DPossession of a weapon while on Township property or while on Township business
except with the authority of the Police Chief; and

o Commitiing acts motivated by, or related to, sexual harassment or domestic violence.

Any potentially dangerous situations must be immediately reparted. The Township will
actively intervenc in any potentially hostile or violent situation.
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General Anti-Harassment Policy

It is the Township’s policy to prohibit harassment of an employee by another employee,
management representative, suppliet, volunteer, or business invitee on the basis of actual or
perceived sex, race, creed, color, religion, national origin, ancestry, age, marital or political
status, affectional or sexual orientation, domestic partnership status, civil union status, atypical
heredity, cellular or blood trait, genetic information, disability (including AIDS or HIV
infection), gender identity or expression, liability for service in the United States armed forces,
and/or any other characteristic protected by law. Harassment of non-employees by out
employees is also prohibited. 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 physical conduct.

If an employee is witness to or believes to have experienced harassment, immediate
notification of the supervisor or other appropriate person should take place. See the Employee
Complaint Policy.

Harassment of any employees, in connection with their work, by non-employees may also be a
violation of this policy. Any employee who experiences harassment by a non-employee, or
who observes harassment of an employee by a non-employee should report such harassment to
the supervisor. Appropriate action will be taken against any non-employee.

Notification of 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 harassment policy will subject employees to disciplinary action, up to and
including immediate discharge.
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Anti-Sexual Harassment Policy

It is the Township’s policy to prohibit sexual harassment of an employee by another
employee, management representative, supplier, volunteexr, or business invitee. The
Township prohibits sexual harassment from occuring in the workplace or at any other
{ocation at which Township sponsored activity takes place. Sexual harassment of non-
employees by our employees is also 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.

Unwelcome sexual advances, requests for sexual favors and other verbal, physical or
visual conduct of a sexual nature constitute harassment when:

e Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment;

e 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 creating an intimidating, hostile or offensive
work environment.

Regarding unwelcome sexual advances toward non-employees, requests for sexual favors and
other verbal, physical or visual conduct of a sexual nature constitute harassment when:

o Submission to such conduct is made ejther explicitly or implicitly in exchange for a
benefit;

e Submission to or rejection of such conduct by an individual is used as the basis for a
decision affecting the individual; or

o Such conduct has the purpose or effect of unreasonably interfering with an individual’s
activities or creating an intimidating, hostile or offensive environment.

Sexual harassment may include unwanted sexual advances; offering employment
benefits in exchange for sexual favors; visual conduct (leering, making sexual gestures,
displaying of sexually suggestive objects or pictures, cartoons ot posters); verbal sexual
advances, propositions or requests; verbal abuse of a sexual nature, graphic verbal
commentarics about an individual’s body; sexually degrading words used to deseribe an
individual; suggestive or obscene letters, caricatures or representations of persons using
clectronically or physically altered photos, drawings, or images; notes of invitations;
and/or, physical conduct (touching, assault, impeding or blocking movements).

If an employee is witness to or believes that the employee has experienced sexual

harassment, they must immediately notify their supervisor or other appropriate person.
See the Employee Complaint Policy.
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Harassment of Township employees, in connection with their work, by non-employees
may also be a violation of this policy. Any employee who experiences harassment by a
non-employee, or who observes harassment of an employee by a non-employee should
report such harassment to their supervisor. Appropriate action will be taken against any
non-employee.

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.

Violation of this sexual harassment policy will subject employees to disciplinary action,
up to and including immediate discharge.
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“Whistle Blower” Policy

Employees have the right under the “Conscientious Employee Protection Act (CEPA)” to
complain about any activity, policy or practice that the employees reasonably believe is in
violation of a law, rule, or regulation promulgated pursuant to law without fear of retatiation or
reprisal. This right shall be communicated to all employces in an annual letter outlining the
specific employee complaint procedure and in a posted notice. A written acknowledgement
that the employee received, read, and understood this letter will be included in the employee’s
official personnel file. The annual notice shall be in English and Spanish and must contain the
name of the person who is designated to receive written notification of policies or practices that
might violate CEPA. This right will also be communicated in the Employee Handbook. All
complaints will be taken seriously and promptly investigated.

The Township shall not take any retaliatory action or tolerate any reprisal against an employee
for any of the following:

e Disclosing or threatening to disclose to a supervisor, Department Head, the Manager,
other official or to a public body, as defined in the Conscientious Employee Protection
Act (N.I.S.A, 34:19-1 et seq.) an activity, policy or practice that the employee
reasonably believes is in violation of a law, a rule or regulation promulgated pursuant to
law;

e Providing information to, or testifying before any public body conducting an
investigation, hearing, an inquiry into any violation of law, or a rule or regulation
promulgated pursuant to law; or

¢ Objecting to, or refusing to participate in any activity, policy, or practice that the
employee reasonably believes is a violation of a law, rule or regulation promulgated
pursuant to law; is fraudulent or criminal; or is incompatible with a clear public policy
mandate concerning the public health, safety, or welfare.

In accordance with the statute, the employee must bring the violation to the attention of the
Manager. However, disclosure is not required where (1) the employee is reasonably certain
that the violation is known to one or more officials; (2) where the employee reasonably fears
physical harm; or (3) the situation is emergency in nature. Employees are encouraged to
complain in writing using the Employee Complaint form. See Fmployee Complaint Policy.
Under the law, the employee must give the Township a reasonable opportunity to correct the
activity, policy or practice. The administration of whistle blower complaints is not subject to
the limitations in the Grievance Policy.
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FEmployee Complaint Policy

Employees who observe actions they believe to constitute sexual harassment, or any other
workplace wrong-doing, should immediately report the matter to their supervisor, of, if they
prefer, or do not think that the matter can be discussed with their supervisor, they should
contact the Department Tead or the Manager. Reporting of such incidents is encouraged both
when an employee feels that he or she is subject to such incidents, or observes such incidents
in reference to other employees. Employees should report incidents in writing using the
Employee Complaint form, but may make a verbal complaint at their discretion. If the
employee has any questions about what constitutes harassment, sexual harassment, or any
other workplace wrongdoing, they may ask their supervisor or one of the individuals listed
above. All reports of harassment, sexual barassment, or other wrongdoing will be promptly
investigated by a person who is not involved in the alleged harassment or wrongdoing.

No employee 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 harassment
complaint, even if the investigation produces insufficient evidence to support the complaint,
and even if the charges cannot be proven. 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, apptopriate corrective and/or disciplinary
action will be swiftly pursued. Disciplinary action up to and including discharge will also be
taken against individuals who make false or &ivolous accusations, such as those made
maliciously or recklessly. Actions taken internally to investigate and resolve harassment
complaints will be conducted confidentially to the extent practicable and appropriate in order
to protect the privacy of persons involved. Any investigation may include interviews with the
parties involved in the incident, and if necessary, with ndividuals who may have observed the
incident or conduct or who have other relevant knowledge. The complaining employee will be
notified of a decision at the conclusion of the investigation within a reasonable time from the
date of the report an incident.
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Grievance Policy

A grievance is any formal dispute concerning the interpretation, application and 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 mon-union employees must be presented within five working dates after
arising and failure to report a grievance within such time shall be deemed as a waiver of the
grievance. In the event of a settlement or ruling that results in a determination of monetary
liability, such liability shall not exceed more than thirty working days prior to the date the
grievance was first presented in writing,

e Step One: Any employee or group of employees with a grievance shall verbally
communicate the grievance to the supervisor or Department Head who will discuss the
matter with the Manager. The supervisor or Department Head will communicate the
decision to the employee within two working days.

o Step Two: If the employee is not satisfied with the decision, the employee must
submit a written grievance to the Manager detailing the facts and the relief requested.
The decision in step one will be deemed final if the employce fails to submit a written
grievance within five days working days of the step one decision. After consulting the
Township Solicitor and/or Township Labor Attorney, as appropriate, the Manager will
render a written decision to the employee within five working days after receipt of the
written grievance.

These limitations do not apply to employee complaints made under the General Anti-
Harassment Policy, the Anti-Sexual Harassment Policy or the Whistle Blower Policy.
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Access to Personnel Files Policy

The official personnel file for each employee shall be maintained by the Township Manager.
Personnel files are confidential records that must be secured in a locked cabinet and will only
be available to authorized managerial and supetvisory personnel on a need-to-know basis.
Records relating to any medical condition will be maintained in a separate file. Electronic
personnel and medical records must be protected from unauthorized access.

Upon request, employees may inspect their own personnel files at a mutually agrecable time on
the Township’s premises in the presence of the Township Manager or a designated supervisor.
The employee will be entitled to sec any records used to determine his or her qualification for
employmeni, promotion or wage increases and any records used for disciplinary purposes.
Employees may not remove any papers from the file. Employees will be allowed to have a
copy of any document they have signed relating to their obtaining employment. Employees
may add to the file their versions of any disputed item.

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

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

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

e To an authorized governmental agency as part of an investigation of the Township’s
compliance with applicable law;

o Tothe Township’s agents and attorneys, when necessary;

e In a lawsuit, administrative proceeding, grievance or arbitration in which the employee
and the Township are parties;

e Inaworkers’ compensation proceeding;

e To administer benefit plans;

o To an authorized health care provider;

s To first aid or safety personnel], when necessary; and

o To a potential future employer ot other person requesting a verification of your
employment as described in the following section titled, “Requests_for Employment
Verification and Reference Procedure.”
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Conflict of Interest Policy

Employees including 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 including
termination.

The Township recognizes the right of employees to engage in outside activities that are private
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 ocours 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, grandparents, daughter-in-law, son-in-law, grandchildren, 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
conduet would create a conflict of interest, immediately contact the Manager or the Township
Solicitor to obtain clarification.

Employees are allowed to hold outside employment as Jong as it does not interfere with their
Township responsibilities. Employees are prohibited from engaging in outside employment
activities while on the job or using Township time, supplies or equipment in the outside
employment activities. The Manager may request employees to restrict outside employment if
the quality of Township work diminishes. Any employees 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 Manager.

Employees may not accept donations, gratuities, contributions or gifts that could be interpreted
to affect their Township duties. Under no circumstances accept donations, gratuities,
contributions or gifts from a vendor doing business with or seeking to do business with the
Township ot any person or firm seeking to influence Township decisions. Meals and other
entertainment valued in excess of $5.00 are also prohibited. Employees are required to report
to the Manager any offer of a donation, gratuity, contribution or gift including meals and
entertainment that is in violation of this policy.
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Political Activity Policy

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, Manager or the Township Solicitor.
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Employee Evaluation Policy

The Department Head will complete a written evaluation and appraisal form for every
employee to measure progress and to encourage self-improvement at Jeast once a year. The
evaluation will also record additional duties performed, educational courses completed as well
as a plan to correct any weak points using the Employee Counseling form. After completing
the evaluation, the supervisor or Department Head will review the results with the employee
and return the form(s) with the signed acknowledgement to the Manager. After review by the
Manager, the form(s) are to be forwarded to the Manager’s Office for inclusion in the
employee’s official personnel file. As a part of the evaluation, employees have the right to
request a conference with the Manager.
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Employee Discipline Policy
An employee may be subject to discipline for any of the following reasons:
o Falsification of public records, including attendance and other personnel records.
e [Failure to report absence.
o Tarassment of co-workers and/or volunteers and/or visitors.

e Theft or attempted theft of property belonging to the Township, fellow employees,
volunteers or visitors.

o Tailure to report to work day or days prior to or following a vacation, holiday and/or
leave, and/or any other unauthorized day of absence.

o Fighting on Township property at any time.

e Being under the influence of intoxicants (e.g., liquor) or illegal drugs (e.g., cocaine or
marijuana) on Township property and at any time during work hours.

o Possession, sale, transfer or use of intoxicants or illegal drugs on Township property
and at any time during work hours.

e Insubordination.

s Entering the building without the managers knowledge during non-scheduled work
hours.

e Soliciting on Township premises during work time. This includes but is not limited to
distribution of literature or products or soliciting membership in fraternal, religious,
social or political organizations, and/or sales of products, such as those from Avon,
Amway, , etC.

¢ Careless waste of materials or abuse of tools, equipment ot supplies.

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

¢ Sleeping on the job.

o Carrying weapons of any kind on Township premises and/or during work hours, unless
carrying a weapon is a function of your job duties.

e Violation of established safety and fire regulations.
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o Unscheduled absence, and chronic or excessive absence.
e Chronic tardiness.

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

o Defacing walls, bulletin boards or any other Township or supplier property.
e Failure to perform duties, inefficiency or substandard performance.

o Unauthorized disclosure of confidential Township information.

e Gambling on Township premises.

e Horseplay, disorderly conduct and use of abusive and/or obscene language on
Township premises.

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

s Conviction of a crime or disorderly persons offense..

o Violating any Township rules or policies.

o Conduct unbecoming a public employee.

e Violation of Township policies, procedures and regulations.

o Violation of Federal, State or Municipal laws, rules, or regulations concerning drug and
alcohol use and possession.

o Misuse of public property, including motor vehicles.
o Unauthorized use of computers, Internet, and email.

¢ Other sufficient cause.

Major disciplinary action includes termination, disciplinary demotion or suspension or fine
exceeding five working days. Minor discipline includes a formal, written reprimand or a
suspension or fine of five working days or less. Employees who object to the terms or
conditions of the discipline are entitled to a hearing under the applicable grievance procedure
(and Civil Service procedure). In every case involving employee discipline, employees will be

provided with an opportunity to respond to charges either verbally or in writing,
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In cases of 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. Tn every case, employees will be given an opportunity to
state the situation from their point of view.

Tn order to correct undesirable behavior, supervisors and managers may utilize the following
corrective tools: verbal reprimand; Manager review; written reprimand; suspension; fines, and,
dismissal. At the discretion of 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.
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Resignation Policy

An employee who intends to resign must notify the Department Head in writing at least two
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 weeks, the employee may not use
paid time off except paid holidays. The payroll department will prepare an Employee Action
form showing any pay or other money owed the employee. The Manager or his/her 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.
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Work Force Reduction Policy

Pursuant to N.JLA.C. 4A: 8-1.1 the Township may institute layoff actions for economy,
efficiency or other related reasons, but will first consider voluntary alternatives. (Seniortity,
lateral or other re-employment rights for employees in Career Service titles will be determined
by the New Jersey Department of Personnel.)

The Township may implement pre-layoff actions in order to lessen the possibility, extent or
impact of layoffs. These pre-layoff actions may include but are not limited:

A. Instituting temporary hiring or promotion freeze;

B. Separating temporary, provisional, and unclassified employees;
C. Returning provisionals to permanent titles in affected department;
D. Reassigning employee;

E. Assisting employees with transfers or other jobs.

The Township will post a general notice of a layoff in all affected departments and
distribute individual notices of a layoff to affected employees at least forty-five days prior 1o
the effective date of a layoif.

The New Jersey Department of Personnel will advise employees of appeal rights, layoff
rights and identify employment opportunities available to the employee based on permanent
title and seniority. Layoff rights may include lateral, demotional, and special re-employment
rights.

The Township will consult with all affected unions prior to offering any alternatives to
employees ot initiating any pre-layoff actions.
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Driver’s License Policy

Any employee whose work requires 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.

Annual 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 petforming 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 that fails to report such an instance, 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 possible 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.8.C. S 2721 et seq.)
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Job Description Policy

A job description including qualifications shall be maintained for each position pursuant to
New Jersey Department of Personnel guidelines. [ ob titles are based on job qualifications, level
of responsibility, difficulty, working conditions, skill, hazard, and amount of supervision
required for the specific job title. Job specifications are used to describe examples of work for a
particular title that are for illustrative purposes only and include a descriptive summary of duties
and responsibilities of the position.

Job specifications are distributed to new employees or whenever there is a change in title.

Since the job specifications do not desctibe all duties performed, assignments of specific duties
are the responsibility of the supervisor. Copies of job specifications are available upon request
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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. All absences must be reported to the supervisor prior to the start
of the normal workday. The normal working hours for administrative departments are 8:30 AM
to 430 PM. The working hours for other departments are established by departmental
procedures and bargaining unit agreements.
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Dress Code Policy

It is the policy of the Township that an employee’s dress, grooming and personal hygiene
shall be appropriate to the work situation. Radical departures from conventional dress, grooming
and personal hygiene are not permitted.

(1) Office Appearance - Office workers must comply with the following personal appearance
standards:

Employees are expected fo dress in a manner that is normally acceptable in an informal business
environment., Employee appearance shall be neat and professional.

Employees shall not wear suggestive attire, jeans, shorts, athletic clothing, novelty T-shirts and
similar items of casual attire.

Professional skirts and “skorts” are permitted and shall be knee length (no cutoffs).
Hair shall be clean, combed and neatly trimmed or arranged.

Sideburns, moustaches and beards shall be neatly trimmed.

o Khaki pants and golf shirts are acceptable. Periodically, and on a voluntary basis,
orders are taken for golf shirts embroidered with “Township of Lower.” These come
in various colors and are paid for by the employee.

e At its discretion, the Township may allow “casual day” when jeans and knee-length
walking shorts are permitted. Currently, “casual day” is Friday unless the Township
offices are closed for a holiday, then it is Thursday. On these occasions, employees
are still expected to present a neat appearance and are not permitted to wear ripped or
disheveled clothing, athletic wear, or similarly inappropriate clothing.

(2) Field Appearance — Certain non-uniformed employees may be required to perform field work
(such as inspections, housekeeping, archiving, etc...) and shall follow basic requirements of
safety and comfort, but shall still be as neat and professional as working conditions permit.

(3) Uniform Appearance — Certain employees are required by contract to wear uniforms and are
expected to dress appropriately for the job, according to the standards established by their
contracts and policies initiated within their departments. Altering a required uniform is not
permitted. Standards shall be governed by requirements of safety, comfort and any designated
uniform.
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All the appearance requirements noted in this policy are minimum requirements. Department
heads may establish more formal restrictions at their discretion if safety or professional situations
require it.

If an employee reports for work improperly dressed or groomed, the supervisor shall
instruct the employee to return home to change clothes or take other appropriate corrective
action. The employee will not be compensated during such time away from work and repeated
violation of this policy will be cause for disciplinary action.
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No Smoking Policy

The New Jersey Legislature has declared that in all governmental buildings the tights of non-
smokers to breathe clean air supersedes the rights of smokers. In accordance with State Jaw, the
Township has adopted a smoke-free policy for all buildings. Township facilities shall be smolke-
free and no employee or visitor will be permitted to smoke anywhere in Township buildings.
Employees arc 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 is also prohibited. This policy
~ shall be strictly enforced and any employee found in violation will be subject to disciplinary
action.
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Use of Township Vehicles Policy

Township Vehicles shall be used only on Official Business and all passengers must be on
Township business. Personal use of Township vehicles is strictly prohibited.

The Township Manager may assign vehicles to employees to facilitate responses during after-
hours for storms or other Township emergencies. Assignment of vehicles to employees is at the
sole  discretion of the Township and a unilateral right that can be withdrawn at any time.
Employees assigned a vehicle will mainiain a log detailing all responses after normal business
hours. The log will include the date, time and a brief description of the incident. Any violations
will result in the loss of privileges to use a vehicle.

For employees who use a non-tax exempt Township vehicle to commute to work, the Township
will compute a daily value for the commuting. This will be calculated according to IRS
publication 15-B and the amount will be included in the employee’s W-2 form at the end of the
calendar year (Resolution #2011-237).

All Township Vehicles are to be kept clean and free of trash at all ttmes.
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Telephone/Fax and Mail Usage Policy

Personal use of the telephone is not expected during work hours and all efforts should be made to
handle personal business during non-working hours. This does not include emergency situations.
Long distance calls are prohibited. The Township’s fax machines are to be used for Township
business only. ‘

Any employee who violates this policy shall be subject to discipline and will be required to
reimburse the Township.

The Township’s mail system is to be used for official mail of the Township, not for personal use.

Employees who use the Township’s postage meter for personal mail will be subject to discipline
in accordance with the Township’s discipline policy.
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Communication Media Policy

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

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

The Township respects the individual privacy of its employees. However, employee
communications transmitted by the Township Communication Media are not ptivate to the
individual. All Communication Media and all communications and stored information
transmitted, received, or contained in or through such media may be monitored by the
Township. The Township reserves the absolute right to access, review, audit and disclose
all matters entered into, sent over, placed in storage in the Township’s Communication
Media. By using the Township’s equipment and/or Comnunication Media, employees consent
to have such use monitored at any time, with or without notice, by Township personnel. The
existence of passwords does not restrict or eliminate the Township’s ability or right to access
electronic communications. However, the Township cannot require the employee to provide its
password to his/her personal account.

All email, voicemail and Internet messages (including any technology-based messaging) are
official documents subject to the provisions of the Open Public Records Act (NJSA 47:1A-1).
Employees of the Township are required to use the assigned municipal email account for ALL
Township business and correspondence.

Employees can only use the Township’s Communication Media for legitimate business purposes.
Employees may not use Township’s Communication Media in any way that is defamatory,
obscene, or harassing or in violation of any Township rules or policy. Examples of forbidden
transmissions or downloads include sexually-explicit messages; unwelcome propositions; ethnic
or racial slurs; or any other message that can be construed to be harassment or disparaging to
others based on their actual or perceived age, race, religion, sex, sexual orientation, gender
identity or expression, genetic information, disability, national origin, ethnicity, citizenship,
marital status or any other legally recognized protected basis under federal, state or local laws,
regulations or ordinances.

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

All employees may access only data for which the Township has given permission. All
employees must take appropriate actions to ensure that Township data is protected from
unauthorized access, use or distribution consistent with these policies. Employees may not
access or retrieve any information technology resource and store information other than where
authorized.

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

Employees may not install or Modify ANY hardware device, software application, program
code, either active or passive, or a portion thereof, without the express written permission from
the Township. Employees may not upload, download, or otherwise transmit commercial
software or any copyrighted materials belonging to parties outside of the Township, or licensed
to the Township. Employees shall observe the copyright and licensing restrictions of all
software applications and shall not copy software from internal or external sources unless legally
authorized. '

The Township encourages employees to share information with co-workers and with those
outside the Township for the purpose of gathering information, generating new ideas and
learning from the work of others to the extent such sharing is permitted by the Township. Social
media provide inexpensive, informal and timely ways to participate in an exchange of ideas and
information. However, Social Media and its uses in government and daily life are expanding
each year however, information posted on a website is available to the public; therefore,
employees must adhere to the following guidelines for their participation in social media.
Employees may engage in social media activity during work time through the use of the
Township’s Communication Media, provided that it is directly related to their work and it is n
compliance with this policy.

Employees must not reveal or publicize confidential Township information. Confidential
proprietary or sensitive information may be disseminated only to individuals with a need and a
right to know, and where there is sufficient assurance that appropriate security of such
information will be maintained. Such information includes, but is not limited to the transmittal
of personnel information such as medical records or related information. In law enforcement
operations, confidential, proprietary or sensitive information also includes criminal history
information, confidential informant identification, and intelligence and tactical operations files.

No Township employee shall post internal working documents to social media sites. This
includes, but is not limited to, screenshots of compuiter stations, pictures of monitors and/or
actual documents themselves without the prior approval of the Manager. In addition employees
are prohibited from releasing or disclosing any photographs, pictures, digital images of anmy
crime scenes, traffic crashes, arrestees, defainees, people or job related incident or occurrence
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taken with the Township’s Communication Media to any person, entity, business or media or
Tnternet outlet whether on or off duty without the express written permission of the Manager.
Except in “emergency situations, “Employees are prohibited from taking digital images or
photographs with media equipment not owned by the Township. For purposes of this section, an
“emergency situation” involves a sudden and unforeseen combination of circumstances or the
resulting state that calls for immediate action, assistance or relief, and may include accidents,
crimes and flights from accidents or crimes and the employee does not have access to the
Township’s Communication Media. If such sitnation occurs, employee agrees that any images
belong to the Township and agree to release the image to the Township and ensure its permanent
deletion from media device upon direction from the Township.

No media advertisement, electronic bulletin board posting, or any other posting communication
accessible via the Internet about the Township or on behalf of the Township, whether through the
use of the Township’s Communication Media or otherwise, may be issued unless it has first been
approved by the Manager. Under no circumstances may information of a confidential, sensitive
ot otherwise proprietary nature be placed or posted on the Internet or otherwise disclosed to
anyone outside the Township. Such unauthorized communications may result in disciplinary
action.

Because (authorized) postings placed on the Internet through use of the Township’s
Communication Media will display on the Township’s return address, any information posted on
the Tnternet must reflect and adhere to all of the Township’s standards and policies.

All users are personally accountable for messages that they originate or forward using the
Township’s Communication Media. Misrepresenting, obscuring, suppressing, or replacing a
user’s identity on any Communication Media is prohibited. “Spoofing” (constructing electronic
communications so that it appears to be from someone else) without a legitimate authorized
purpose and authorized by the Manager is prohibited.

Employees must respect the laws regarding copytights, trademarks, rights of public and other
third-party rights, Any use of the Township’s name, Jogos, service marks or trademarks outside
the course of the employee’s employment, without the express consent of the Township is
strictly prohibited. To minimize the risk of a copyright violation, employees should provide
references to the source(s) of information used and cite copyrighted works identified online
communications.

If employees choose to identify themselves as a Township employee on their personal social
media accounts and even those that do not should be aware that he or she may be viewed as
acting on behalf of the Township, as such no employee shall knowingly represent themselves as
a spokesperson of the Township, post any comment, text, photo, audio, video or other
multimedia file that negatively reflects upon the Township, expresses views that are detrimental
to the Township’s mission or undermine the public trust or is insulting or offensive to other
individuals or to the public in regard to religion, sex, race oOr national origin. Township
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employees are encouraged to exercise extreme caution posting photographs of themselves in
uniform or in situations where they can be readily identified as Township employees.

Nothing in these policies is designed to interfere with, restrain or prevent employee

communications regarding wages, hours or other terms and conditions of employment.
Township employees have the right to engage in or refrain from such activities.
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Video Surveillance

The Township may install video surveillance camera Systems within public buildings and
throughout public areas within the Township, primarily as visual deterrents of criminal behavior
and for the protection of employees and municipal assets. In implementing these video camera
systems, the Township will ensure compliance with federal, state and local laws governing such
usage.

The Township’s video surveillance camera systems are a significant tool to which the employees
of the Township will avail themselves in order to complete the goals and objectives of the
Township. Employees are only permitted to use the video surveillance camera systems for a
Jegitimate purpose and with proper authorization. The Manager’s designee will be responsible
for authorization of users. The improper use of these systems can result in discipline up to and
including termination. : :

No employee is permitted to view, continually watch, search, copy or otherwise use one of the
Township’s video surveillance camera systems or tamper with access, archive, alter, add to, or
make copies of any data that has been recorded and stored within any of these systems without
(1) a specific legitimate purpose and (2) permission form the Township Manager.

The Manager shall designate a person to be responsible for the maintenance and administration
of the video surveillance camera system. Such designee will be responsible for maintaining a
user access log detailing the date and name of individuals who view/access a stored recording.

Any employee who becomes aware of any unauthorized disclosure of a video record in a

contravention of this policy and/or a potential privacy breach has the responsibility to ensure that
the Township Manager is immediately informed of such breach.
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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 Manager may post, remove, or alter any notice.
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Employee Dating Policy

The Township recognizes the right of employees to engage in social relationships with each
other, including relationships of a romantic or intimate nature. However, the municipality also
recoghizes that such relationships can be a problem in the workplace. They may result in
favoritism, discrimination, unfair treatment, friction among coworkers, or the perception that
they generate such problems.

To iry to achieve a balance between employee rights and workplace needs, the Township has
adopted the following policy on the subject of supervisor/subordinate dating.

If such a relationship exists or develops, both parties involved shall report the fact to their
immediate supervisor or Township Manager.

For the purposes of this policy, a supervisor/subordinate status means a situation where one
employee, itrespective of job title [or civil-service classification], makes or has the authority to
make decisions or to take action concerning another employee’s compensation, promotion,
demotion, discipline, daily tasks, or any other terms, conditions or privileges of employment
with the municipality.

If the employees involved in the relationship are also in a supervisor/subordinate status,
management may take any action which it deems appropriate, up to and including transferring
one of the parties so that there is no longer a supervisor/subordinate relationship between them.
Tn Addition, management reserves the right to address any workplace issues that may result from
that relationship in the manner it deems appropriate.

Any employee who violates this policy will be subject to disciplinary action, up to and including
discharge. The municipality regards a violation of this policy as particularly serious because such
workplace relationships can cause favoritism, discrimination, unfair treatment for other
interference with municipal operations.

Nothing in this policy alters an employee’s at will status.
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Paid Holiday Policy

Pursuant to the terms of the applicable bargaining unit agreement Employees are entitled to the
following paid holidays:

New Year’s Day

Martin Luther King’s Birthday
Lincoln’s Birthday

President’s Day

Good Friday

Memorial Day

Independence Day

Labor Day

Columbus Day

Veterans Day

Thanksgiving Day

Day after Thanksgiving (except Sanitation personnel who receive one extra day)
Christmas Day

A holiday falling on a Saturday will be observed on the preceding Friday, and a holiday falling
on a Sunday will be observed on the following Monday. Holiday practices for certain
departments and the method of compensation for working on holidays is detailed in the
appropriate collective bargaining agreement.
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Vacation and Personal Leave Policy

Employees will be entitled to vacation leave according to the terms of collective bargaining
agreements. New employees will only receive one working day for the initial month of
employment if they begin work on the 1% through the 8™ day of the calendar month, and one-half
working day if they begin on the 9" through the 23" day of the month. After the initial month of
employment and up to the end of the first calendar year, employees will receive one working day
for each month of service. Thereafter, vacation leave will be credited at the beginning of each
calendar year in anticipation of continued employment, based on their years of continuous
service.

Permanent part time employees will be entitled to a proportionate amount of paid vacation
leave.

Vacation leave not used in a calendar year will be used during the next succeeding year only
and will be scheduled to avoid loss of leave.

Vacation leave will not accrue during a leave of absence without pay or suspension. An
employee who leaves the Township will be paid for unused earned vacation leave. Vacation
leave credits will not accrue after an employee has resigned or retired although his or het name 1s
being retained on the payroll until exhaustion of vacation or other compensatory leave.
Employees are liable for vacation leave days taken in excess of their entitlements and will
reimburse the Township for days taken in excess of their prorated and accumulated entitlements.

Requests for vacation and personal leave arc to be submitted to an employee’s immediate
supervisor on an approved Request for Leave form.

Vacation and personal leave requests are scheduled with the approval of the employee’s

supervisor. The Township reserves the right to refuse vacation requests if administrative
pressures so require.
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Siek Leave Policy

Employees will be entitled to sick leave according to the terms of the collective bargaining
agreements. New employeces will receive one working day for the initial month of employment
if they begin work on the 1% through the 8™ day of the calendar month, and one-half working day
if they begin on the 9™ through the 23" day of the month. After the initial month of employment
and up to the end of the first calendar year, employees will be credited with one working day for
each month of service. Thereafter, sick leave will be credited at the beginning of each calendar
year in anticipation of continued employment.

Permanent part time employees will be entitled to a proportionate amount of paid sick
leave.

Employees who are unable to work may use sick leave because of:

e Personal illness or injury

s Exposure to contagious disease

e Care, for a reasonable period, of a seriously ill member of the employee’s
immediate family

e Death in the employee’s immediate family, for a reasonable period

Unused sick leave will accumulate from year to year without limits. Employees are
liable for sick leave days taken in excess of their entitlements.

Paid sick leave will not accrue during a leave of absence without pay ot suspension. Sick
teave credits will not accrue after an employee has resigned or retired although his or her name is
being retained on the payroll until exhaustion of vacation or other compensatory leave.

Employees are required to submit proof of illness after use of 3 consecutive sick days.
The Township may require proof of iliness or injury when there is a reason to believe that an
employee is abusing sick leave or has been absent on sick leave for an aggregate of more than
fifteen days in a 12-month period. Abuse of sick leave will be cause for disciplinary action.

Emplovees are required to report all absences to the Police Department Communication Center
at 886-271 1, prior to the start of the workday. The communications operators will complete a
sick report that they will fax to departments fifteen minutes prior to their respective start time.
When/If the Township goes to County Dispatch, the Township will provide a number for
employees to call to report all absences prior to the start of the workday. In addition, all
employees are required to notify their Department Head of their intended absence.
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Jury Duty Policy

An employee required to render jury service shall be entitled to be absent from work during that
service.
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Leave of Absence Policy

Employees may be granted a personal leave of absence for up to six months at the sole discretion
of the Township Manager if the leave does not cause undue operational disruption. The Jeave
must include the use of any accrued vacation and sick leave time, regardless of the Jength of
Jeave requested. The portion of the leave that runs beyond the exhaustion of vacation and sick
leave will be without pay or longevity credit. In exceptional circumstances, the Township
Manager may extend a leave of absence for an additional six months, if such extension is
considered in the best interests of the Township.

Employees on a leave of absence must continue the bi-monthly contribution towards their health
insurance. If the payment is not received within ten (10) days of the due date, the benefit will be
cancelled.

Personal leaves are not granted for the purpose of seeking ot accepting employment with another
employer, or for extended vacation time. Employees on personal leave of absence for more than
two weeks in any month will not receive holiday pay, and will not accrue personal leave, sick
leave or vacation time for that month. 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 business days after the expiration of the leave, the employee shall be considered to have
resigned.
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Family and Medical Leave Act Policy

Employees may be eligible for an unpaid family and medical leave under the federal Family and
Medical Leave Act (“FMLA”). Employees may also be eligible for family and/or medical leave
pursuant to the New Jersey Family Leave Act (“FLA”). In order to be eligible for such leave,
employees must have: one (1) year of service with the Township; and, at least 1,000 hours of
work (for New Jersey leave) and 1,250 hours of wortk (for Federal leave) during the previous
twelve (12) months and is employed at a worksite where 50 or more employees are employed by
the employer within 75 miles of the worksite (for Federal leave). Eligible employees may receive
up to twelve (12) weeks of leave per year (FMLA) or twelve (12) weeks every twenty-four (24)
months (FLA).

During the leave period, the employee’s health benefits will be continued on the same conditions
as coverage would have been provided had the employee been employed continuously during the
entire leave. The employee will not continue to accrue vacation, sick or personal days for the
period of the leave. The employee will receive seniority credit for the time that the employee has
been on leave under this section, At the conclusion of the leave period, an eligible employee is
entitled to reinstatement to the position the employee previously held or to an equivalent one
with the same terms and benefits that existed prior to the exercise of leave.

Upon written notice, eligible employees are entitled to a family or medical leave for up to twelve
weeks to care for a newly born or adopted child or a seriously ill immediate family member,
including civil union partner, or for the employee’s own serious health condition that makes the
employee unable to perform the functions of the employee’s position. Eligible employees who
take leave under this policy must use all accrued available vacation and personal days during the
Jeave. The use of accrued time will not extend the leave period. After exbausting accrued time,
the employee will no longer be paid for the remainder of the leave.

The period of leave must be supported by a physician’s certificate. An extension past twelve
weeks can be requested, but medical verification of the need must be submitted prior to the
expiration of the leave. The Township reserves the right to deny any request for extended leave.
Additional information concerning the Family Leave Policy and eligibility requirements are
available from the Township Manager.

Commencing July 1, 2009, Family Temporary Disability (“FTD™) payments for up to six (6)
weeks in a twelve (12) month period will become available for eligible employees who are
caring for a seriously ill immediate family member who is incapable of self-care or care of a
newborn or adopted child. To be eligible, the employee must have worked at least 20 weeks at
minimum wage within the last 52 weeks or earned 1000 times the minimum wage. The weekly
benefit is 2/3 of weekly compensation up to a maximum of $524 per week (this amount is
subject to change). FTD will run concurrently with FMLA and/or FLA leaves and there is a one
week waiting period. Employees may also be required to use accrued sick, vacation or personal
leave for up to two weeks.
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Employees taking paid family leave in connection with a family member’s serious health
condition may take leave intermittently or consecutively. Intermittent leave may be taken in
increments necessary to address the circumstances that precipitated the need for leave. An
employee seeking intermittent paid family leave is required to provide the Township with 15
days notice unless an emergency or other unforeseen circumstance precludes prior notice. The
employee seeking intermittent Jeave shall make a reasonable attempt to schedule leave in a non-
disruptive manner. Employees requesting such leave shall provide the Township with a regular
schedule of days for intermittent leave.

Employees may also be eligible for an unpaid leave for up to twenty-six (26) workweeks in a
year to care for a family member on active duty in the military or a covered veteran (a covered
veteran is an individual who was discharged or released under conditions other than a
dishonorable at any time during the five-year period prior to the first date the eligible employee
takes TMLA leave to care for the covered veteran) with a serious injury or illness incurred in the
line of duty on active duty for which the service member is undergoing medical treatment,
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary
disability retired list, or up to twelve (12) weeks in a year for a qualifying exigency. A qualifying
exigency occurs when a military member is called to covered active duty (requires deployment to
a foreign country) and a close member of his’her family must attend official ceremonies or
family support or assistance meetings, there is a short-notice deployment, to attend to childcare
matters, attend to financial and/or legal matfers, or counseling. A serious injury or illness means
an injury or illness incurred by a covered service-member in the line of duty on active duty that
may render the service-member medically unfit to perform the duties of his or her office, grade,
rank, or rating

A serious injury or illness also means an injury or illness that was incurred by the covered
veteran in the line of duty on active duty in the Armed Forces or that existed before the veteran’s
active duty and was aggravated by service in the line of duty on active duty, and that is either:

1. a continuation of a serious injury or illness that was incurred or aggravated when the
veteran was a member of the Armed Forces and rendered the service-member unable to
perform the duties of the service-member’s office, grade, rank, or rating; or

2. a physical or mental condition for which the veteran has received a U.S. Department of
Veterans Affairs Service-Related Disability Rating (VASRD) of 50 percent or greater,
and the need for military caregiver leave is related to that condition; or

3. a physical or mental condition that substantially impairs the veteran’s ability to work
because of a disability or disabilities related to military service, or would do so absent
treatment; or

4. an injury that is the basis for the veteran’s enrollment in the Department of Veterans
Affairs Program of Comprehensive Assistance for Family Caregivers.
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Any one of these definitions meets the FMLA’s deﬁnitionv of a serious injury or illness
for a covered veteran regardless of whether the injury or illness manifested before or after
the individual became a veteran.

Upon employet’s request, an employee must provide a copy of the covered military member’s
active duty orders to support request for qualifying exigency [eave. In addition, upon an
employer’s request, certification for qualifying exigency leave must be supported by a
certification containing the following information:
o statement or description of appropriate facts regarding the qualifying exigency for which
leave is needed;
e approximate date on which the qualifying exigency commenced or will commence;
s beginning and end dates for leave to be taken for a single continuous period of time;
e an estimate of the frequency and duration of the qualifying exigency if leave is needed on
a reduced scheduled basis or intermittently; and
e if the qualifying exigency requires meeting with a third party, the contact information for
the third party and description of the purpose of the meeting.

Eligible employees may also take leave to care for a military member’s parent who is incapable
of self-care when the care is necessitated by the member’s covered active duty. Such care may
include arranging for alternative care, providing care on an immediate basis, admitting or
transferring the parent to a care facility, or attending meetings with staff at a care facility.

Employees who request qualifying exigency leave to spend time with a military member on Rest
& Recuperation may take up to a maximum of 15 calendar days. Upon an employer’s request,
an employee must provide a copy of the military member’s Rest and Recuperation leave orders,
ot other documentation issued by the military setting forth the dates of the military member’s
leave.
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Domestic Violence Leave

The New Jetsey Security and Financial Empowerment Act, also known as the "NJ SAFE Act"
provides protection for employees and their family members who have been the victim of
domestic violence or sexual assault. Employees are entitled to twenty (20) days of unpaid
protected leave from work to:

Seck medical attention for physical or psychological injuries;

Obtain services from a victim services organization, pursue psychological or other
counseling; ,

Participate in safety planning for temporary or permanent relocation;

Seek legal assistance to.ensure health and safety of the employee or the
employee’s relative; ot

Attend, participate in, or prepare for a criminal or civil court proceeding relating
to an incident of domestic or sexual violence.

[

To be eligible for the leave, an employee must meet the following criteria:

e The employee or their child, parent, spouse of domestic partner must be a victim
of domestic violence or a sexually violent offense;

e The employee must have worked for the employer for at least twelve months and
for at least 1,000 hours during the twelve (12) month period immediately
preceding the requested leave; and

o The twenty (20) day leave must be taken within one (1) year of the qgualifying
event. :

Employees may take leave on an intermittent basis but such leave can not be shorter than one (1)
full day. To the extent the leave is foreseeable, employees must provide advance notice. In
addition, employee seeking leave must provide proof that they qualify for the leave. Such proof
may include restraining order, letter from a prosecutor, proof of conviction, medical
documentation or a certification from an agency or professional involved in assisting the
employee.

In certain circumstances, the basis for the leave may also qualify under the federal Family and
Medical Leave Act and/or the New Jersey Family Leave act. If so, the Township will treat the
leave concurrently with the leave under those statutes. Employees may be required to use
accrued paid vacation leave, personal time or sick leave concurrently.

The Township shall protect the privacy of employees who seek leave by holding the request for
leave, the leave itself or the failure to return to wotk "in the strictest confidence.”

The Township shall not retaliate, harass or discriminate against any employee exercising his/her
right to take the leave provided by this policy.
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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 force 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 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 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. Thereafter, the
employee shall be paid the difference between military salary and the employee’s regular salary.
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 Jeave without loss
of time. :

Employees on military service will also continue to receive paid health insurance coverage
during the period of the paid leave plus an additional thirty days 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 oss 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 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.
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Donated Leave Program

It is the policy of the Township to institute a donated leave program to support employees
who are suffering from a catastrophic illness or injury or are needed to provide care to an
immediate family member who is suffering from a catastrophic health condition or injury that
requires a prolonged absence from work. The donated leave program is available to all cligible
employees and permits employees to voluntarily donate a portion of their accumulated earned
vacation, personal or compensatory time to other employees who have exhausted their own
accumulated eamed leave time and are suffering from a catastrophic health condition or injury ot
are needed to provide care to an immediate family member who is suffering from a catastrophic
health condition or injury, requiring an employee’s prolonged absence from work..

While using donated leave time, the leave recipient will continue to accrue sick, vacation,
holiday Jeave and guaranteed overtime and be entitled to retain such leave upon his or het return
to work.

Any unused donated leave will be returned to the leave donor or donors on a prorated basis
upon the leave recipient’s return to work, except that if the proration of leave days results in less
than one day per donor to be returned, that leave time will not be returned.

A leave recipient must receive at least five days in vacation, personal or compensatory time or
a combination thereof from one or more leave donors to participate in the donated leave
program. A leave recipient will receive no more than 180 days leave and will not receive any
such days on a retroactive basis.

A leave donor may donate only whole days and may not donate more than 10 days to any
recipient. A leave donor will have remaining at least 12 days of accrued vacation leave 1f
donating vacation leave. A leave donor will not revoke the leave donation.

An employee is prohibited from threatening or coercing or attempting to threaten or coerce
another employee for the purpose of interfering with rights involving donating, receiving or
using donated leave time. Such prohibited acts shall include, but not be limited to promising to
confer or conferring a benefit such as an appointment or promotion or making a threat to engage
in, or engaging in, an act of retaliation against an employee.

Upon retitement, or resignation if applicable, a leave recipient’s terminal sick leave payment
will be reduced by the number of days used through the donated leave program.

Recipient Eligibility

Employees will be eligible to receive donated leave if the employee meets all of the following
criteria:
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o Must be suffering from a catastrophic health condition or njury that is expected to
require a prolonged absence from work by the employee or is needed to provide care
to a member of the employee’s immediate family who is suffering from a catastrophic
health condition or injury.

e Must produce acceptable medical verification from a physician or other licensed
health care provider. The medical verification must indicate the nature, sevetity, and
anticipated duration of the disability resulting from the serious health condition or
injury involved

e Must have completed at least one year of continuous service.

e Must have exhausted all accumulated earned sick, vacation, personal and
compensatory time off.

e Must have received at least 5 donated days from one or more leave donors to
participate in the program.

Donor Eligibility

Employees will be eligible to donate leave to another employee if the employee meets the
following:

¢ May donate up to 10 days to any recipient. Only whole days may be donated.

e Must have remaining to his or her credit following any donations at least 12 days of
accrued vacation, if donating vacation leave.

o Must not have solicited or accepted anything of value for the donation

PROCEDURE

An Employee must submit a written request to participate in the donated leave program
through their supervisor, at least 20 days before exhausting their accumulated earned leave.
Acceptable medical verification must accompany this request. The employee's supervisor may
make a request on behalf of the employee for his or her participation in the program as a leave
recipient. The supervisor will forward the request and medical verification to the Township
Manager for approval.

When an employee is approved as a leave recipient, the Township will post or circulate the
employee's name in a conspicuous manner to encourage the donation of leave time, and will
provide notice to all Union Representatives.

An employee must sign a Recipient Affidavit consenting to participate in the donated leave
program, Employees wishing to donate leave to another employee must complete a Donor
Transfer Form authorizing the transfer of leave, Recipient Affidavits and Donor Transfer Forms
are available in each department. Completed Donor Transfer Forms should be forwarded to the
Township Manager or his/her designee for processing.
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TOWNSHIP OF LOWER DONATED LEAVE PROGRAM
RECIPIENT AFFIDAVIT

! have read the procedures regarding the donated leave program and I consent to
participation in this program.

I understand that the number of days used through the donated leave program will reduce
my terminal sick leave payment at retirement or resignation if applicable.

I hereby request to participate in the donated leave program for the following reason (s):

I have attached a doctor's certification to this affidavit attesting to the nature of my
catastrophic health condition or injury. According to my doctor, I expect to be absent from
work until:

I certify that I have not solicited or accepted anything of value for the donation of paid leave
time.

T have not directly or indirectly intimidated, threatened or coerced, or attempted to
intimidate, threaten or coerce any employee for the purpose of obtaining a donation of paid
Jeave.

I have not interfered with any right that another employee may have with respect to
contributing, receiving or using paid leave under this program.

[ understand that I cannot receive temporary disability (TDI) benefits for the same period
that I am paid wages from donated leave or while using any of my own leave time.

I also understand that the temporary disability benefits law requires that I use all of the
donated leave before benefits can be paid.

Name (Print) Signature

Social Security Number Home Telephone Number

Date




TOWNSHIP OF LOWER DONATED LEAVE PROGRAM

DONOR TRANSFER FORM

1 hereby direct the Payroll Department to transfer leave credit as indicated below to be used
by the recipient.

DONATION SECTION:

Name of Recipient:

I wish to donate VACATION DAYS. This will not reduce my vacation leave
balance below 12 accrued vacation days.

T wish to donate_.—_ PERSONAL DAYS
I wish 1o donate COMP DAYS
CERTIFICATION SECTION:

[ certify that I have not solicited or accepted anything of value for the donation of paid leave
time.

Signature Date

FOR USE BY TOWNSHIP
Your request to transfer the above leave is approved.

This is to advise you that your request to transfer the above leave is not approved the following
reason (s):

Employee has already received the maximum number of 180 donated days.

Your vacation leave balance is below the required 12 days.
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Exchange of Time

The Township recognizes that some personal matters create a need for time in excess of the
benefits granted by collective bargaining agreements. ‘When an employee is off due to illness
or other problems that are permissible to charge to sick time and the employee has exhausted
their sick time allocation, the time will be charged to the yemaining time accrued as vacation,
personal or compensatory time. When requested, the Township will consider these problems
on a case by case basis.




Employment Application Form Policy

The Township will provide a standardize employment application to be utilized for all job
applicants. The Township considers applicants for all positions without regard to race, color,
religion, creed, gender national origin, age, disability, marital or veteran status, sexual
orientation, or any other legally protected status.

The Township relies upon the accuracy of information contained in the employment
application. Any misrepresentations, falsifications, or material omissions in any of this
information or data may result in the exclusion of the individual [rom further consideration for
employment or, if the person has been hired, termination. of employment.
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Training/Education/Travel Reimbursement

The Township will provide training to all employees in the proper use and safety of any
equipment required in the performance of job duties. The Township encourages employees to
attend seminars, conferences and courses providing information and instruction relative to the
- performance of duties including administrative and statutory requirements. The employee
must receive approval from the department head prior to submitting an application to attend
any aforementioned program.

The Township will pay for the cost of approved program fees subject to available budget
appropriations. Use of a Township vehicle for transportation to an approved program is
allowed, with prior approval. Reimbursement for travel expense is available for the following:

Mileage - when personal vehicle is used, at the current IRS rate,
with mileage worksheet
Tolls - amount paid, with receipt
Parking - amount paid, with receipt
Meals - up to the following amounts:
‘ $ 7.00 breakfast, with detailed receipt — for classes which require
overnight accommodations only
$ 10.00 lunch, with detailed receipt — when class is scheduled for 8
hours or more out of County
$ 17.00 dinner, with detailed receipt — for classes which require
overnight accommodations only

Overnight accommodations may be reimbursed in certain circumstances, with prior approval
from the Township Manager. All reimbursements are subject to available budget
appropriations and prior approval from the department head.

Payment to eligible employees for approved college credits is covered in the collective
bargaining agreement(s), if applicable.

Township sponsored and required training shall generally be arranged during regularly
scheduled work hours. A department head may change the standard work hours to
accommodate or require attendance at such training activities. Such required training shall be
recorded as “training” time worked.

When Training for a certification or other training in addition to required training, at a college
or certified training facility that requires payment for said training, it shall be the responsibility
of the Township Employee receiving the training to complete the course with a passing grade.
If the employee does not receive a passing grade, it is the responsibility of the employee to
reimburse the Township for all costs associated with the training unless their direct Supervisor
and the Township Manager have agreed to an exception. (10/01/2007)

For training/educational programs that are sponsored by someone other than the Township, an
application is submitted to the department head for approval. Itis the responsibility of the
department head to determine adequate budget appropriations, personnel scheduling and
appropriateness of program content when authorizing application. If application is approved, a
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requisition is submitted by the department head to appropriate the funds necessary to pay
program fees. The purchase order is signed by the Treasurer and the Township Manager and
returned to the department. The application may then be sent to the appropriate vendor.

The Township will permit employees attending authorized training/educational programs to
count those hours as “training” time worked.

If overtime is carned due to training, the employee should notify the department head as
soon as possible. Every effort should be made to use the time earned prior to the end of that

pay period.

For reimbursement of travel expenses, submit a completed reimbursement worksheet signed
by the department head along with receipts and a completed requisition.
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Payroll Policy

Salary ranges are established by ordinance, and the salary must fall within the minimum and
maximum ranges for the employee’s title. Employees are paid every two weeks on Thursday.

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.
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Health Insurance Policy

Pursuant to the terms of the applicable bargaining unit agreement Health Insurance is a benefit
and is set forth in such agreement.

Dental Benefits Policy

Pursuant to the terms of the applicable bargaining unit agreement Dental Insurance is a benefit
and is set forth in such agreement.

Drug Prescription Benefit Policy

Pursuant to the terms of the applicable bargaining unit agreement Health Insurance is a benefit
and is set forth in such agreement.

Prescription Eye Glasses Benefit Policy

Pursuant to the terms of the applicable bargaining unit agreement Health Insurance is a benefit
and is set forth in such agreement.
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Retirement Policy

Under State law, all employees must enroll in the New Jersey Public Retirement System,
DCRAP or the Police and Fire Fighters Retitement System 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
months advance notice to process the application. After giving notice of retirement, gmployees
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 Payroll Department will
prepare an Employee Action form showing any pay or other money owed the employee. The
Township Manager, or his 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. ‘
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Workers 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 Workers 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 freatment must be performed by a Workers
Compensation Physician appointed by the joint insurance fund and payment for unauthorized
medical treatment may not be covered pursuant to the Act.

Unless explicitly provided for in a bargaining agreement, the Township will only pay, either
directly or through its Workers’ Compensation insurer, those bepefits that are specifically
provided for under the Workers’ Compensation Act and will not supplement these benefits
with additional benefits pursuant to NJSA 11A:6-8.
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Employee Assistance Policy

The Township recognizes the need for an Employee Assistance Program (EAP) for its
employees. The Township EAP program provides assessment, evaluation, intervention,
referral and case management services for employees and their families. Employees may
access BAP services through self-referral or supervisor referral. All calls and conversations
with the EAP coordinator are private and confidential.
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Employment Procedure

Recruitment: The Township Manager in conjunction with the Department Heads will
coordinate the employment recruitment process for all vacancies to ensure compliance
with contractual, legal, (Civil Service) and equal opportunity requirements. When a
vacancy occurs, it is the responsibility of the Department Head to notify the Township
Manager who will distribute notification of the vacancy to all departments. The
Township Manager will undertake to recrait qualified applicants in accordance with
applicable Federal and State law (including New Jersey Department of Personnel
regulations if the position is subject to Civil Service.) 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, except as required by law.

Interviews: The Township Manager or Department Head will coordinate the interview
process including the scheduling of applicants, development of interview questions and
standards to measure candidate responses. All questions must be in accordance with
the New Jersey Division of Civil Rights Guidelines for Pre-Employment Inquiries.
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 petform the essential functions of the job and also provided the
accommodation does not impose an unreasonable hardship on the Township.

Physical Examinations: Pursuant to the Americans with Disabilities Act, after an
offer of employment is made and prior to commencing employment, the Township
Manager may require applicants to pass a physical examination in order to insure that
they can perform the duties of their position without injury to themselves or others.
The same post-offer physical examination must be performed on all applicants for a
particular position. ~ The Township Manager may requite periodic physica
examinations to determine the employec’s continued ability to perform the duties of the
position. All physical examinations must be performed by a physician 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
Manager separate from the employee’s official personnel file. Medical exams may
include tests for drug and alcohol use.

Criminal Background Checks: Criminal background checks are required of all
candidates, whether paid or volunteer, that may work directly or indirectly with
children/youth/minors in accordance with the procedures outlined in the Section of this
ordinance entitled “Background Checks and Procedures for Candidates, Employees and
Volunteers”.
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o Job Offers: The final decision will be made by the Township Manager after all
references and other information has been verified. Every effort shall be made to offer
reasonable accommodations to known physical and mental limitations of all applicants
with disabilities, provided that the individual is otherwise qualified to safely perform
the essential functions of the job and also provided that the accommodation does not
impose an unreasonable hardship on the Township.  The employment offer must be
made in a letter to the candidate outlining all terms and conditions of the offer. The
letter will also establish a deadline for acceptance.

e Acceptances and Rejections: If the first offer is rejected, the Township Manager will
decide to hire another candidate or re-open the position. Once a candidate accepts the
employment offer, all other candidates will be notified in writing that they were not
accepted for the position.

e Record Retention: All applications, notes made during interviews and reference
checks, job offers and other documents created during hiring process must be returned
to the Township Manager. Documents related to the successful candidate will be
placed in the employee’s official personnel file except medical records including
physical examinations must be maintained in a separate file. All records documents
related to other candidates must be retained for at least one year. Records and
documents created during the hiring process are confidential and must be retained in a
locked cabinet.
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Open Public Meetings Act Procedure Concerning Personnel Matters
(RICE NOTICE)

Discussions by the governing body of the Township of Lower 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 of the Township of
Tower 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 oceur 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 of the Township of Lower
may at its sole discretion invite the affected individual(s) to attend the applicable portion of
the closed session.
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- Time:

TOWNSHIP OF LOWER

NOTICE OF PERSONNEL DISCUSSION
(RICE NOTICE)
To:

Address:

This is to notify you, pursuant to the Open Public Meeting Act, that the (body name) plans
to discuss the subject matter(s) checked below relating to your employment.

Application for Employment
Promotion or Transfer
Compensation

Performance Evaluation
Special Leave Request
Grievance

Discipline

Possible Termination
Other(Specify):

ooodogodooag

The discussion will take place at the following meeting(s):

Date of Meeting(s):

TLocation:

The discussion will be in closed session, not open to the pubtic, unless before the meeting
the Township, the Township Clerk receives a request, in writing, in which you ask that the
discussion be held in public. If the discussion will affect other employees or potential
employees, it may be closed to the public unless all such affected persons submit such
signed requests. You are not required to attend this meeting.

Notice Date:

Signed: Date:
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Initial Employment Period Procedure

Except where State Requirements direct otherwise, new employees (or present employees
transferring to new positions) will be hired subject to a three month working (provisional) test
period specified in the Employee Evaluation Policy. The working test petiod shall begin on
the date of regular employment. During the working test period, an employce shall perform
the duties of the title for which appointment was made with training and guidance from the
supervisor. At the end of the working test period, the supervisor will conduct an employee
evaluation. New employees may be discharged at any time during this period if the Township

Manager concludes that the employee is not progressing or performing satisfactorily.
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Performance Evaluation Procedure

Progress reports are critical to create a formal record of an employee’s performance during the
working test period and establish a foundation for personnel actions such as promotion and
termination The completed report becomes part of an employee's permanent record.

Performance discussions must also provide employees with guidance regarding their ability to
meet job standards. Extraordinary skills or abilities should be recognized in addition to areas
for improvement. Supervisors or Department Heads should review future training needs and
career planning. The reviewer should also encourage the employee to make suggestions about
how the department can improve. The reviewer should ask employees for feedback regarding
the employee’s skills as they relate to communication, team building, delegation, and
sensitivity to needs of subordinates. Open communication Is the key to improvement.

e Setting the Stage: The reviewer must create a productive climate for the discussion. In
prepating the evaluation form, prior evaluations should be reviewed to identify trends.
Employees must be notified in advance of the meeting and should be given a copy of
the blank evaluation form. The meeting should be private without interruptions in 2
comfortable environment.

e Confirm Expectations: The reviewer should start the discussion of each performance
area by reviewing expectations. Ask the employee to confirm the employee’s
understanding of job requirements. Refer to the job description as appropriate.

e Rating: Continue the discussion by giving the employee’s rating in each performance
area. The supervisor should be prepared to refer to documentation. Employees should
be evaluated based on set standards, not as they compare to other employees. It is rare
that any person’s rating in all areas is either high or low. The evaluation should
consider performance during the entire period, not just the recent past. Care should be
taken to avoid allowing one aspect of a person's performance to overshadow all other
performance factors be it positive or negative. Ideally, each performance area should
be evaluated individually based on specific behaviors exhibited.

s Discussing Future Plans: This is where the reviewer should turn to the discussion to
the future performance and development of the employee. A Counseling Action Plan
form must be completed if any item is rated “Needs Improvement” or “Does Not Meet
Minimum Standards.” Specific performance goals must be established for the next
review period along with plans for achieving those goals.

¢ Closing the Discussion: When all petformance areas have been discussed, close the
discussion by summarizing all of ratings in an overall rating for the review period.

It is crucial that all reviewers complete the evaluation forms with care and with complete
candor. Although reviewers are encouraged to set forth areas of strength and utilize tact in
presenting criticism, it is important that all performance issues of any significance be addressed
thoroughly and in unambiguous terms in the evaluation form, and verbally with the employee.
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Exceeds Expectations means consistently exceeds established standards in most
areas of responsibility. All requirements must be met and objectives achieved
above the established standards.

Meets Job Requirements means all job requirements were met and planned
objectives accomplished within established standards. There wese no critical
areas where accomplishments were less than planned.

Needs Improvement means performance in one or more critical areas does not
meet expectations. Not all planned objectives were accomplished within the
established standards and some responsibilities were not completely met.

Does Not Meet Minimum Siandards means performance is unacceptable and
important objectives have not been accomplished. Needs immediate
improvement.

After completing the evaluation, the reviewer will return the form(s) with the signed
acknowledgement to the Township Manager. After review by the Township Manager, the
form(s) are to be placed in the employee’s official personnel file. As a part of the evaluation,
employees have the right to request a conference with the Township Manager.
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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 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 policies and
rules or to specific instructions, or has acted improperly, the supervisor will first privately
discuss the matter with the employee to obtain the employee's view. 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. At the
discretion of the supervisor and the Township Manager, action may begin at any step, and/or
certain steps may be repeated or by-passed.

s 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 Manager for the employee’s official
personnel file.

o Township Manager Review: Should the supervisor consider the offense sufficiently
serious to warrant consideration by the Township Manager, the employee will be so
advised and a meeting arranged with the Township Manager 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.

e Wriiten Reprimand: When a supetvisor determines that a written reprimand is
appropriate, the situation must be discussed with the Township Manager. The
reprimand should clearly identify the problem and outline a course of corrective action
within a specific time frame. The cmployee 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 placed in the employee’s official personnel
file.

o Suspension: Whenever an employee is recommended for suspension, the Township
Manager will make the decision and may seek the advice of the Employment Attorney
if appropriate. Suspended Employees may request a hearing under the applicable
grievance procedure (and Civil Service procedure).

o Dismissal: Whenever an employee is recommended for dismissal, the Township
Manager will make the decision only after seeking the advice of the Employment
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Attorney and/or Township Solicitor. There must be a complete review of the
employee’s personnel file and all other facts to determine if there is sufficient cause for
the dismissal. Terminated employees may request a hearing under the applicable
grievance procedure (and Civil Service procedure).
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Employee Complaint Investigation Procedure

Employees have the right to formally or informally teport any statement, act, or behavior by a
co-employee, supervisor, elected official or visitor that they believe to be improper.

o Reporting: Employees should be asked to report complaints in writing utilizing the
Employee Complaint form, but are not compelled to do so.

o Tdentification/Screening: The supervisor, Department Head and/or — Township
Solicitor must report all written or verbal complaints to the Township Manager unless
the complaint is against the Township Manager. Upon receipt, the Township Manager
will determine if the complaint was made pursuant to the General Anti-Harassment
Policy, the Anti-Sexual Harassment Policy, the Whistle Blower Policy, a grievance
procedure or is another form of complaint. A file will be established including the
written complaint, the investigation procedure followed and the response action plan,
As soon as possible but no later than ten days after receiving the complaint, the
Township Manager or investigator appointed by the Township Manager will interview
the employee. If the employee is reluctant to sign a written complaint, the Township
Manager or investigator will prepare written notes of the date, time and place of the
complaint and the specific allegations. These notes will be read back to the employee

- who will be asked to affirm, preferably in writing the information’s accuracy.

e TInvestigation: The Township Manager will seek the advice of the Employment
Attorney/Township Solicitor when planning the investigation. The investigation should
be conducted by the Employment Attorney/Township Solicitor or county prosecutor if
it involves potential criminal charges. The investigation should establish the frequency
and nature of the alleged conduct and whether the complaint coincides with other
employment events such as a poor performance evaluation. The investigation should
also determine if other employees were subjected to similar misconduct. It is important
to protect the rights of both the person making the complaint and the alleged

- wrongdoer.

o Response Plan — No Corrective Action Required: The Township Manager will
discuss the conclusions with the Employment Attorney/Township Solicitor and render a
decision within fourteen days after the investigation is complete. If the validity of a
complaint cannot be determined or the complaint is groundless, the complaining
employee should be notified in writing. Care should be taken to avoid being too
specific, confrontational or accusatory and to avoid any language that might be
construed as defamatory, A general statement is usually more appropriate that the
claim was thoroughly investigated, but could mot be sufficiently documented or
confirmed fo justify taking formal action. The employee should be assured that future
complaints will be investigated and that the Township is committed to eliminating
wrongful employment practices when they are found to exist. If the investigation
reveals that the complainant intentionally and maliciously levied false charges against
the alleged wrongdoer, the complainant must be notified of the seriousness of filing a
false complaint, and the appropriate disciplinary penalty under the circumstances, up to
and including termination.
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o Response Plan — Corrective Action Required: If the investigation reveals that the
complaint is justified and substantiated, the Township Manager will formulate with the
advice of the Township Solicitor a corrective action plan as well as possible
disciplinary action. The complaining employee will be notified, in writing that it
appears that the complaint was justified and an appropriate response plan has been
formulated. A copy of the response plan should be attached to the letter. The response
plan should provide for appropriate remedial action to prevent a recurrence of the
wrongful act or behavior.
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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 Manger. No employee may issue a
reference letter without the permission of the Township Manager. Under no circumstances
should any information be released over the phone.

In response to a request for information, the appropriate Township Official 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.

81




Continuing Education Procedure

The Township, in conjunction with the Township Solicitor will arrange for employment
practices seminars at least annually to train all 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.

Managerial and supervisory personnel will also update employees periodically by department
meetings and memuos that should address specific problems and concerns that may arise. Every
effort will be made to encourage employee suggestions about ways fo avoid employer-
employee disputes and violations of employment rights.
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AD-270 (4/08}

Employer rotallatory action; protected employes actions; employes responsibilities

1. New Jersay [aw prohibils an employer from taking any retaliatory action against an employee

because the employes dogs any of the following:

a. Discloses, or thraatens Yo disclose, to a supervisor of to a public body an activily, policy of
practice of the employer or another employer, with whom thera is a business retationship,
that the employes reasonably believes is in violation of a law, or aruie of regulation issusd
under the law, or, in the case of an employee who is a licensed or certified health care
professional, reasonatly believes constitutes improper quality of patient care;

b Provides information g, o testifies befora, any public bady conducting an investigation,
hearing or inguiry into any viclatlon of law, or a ruls or regulation issued under the law
by the employer or another employer, with whom there is a business relationship, o, in
the case of an employee who is a licensed or certified health care professional, provides
information to, or testifles before, any public body conducting an investigation, hearing
or inquiry into quality of patlent care; or

2. Objects to, or refuses to participate in, any activily, policy or practice which the employes
reasonably balieves:

(1) is in violatian of a law, or a rule or regulation tssued under the law or, if
the employea is a liconsed or certified health care professional, constitites
impropar quality of patien care;

(2} s fraudulent or criminal; or

(3) Is ihcompatible with a clear mandate of puklic policy concerning
the public health, safety or welfare or protection of the environment,
N.J.S.A, 34:19-3,

2. The protection against retaliation, when a disclosure is made to a public body, doss not apply

unless the employee has brought the activity, policy or practice to the atiertion of a supervisor
of the employee by written notice and given the employera reasonable opportunity o correct
the activity, palicy or practice. Howsver, disclosure Is not required where the gmployee
reasonably beliaves that the activity, policy or practice Is known to one or more supervisors
of the employar or where the amployes fears physical harm as a result of the disclosure,
provided that the situation is emergeney in nalure.

CONTACT INFORMATION

The fallowing contact person has been designated to answer your
questions or provide Information regarding your tights and
responsiiilites under this act (N.J.§.A. 34:19-4):

Primary Contact: -
Address:

Telephone Number:

This notice must be conspicuously displayed.

Once each year, employars must distribute notica of this iaw 10 thelr employses.
‘ If you nesd this dosument in a fanguage other than English
or Spanish, please call (609) 292-7832.

HEW JEASEY DAPAATMEHRT OF

LAGDON AlE WORKFQNDE DEVELLPUERT
n g o v abor




Acciones de represalia del empleador; proteccion de las acciones del empleado

1.

AD-270.1 {4/03)

La ley de New Jersay prohibe que los empleadores tomen medidas de represalia contra

todo empleado gue haga lo siguiente:

&. Divulgue o amenace con divulgar, ya sea & un supervisor ¢ a una agencia piiblica toda
actividad, directriz a norma del empleador o de cualguler otre empleador con el que
oxista una relacién de negocios v gue el empleado tiene motivos fundados para pensar
que violan alguna loy, o en ef caso de un irabajador licenciado o cerificade de a salud
y que tiene motivos fundados para pensar que se frata de una manera Inadecuada de
atencidn al paciente;

b. Fagilite informacion o preste testimonio ante cualquier agencia piblica gue conduzea una
investigacion, audiencia o indagacion sobre la violaclén de alguna ley, regla o reglamento
que el empisador o algln otra empieador con &l que exista una relactdn de negocios; 0
en & caso de un trabajadar licenciado o certificado de Ta salud que facilite informacion
o preste testimonio ante cualquier agencia pdblica que conduzca una Investigacion,
audiencia o indagacin sobre la calidad de la atencion al paciente; o

¢. Seopone o se niega a participar an alguna actividad, directriz o préctica que el empleado
tiene motivos fundados para pensar que:

{1) viola alguna ley, o regla o reglamenta que dicta la ley o en el casa de un empleado
licendiado o certificado de la salud que tiena mativos fundados para pensar gue
se trata de |a atencion inadecuada al paciente;

{2) es fraudulenia o delictiva; o

(3) s incompatible con algin mandato establecido por fas directrices plblicas
relacionadas can la salud plblica, la seguridad o el bienestar o la proteccidn del
medio ambiente. Articulo 34:19-3 de las Leyes comentadas de New Jersey de
proteccién del empleado consciente (N.J.8.A., por sus siglas en inglés)

. No se pusde acoger a la protaccién contra [a represalla, cuando se hace Una divulgacion

a un organisme pliblico, a no ser que &f empleado le informe al empleador de tal actividad,
politica & horma a través de ur aviso por escrito y ie hayadada al empleador una oportunidad
razonable para correglr tal activided, politica o norma.  Sin ambarge, e s necesaria la
divulgacion en los casos en que el empleado tenga indicios razenables para creer qué un
supervisor 0 mas de un supervisor del empleador tienen conocimlento de taf actividad,
politica o norma o en los casos en los gque et empleado leme que tal divulgacian pueda .
trast como consecuencia dafos fislcos a su persona siempre y cllando ka naturaleza de la
situaclén sea ia de una situacién de emergencla.

Informacion del Contacto
La persona sigulente para ha slda designada a contestar sus pregunias
a, properciorar informacion adicional relacionada con sus derschos ¥
responsabilidatles segin lo Indica esta ley {N.J.5.A. 34:19-4):

Nombie: e o e
Dlkecaion: e s

Niimera de teléfono; —

Este aviso se debe exponer a la vista de todos.

Una vez por afio, los emplasdoras deben de distribulr un aviso de esta ley a sus empleados.
5i necesita este documento an alglin otra idioma gue no sea inglés o aspafiol, sirvasa llamar
al (609) 292-7832. Posiblemenie, una carga nominal pusde ser cobrada.

NEW JERSEY DEFABRTRENT OF

L

LABONR AHD WORKI QHLE DEVELOPMENT
n]vgavliabnf




TOWNSHIP OF LOWER EMPLOYEE COMPLAINT FORM

Date

Attach additional sheets if necessary to fully complete all questions
NAME: DEPARTMENT:
TITLE: __: SUPERVISOR:

Time period covered by this complaint:

Individuals who allegedly committed the acts being complained of:

Describe the nature and dates of the acts allegedly committed by each individual:

Tdentify all persons with knowledge of the complained conduect:

Are there any documents or other evidence that supports the occurrences described
above?

If you previously complained about this or related acts to a supervisor or official, please
identify the individual to whom you complained, the date of the complaint, and any action
taken.
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Have you missed any time from work or incurred any un-reimbursed medical expenses as a
result of the alleged acts?

Are you afraid that someone may retaliate against you because you filed this complaint? If
so, please identify the person(s) and indicate the reasons why you feel the person(s) may
retaliate against you.

What is your requested remedy for this complaint?

ACKNOWLEDGMENT
The information provided above is true and correct to the best of my knowledge.

BY DATE:

To investigate your complaint, it will be necessary to interview you, the accused patty, and any
witnesses with knowledge of the allegations or defenses. All persons involved in the
investigation will be notified that (1) the complaint is confidential, (2) that any unauthorized
disclosures of information concerning the investigation or retaliation could result in disciplinary
action up to and including discharge.

I am willing to cooperate fully in the investigation of my complaint and to provide whatever
evidence is deemed relevant. '

BY: DATE:
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Receipt for Employee Handbook

I acknowledge that I have received a copy of the Township of Lower’s Employee
Handbook. 1 agree to read it thoroughly. Iagree that if there is any policy or provision in
the Handbook that T do not understand, T will seek clarification from my supervisor,
Department Head or Township Manager. 1 understand that this Handbook states Lower
Township’s personnel policies in effect on the date of publication. I understand that
nothing contained in the Handbook may be construed as creating a promise of future
benefits or a binding contract with Lower Township for benefits or for any other purpose.
I also understand that these policies are continually evaluated and may be amended,
modified or terminated at any fime.

Please sign and date this receipt and return it to the Manager.

Date:

Signature:

Print Name:

Department:
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TITLE:

TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION # 2016-236

AMENDMENT TO THE MUNICIPAL ENGINEER CONTRACT DUE TO NAME CHANGE

WHEREAS, the Township of Lower ("Township®) per Resolution #2016-24 appointed Hafch Mott

MacDonald

as the Lower Township Municipal Engineer for the year 2016 on January 4, 2016; and

WHEREAS, effective August 1, 2016 Hatch Mott MacDonald was branded the name Mott MacDonald
Group LLC d/b/a Mott MacDonald LLC; and

WHEREAS, the name change wili not affect the terms of the original contract; and

WHEREAS, any existing purchase orders or projects will be transferred to Mot MacDonald LLC under
a new tax identification number; {see Exhibit A,); and

WHEREAS, the term of this contract will maintain the expiration date of December 31, 20186.

NOW, THEREFORE, BE [T RESOLVED by the Township Council of the Township of Lower that the
contract awarded to Hatch Mott MacDonald is hereby transferred to Mott MacDonald LLC.

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT

CONRAD

PERRY

SIMONSEN

CLARK

TBECK

I, Julie A. Picard, Township Clerk of the Township of

be a true and exact copy of a resclution duly authorized by the Township Council at a meeting held on August 15, 2016.

Julie A, Picard, Township Clerk

Lower, County of Cape May, State of New Jecsey, do hereby cerlify the foregoing to




MOTTY M

MACDONALD

Township of Lower
2600 Bayshore Road
Villas, NJ 08251

111 Wood Avenue South
lselin NJ 08830-4112
United States of America

T +1 {800) 832 3272
F+19(873) 3761072
mottmac.com/americas

Subject: Our New Beginning and Name Change
Auguslt 1, 2018

Dear Valued Client
| am writing to let you know about an important change at our company.

For twenty years, we have done business in North Amarica as a joint venture-
company called Hatch Mott MacDonald. As of April 26, 2016, we are branding
ourselves as simply Mott MacDonald. In due course you'ti see our name change
and a new logo appear on cur communications with you. Please update your filtes
with our new name.

- This change gives us a much stronger platform to expand our services into more

sactors and markets across the whole of North America and globally, enabling us o
bring even more value for our clients and teaming partners.

As far as the Lower Township is concerned, very little witl change ~ we're the same
team with the same unwavering commitment to our partnership and o working with
you to give you, our client, the highest quality service.

1 am attaching & copy of our W-9 1o ensure your records are correct,

Thank you very much for your time and for your continuing partnership and
collabaration. 1 look forward to your continued support as we move forward as Mot{
MacDenald.

Sinceraly,

Michaegl Sattan

Divisional Accountant




W-9.
Form &

{Rav. Decomber Z014)

Cropornant-of tha Troasury
Iernnl evanga Servica .

Request for Taxpayer
ldentification Number and Certification

Give Form {o the
requester. Do not
gand to the [AS.

Mot MacDonald Group, Ing,

1 Plama Jas Shcrsn of PoUY inanriu 1ax s, Name i requisd an i T gonol feave i g ank,

% Business name/disrogarded entity nama, if differnlt lrem above
Mol MacDonald, LLC

single-member L1L.C

the tax classiflcation of lha singlo-rmembuer ewnar,
D Other {sas Inslructlons) =

Print or type

3 Check apgraprlate box for foderal tax classificallon: check only une of the ldlowing seven boxes:
[ ndividueirsote proprialor of ) 5Goporation [ S Corparation (.} Parnarship 7] Trustestate” | ingiruetions on page 3

[:] Limlted §abilily company. Erter the lax cfassiticatton {C=C corporalion, S=§ corporalion, P=parinership) ¢
Kota. Far a single-mambar L1143 thal Ia disregardod, de Aot shock LLG; chacl tho npproprigte box In the ine abave for

4 Exemplions (codes apply only to
cerlain entilles, not individuals; see

Exampt payss eode il aay) 5
T Examption [rom FATCA ropurting

coda (if any)
[Apnding fo seeoanls myintuned oulskds ie .8}

& Addrags [hurabar, streel, and apl, or suite no.}
111 Wood Avenue Sauth

Floguaatar's tame and address foptional)

6 Gily, state, and ZIF code
Iselin, N.J 08830

Ses Specific Instructions on page 2.

7 List aceount sumber{s} hare {optioaal)

beckup withholding, For individuals, this is generally your soclal security number {888}, However, for a
resldent alien, sols proprigtor, of disregardad sallly, see the Parl | instructions on page 3. For ather - -
entlties, t is your smployer ldendification nuinber (EIN). If you do not have a rurnber, sae Hew t ot a

TiM on page 3,

Nota, If the scoount Is in mole fhan one narne, see the ihalruclions for ine 1 and the sharl on paga 4 for

guidslinas on whosa nuinber o enter,

5 Taxpayst Identification Number [TIN) o o o
Enfer your TIN In the appropriate box, The TIN pravided must match the name given on line 1 1o avold | Soctal sucurlty rumber __]_

J— SRR, NS ——

of ,
[ Empioyar WenBeonan nimber |

2{2( | 3:7¢8|917{6]|1

Certification

Under penaltiea of pedury, 1 ceriily that:

1. Tha numter shown on this form s my correct taxpayer ldentiflcation rurmbar for | am walting for a nuriber to bo issued Lo me); and

2. 1 am not subjuct to backup withholding because: (a) § am exempt from backup withhoiding, o (13} | have aot baen nolifisd by the Internal Revenue
Service (IRS) that 1 am stibfest to backup withholding as a resull of a (athure to report all interest o dividands, or {) the 1AS has notifletd ma hat { am

o longar subject to backup withholding; and

3, 1am a U8, cilizan or olher U,§, person (dafined betow); and

4. The FATCA codels) entarad on this form {If any) Indicating thal | am exermpt rom FATCA reporling is correct,

Cenifioatiolt Instruetions. You must cross avt itern 2 above if you have been nolitied by the IRS Ll you arg surrently subject lo backup withholding
bocause you have lallad lo report alt interes! and dividends on your tax relurn. For real estale ransactions, lam 2 does nol apply. For morlgage
Interest pald, acquisition or abandonment of secured property, cancelialion of dabt, coniributions to an [ndividuel relirement arrangement (IRA), and
generatly, paymenia other thait Interest and dividends, you are not raquired 1o sign the certification. but you must provide your correcl TiN, See tha

instructions on page 3.

Sign Signature of T

et
ey
Here .8, person ¥ ((”‘,..-‘ %5, i Pt e
iy R L iy

General Instructions
Saclion reléronces ara to tha Intarnal Ravanue Code unlass othenslse nolesd.

Putura developmants. Information abat developmants alfscting Form W-9 {such
as legisiation snncled after we releasa i) is at www.irs.gov/hed,

Purpose of Form

An incivitlual or entity {Feim W-0 requestos) who is required 1 llig an informalion
raturn with the 145 musal obtain your correet laxpayer identificetion nuimitser (TiN)
which may be your soslal securty number (SSHY; indhvidun! laxpayer Identification
aurebor (TN}, adeplion laxpayer identification number (ATIN), or employer
\denlilication aumbar {EIN), (o repoit on an informalion return e amounl paid Lo
you, or ¢thar smount repariable on an infarmation rolurn, Exsaples of informalion
rotummy inchids, but wre not iimited 1o, the fallowing:

r Fapm 1089-INT fintorest sained of paid}

¢ Form 1009-DIY (dividends, Inciuding those lrom stocks or midual Tssncds}

v Famm 1099 -MISG (various Types of lncoroe, prizes, awards, o gross proceeds)
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' Form 198-A {equisiion or abenddoiment of sectrad proparty)

Use Farn W3 only If you are a .5, person fincluding a tasident alien], {0
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MOTT MACDONALD, LL.C

STATEMENT OF OWNERSIHIP

Mott MacDonald, LLC, & Delaware limited liability corporation, is a wholly-owned
subsidiary of Mott MacDonald Group, Inc., a Delaware corporation.  Mott MacDonald

Group, Inc. is 100% owned by Mott MacDopaid International, Ltd., a corporation of the
United Kingdom,

MOTT MACDONALD, LLC

By: Yl’LW @M'{%

Albert N, Beaiuato, P.E, '
Executive Vice Prosident




N.J. Department of Treasury - Division of Revenue, On-Line Inquiry

Page 1 of 1

STATE OF NEW JERSEY
BUSINESS REGISTRATION CERTIFICATE
Taxpayer Naiae: MOTT MACDONALD LLC
Trade Name:
Address; 111 WOOD AVENUE SOUTH
ISELIN, NI 08830-4112
Certificate Number: 1169109
Eiffective Date: August 01, 2005
Date of Issmance: - July 25, 2016
For Office Use Only:
20160725083242072

hitps:/fwww].statenj.us/TYTR_BRC/serviet/common/BRCLogin

71252016




Certification 2062
CERTIFICATE OF EMPLOYEE INFORMATION REPORT
RENEWAL

[
ow:has submlttad .
roasurer lms appmvad sqid reporl. This approval will remain In
'1}5 _ to 15-AUG-2018
: i:‘s’fi,?i .

This Is o certify that the contractor listod bél an Emp!oyee information Report pursuant to
N.J.AC. 17:27-1.1 et. sed. and the State;

sffact for the perlod of ib -AUG-*E

MOTT MACDONALD, LLC
111l WOOD AVE. SOUTH, 5T FLOO‘R S
ISELIN N 08830 '

FORD M, SCUDDER
Acting State Treagurer




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTIUON #2016-237

TITLE: APPOINTMENTS TO THE ZONING BOARD OF ADJUSTMENT

WHEREAS, there are currently four (4) vacancies as Alternate Members on the Zoning Board of
Adjustment with two (2) year staggered term expiration dates (September, 2017 and September, 2018); and

WHEREAS, Council has reviewed the applications currently on file in the Clerk's office.
NOW, THEREFORE, BE IT RESOLVED by the Township Council of the Township of Lower that the

following appointments be made:

NAME TYPE TERM EXP
Alternate Member

MOTION SECOND | AYE NAY ABSTAIN | ABSENT

CONRAD
PERRY
SIMONSEN
CLARK

[ BECK

I, Julie A, Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do hereby certify the
foregoing fo be a true and exact copy of a resolution duly authorized by the Township Council at & mesting held on August
15, 2016.

Julie A Picard, Township Clerk




- Term Exp. _ Replaced or Reappointed

FOR TOWNSHIP USE ONLY
Res. # Board/Comm./Auth,

ROUD MY 1715

TOWNSHIP OF LOWER
CITIZEN LEADERSHIP FORM

"'INAME(\WQQ N \B@ﬂaﬁ hy JTZ.

T ,. o
YeaRs oF Resency nTownshp_L 2 occupation_Caunpen den

- - Please number in order of preference which ones you wish to be considered for.

______Cable Television Advisory Board ' Municipal Uﬂlltles Authority

_____Environmental Commission _____ Planning Board

____Historic Preservation Commission Recteation Advisory Board
____ Citizen Advisory Board : /"Zomng Board of Adjustment

T hereby apply fo perform public service on the following mummpal authority, boards or commissions. List any education, prior

volunteer expenence or work related experience, or other civic involvement which could be of use to the authority,
board or commission you have listed above.

Lve, %Quf\"\s’ We_&*;r\' (S Lfeauf‘% S & WWW Niyne @Q %sc

Cepsrs I\ \)\Ne, oommw&&&;\ Qxe)ac/, oar\é, AT AT A ‘f\esml(/r\%&( Whein

i‘\mé \\Ouos Me. % \1\5—2/ {o Co _cha '!'&\3(2 WD b Seor 0@0@&2
I~ need | Yol QKOLW\O\P Twe &‘3“?%@ eandd Do fvaHm 2 owomcjfs"
Sor oeo@\e, o Yave. Lpund Vhemselws poceritly Jrga bl ed oond ase
N-)M W\ weed ot occesS Yo lﬁ‘«w\ howes v & M&&G&? o O

Date: 5\ Woli(s Signature: \RW % k/g / (VALID FOR ONE YEAR FROM DATE OF RECEIPT)

“Return to: ClerQQ { ice; 2600 Bayshore Road, Villas, NJ 08251




- - Please number in order of reference which ones you wish o be consadered for,

O heraby apply to perform public service on the foflowing mumclpal authority, boards or commissions. List any education, prior

FOR TOUWNSHIP USE DMLY
Res. # Board/Comm.iAuth,

- - Term EXp. ' Replaced or Reappointed

TOWNSHIP OF LOWER :
CITIZEN LEADERSHIP FORM REVD JUM 2715

e GEple DONELTY

crvansiate G 57 SEASHNSESE ) = el oF %Q
VEARS OF RESIDENCY N TownsHP | B occupation Ml g TEAAN CE

Cable Television Advisory Board - Municipal Utllmes Authority

Environmental Commission ____ Planning Board

Historic Pressrvation Commission : Recreation Advisory Board
__ Citizen Advisory Board : gg Zoning Board of Adjusfment

valunteer experience or work refated experience, or other civic involvement which could be of use to the authority,
board or commission you have listed above.

Zf ﬂm ﬁ «Nié#f M@@& AD Coplecs CELATIUA
1 =Ry NI b DI “ﬁa@g &Jﬁ&z@ %é S ﬁff
A ‘,.;,-{ L/% €5Mﬁ _%p&aégﬂ;ﬁﬂé’ﬁ

Returnto Cle 's Office 260 Bayshore Road, Viilas, NJ 0825'1




FOR TOWNSHIP USE ONLY
Ros, # Board/Comtn./Auth.

Tetin Exp. Replacad or Reappolntac

TOWNSHIP OF LOWER
CITIZEN LEADERSHIP FORM

wiedlehas/ P Hawwedy
e v stats,_Moeth Cpps 8y, ) -

VEARS OF RESIDENGY IN TOWNSHP 45 ocoupation a2t /1Y (agrty -

Ploase nuiher in order of prefarence which ones you wish to be considered for.

. Cablo Televislon Advisory Board Muntelpal Utilittes Authority

____ Exvironmental Commission Planning Board

_ Historie Preservation Commission Ractaation Advisory Board
Ciiizan Advisory Board / Zonng Board of Adjusiment

| hetaby apply to petform public service on the followlng municipal authority, boards or commissions. List any education,
prior volunteer experience or work related experianas, ar other civie involverment which could be of use to the
autharity, hoard or commnission you have Hsted above.

I-wn& A Merben  OE. UL }.wawj %@é”@f:’_’fﬂ'ﬂ

st

pete:_S/1/ sm@m%// /ﬂfﬂ (VALID FOR ONE YEAR FROM DATE OF RECEIPT)

(4

Return to: Cletlds Office, 2600 Bayshore Road, Villas, Nd 08251

+




81172016

CQI/VLC Register Report - Last month

71112016 through 7/31/2016

Account Description Memo Category

INCOME

Uncategorized
Business Mercantile 2016-2017
Campgrounds & Trailers
Gravel Pit

Licenses & Permits
Rental Merc 2014-2015
Street Openings

Yard Sales

EXPENSES

Rental Merc 2016-2017
TRANSFERS

Council Checking

OVERALL TOTAL

Amount

12,698.00
380.00
14,167.00
101.00
450.00
90.00
75.00
120.00
315.00
5,250.00
5,250.00
17,948.00
-17,948.00
0.00

Page 1




Township of Lower
2600 Bayshore Road
Villas, NT 08251

609-886-1455

OFFICE OF CONSTRUCTION OFFICIAL

Construction Permit Activity Report

RANGE: 07012016 To 07/31/2016

August 05, 2016 2:39:21PM

Report Rus For Township of Lower

SUMMARY
CONSTRUCTION COSTS COUNT

Cost Of Construction: $293,580.00 Cubic Feotage: 62234 Cuft Permit Issued: 151

Cost Of Alteration: 51 ,998,470.00 Square Footage: 7010 Sqft Updates Issued: 21

Cost Of Demolition: $21,000.00 All Fees Waived: 2

Total Cost: $2,313,050.00 Municipal Fees Waived: 0

PERMIT FEES ADMIN FEES WAIVED FEES TOTALFEES
Building: $32,293.00 Building: $0.00 Building: $22,075.00 Buiiding Fees: $10,218.00
Electrical: $10,436.00 Electrical: $0.00 Electrical: $359.00 Blectrical Fees: $10,077.00
Fire : $3,906.00 Fire : $0.00 Fire ; $833.00 Hire Fees: $3,073.00
Plumbing; $4,473.00 Plumbing: $0.00 Plumbing: $560.00 Plurbing Dees: $3,913.00
Elevater: $0.00 Elevator; $0.00 Elevator: $0.00 Elevator Fees: $0.00
Mechanical: $0.00 Mechanical: $0.00 Mechanicai: $0.00 Mechanical Fees: $0.00
Total Waived: 523,827.00 Technical Fees: $27,281.00
DCA Calculated Fees Waived Fees Collected Fees
Volume Training Fee: $233.00 $0.00 $233.00
Alieration TrainingFee: $3,810.00 $2,294.00 $1,516.00
— TECHNICAL ISSUES DCA Minimum Fee: $20.00 $0.00 $20.00
Sub total Training Fee: $4.063.00 $2,294.00 $1,769.00
Building Techsnical: 102
Electrical Technical: 90 Certificate of Occupancy Fee: $583.00
Fire Protection Techmical; 31 Waived Certificate Fees: $0.0¢
Plumbing Technical: 38 Sub Total Certificate Fees: $3583.00
El hnical:
evator Technical: PERMIT FEES: $27.281.00
Mechanical Technical:

DCAFEES: $1,769.00
CERTITFECATE FEES: $583.00
CERTIFICATE ISSUES MIN FEES: £0.00
Ceniificate of Occupancy: 5 NET TOTAL FEES: $29.633.00
Certificate of Approval: 52 PENALTIES COLLECTED: $0.00
Certificate of Continued Occupancy: 0 CCO FEES: £0.00
OTHER FEES: $50.00
GRAND TOTAL FEES: $29.683.00




OFFICE OF THE CONSTRUCTION OFFICIAL

Account Summation-Summary

Report Run from 07/01/2016 To 07/31/2016

August 5,2016 2:40:13PM

ACCOQUNT: Cash Check Credit Card Total
Amount Amount Amount Tee

PERMIT FEES Sub Totals: $2,328.00 $27,355.00 $0.00 $29,683.00

DUMPSTER Sub Totals: $10.00 $0.00 $0.00 $10.00

LICENSE FEES Sub Totals: $0.00 $850.00 $0.00 $850.00
GRAND TOTALS: $2,338.00 $28,205.00 $0.00 $30.543.00

i
Report Run For: Township of Lower Page § of 1




BOROUGH OF WEST CAPE MAY OFFICE OF CONSTRUCTION OFFICTAL

2600 Bayshore Road
Borough of West Cape May, NI 08251 Construction Permit Activity Report
609-886-1455 . RANGE: 07/01/2016 To 07/31/2016 August 05,2016 2:40:43PM
SUMMARY
CONSTRUCTION COSTS COUNT
Cost Of Construction: $200.00 Cubic Foofage: 0 Cufl Permit Issued: 12
Cost Of Alteration: $198,800.00 Square Footage: 0 Sq.it Updates issued: 2
Cost Of Denotition: $0.00 All Fees Waived: 3
Total Cost: $199,000.00 Municipal Fees Waived: 0
PERMIT TEES ADMIN FEES WAIVED FELS TOTALFEES
Building; $2,000.00 Building; $0.00 Buiiding: $566.00 Building Fees: $1,434.00
Electricat: $766.00 Electrical: $0.00 Electrical: $280.00 Flecirical Fees: $486.00
Fire $161.00 Fie $0.00 Fire §0.00  Firo Fees: $161.00
Plumbing: $211.00 Plumbing: $0.00 Plumbing: $0.00 Plumbing Fees: $211.00
Elevator: $0.00 Elevator: $0.00 Elevater: $0.00 Flevator Fees: $0.00
Mechanical: $0.00 Mechanical: 50.00 Mechanical: $0.00 Mechanical Fees: $0.00
Total Waived: 5846.00 Technical Fees: $2.292.00
DCA Calculated Fees Waived Fees Coflected Fees
Volume Training Fee: $0.00 $0.00 $0.00
Alteration TrainingFee: $380.00 $233.00 $147.00
— TECHNICAL ISSULS DCA Minimum Fee: £0.00 $0.00 $0.00
Building Tochnical: g Sub total Training Fee: $380.00 $233.00 $147.00
Slectrical Technical: 9 Certificate of Occupancy Fee: $0.00
Rire Protection Technical: 3 Waived Certificate Fees: $0.00
Plumbing Technical: 3 Sub Total Certificate Fees: $0.05
Eievator Technical: PERMIT FEES: $2,292.00
Mechanical Technical: SEES: $147.00
CERTIFICATE FEES: $0.00
CERTIFICATE I1SSUES : MIN FEES: $0.00
Certificate of Occupancy: 4 NET TOTAL FEES: 32,439.00
Certificate of Approval: 5 PENALTIES COLLECTED: $0.00
Certificate of Continued Gcecupancy! 0 CCO FEES: $0.00
OTHER FEES: $0.00
GRAND TOTAL FEES: $2,439.00

Report Run For BOROUGH OF WEST CAPE MAY




OFFICE OF THE CONSTRUCTION OFFICIAL

Account Summation-Summary

Report Run from 07740 1/2016 To 07/31/2016

August 5, 2016 2:41:28PM

ACCOUNT: Cash Check Credit Card ’ Total
) Amount Amount Amount Tec
PERMIT FEES Sub Totals: $103.00 $2,336.00 $0.00 $2,439.00
GRAND TOTALS: $103.00 $2,336.00 $0.00 $2.439.00
Page t of 1

Report Run For: RBOROUGH OF WEST CAPE MAY




Date [#'s Void/Dup_| 4.2 7.2] 1.2] 42| $5.00! $500[Total D~ |TotalE_ [Total F [Total G |Deposit
, _ [# SN [Non S/N_|FWS/N__[FW Non S/ Late Fee | Prior Year | | f | }

77172016 1125-1127 | , 3 | _ | $15.00] [ $1260,  $0.00! $0.00] $0.00] $27.6C
7/6/2016]1128-1133 | | 5 1] | T $25.00] I $21.00] $7.20] $0.00| $0.00]  $53.20
716/2016|1134-1142 | | 7] 7 2| | $40.00 | $26.40, _ $0.00] $2.40] $0.00] $71.80
7/7/2016]1143-1149 | _ 7 _ , | $30.00] | 52040 _ $0.C0| $0.00|  $0.00| $59.40
7/8/2016/1150-1158 | 4 8| 3 , | $40.00; [ "$26.20)  $2160| $0.00] $0.00] $86.80

7/141201611159-1185 | _ 7 | , | $35.00] | $29.40] $0.00| $0.00! $0.00]  $64.40

7/1212016]1166-1170 | | 4] 1) 4 | $15.00 | $76.80]  $7.20) $0.00)  $0.00]  $39.00

7/13/2016[1171-1176 | | 4 2] _ [ 525.00] | $16.80] _ $14.40 $0.00] $0.00]  $56.20
7/14/2016(1177-1183 | | 5 2] | | $30.00] 52100, $14.40] $0.00| $0.00]  $65.40
7/15/2016]1184-1197 | J 1] 2| 1l I $65.00] T §46.20]  $14.40] 5120  $0.00| $126.80
7/18/2016|1198-1207 | 4 6| _ | |~ $25.00] [ $25.20] $0.00] _ $0.00! $0.00]  $50.20
7/19/2616|1208-1213 | ! 4] 1] il | $30.00 [ $16.80] 5720  $1.20]  $0.00| $55.20
7720/2016]1214-1218 | [ 5| , , | $70.00! | $21.00] $0.00| $0.00] $0.00] $31.00
7/21/2016]1219-1236 | | 8l 2) 5 3] $90.00) I $33.80]  $14.40] $6.00) $12.60] $156.60
7/22/2016]1237-1242 | , 4 2! | [ $30.00] " T$16.80]  $14.40] $0.00} $0.00]  $61.20
7/25/20716]1243-1248 | r 3| 2] 1] | $25.00) T $12.60]  $14.40] $1.20 $0.00]  $53.20
7726/2016|1248-1285 | _ 7 J _ | $35.00] | $28.40 $0.00] $0.00] $0.00] $64.40
7/2712016/1256-1260 | | 4l | 4 1] $25.00] 1 $16.80, $0.00] $0.00] $4.20] $46.00
7/28/20161261-1264 | ) 4) # _ [ $20.00] | $16.80] _ $0.00| $0.00|  $0.00[  $36.80
71269/2016|1265-1267 | 1] 1] 1] | | $5.00] | $4.20) $7.20] $0.00] $0.00] $16.40
| | , | | _ , | [ s0.00]  $0.00] $0.00,  $0.00[  $0.00
w 4 , 4 _ | , _ T $0.00] _ $0.00[ __ $0.00| $0.00]  $0.00
d _ | _ , | [ s0.00] _ $0.00] $0.00]  $0.001  $0.00
4 ) _ | _ |~ 3000  $0.00] $0.00]  $0.00)  $0.00
, | 4 _ | 4 $0.00]  $0.00] _ $0.00| $0.00  $0.00
_ 105! 19] 10] 4 815| 0] $441.00] $136.80] $12.00] $16.80| $1,221.60
Total licenses collected wifees 138 , 4 | | 7 ﬁ ,
Twp. Fee | $372.00 [Pd State | $234.60 7_ | _ | _ _ ,
State Reg. | $138.00] ! _ 4 4 , , ,
Pilot Clinic | $27.80] Twp. Fee | $987.00] | _ | | _ ,
[Anim. Pop.| _ $69.00] , | , | | _
Laie Fee | $615.00] S/N Fund $0.00 7 _ | | _ |
Prior Year | _ _ | , _ _ _
Total
Collected l m._.mm‘_.mo; .r ﬁ ~ ’ ﬂ J /
4 p
Q\m@ﬂ\r\ %“\\mwr&.\tﬁ\ PN R\m\xkl §




BUREAU OF FIRE SAFETY - TOWNSHIP OF LOWER

Public Safety Building Mailing Address:
1389 Langley Road 407 Breakwater Road
Cape May County Airport Erma, NJ 08204

Phone: {(609) 889-0404
Fax: (609) 889-8876

For the month of July 2016, the Lower Township Bureau of

Fire Safety made deposits of $21,540.00 in the Lower

Township Tax office.

Sincerely,
Donna Blackley
Fire Official

cc: file
Board Members
Lauren Read
James Ridgway




Iower Township Police Department 2016
Monthly Activity Report
JlllY - Totak

General Complaints and Service Calls (Total) 4,948 32214
Aggravated Assauits 1 7
Animal Control Complaints 22 148
Arson 0 0
Assaults 5 33
Assaults on Police Officers (UCR Report Return "A") i 5
Bias Incidents 0 0
Burglaries 2 53
Community Policing Services 334 2330
Criminal Mischief Complaints 35 126
Death Investigations 2 19
Disorderly Conduct Complaints 64 363
Domestic Viclence Complainfs 39 202
Domestic Violence with Assaults 8 38
Emergency Medical Calls with L. T. Rescue 286 1526
Fire Calls & Alarms Police Response (Total) 42 500
Harassment 23 159
Local Ordinance Complaints 5 32
Local Ordinance Warnings 0 1
Motor Vehicie Accidents 67 275
Motor Vehicle Stops 406 2023
Motor Vehicle Stops / Summons' Issued 51 491
Narcotics 13 71
Property Checks 2262 15061
Residential and Commercial Alarm Calls 53 427
Robbery 1 4
Thefts 30 155
Traffic Summons Issued 124 869
Traffic Warnings 31 101
Weapons Offenses 0 13
Adult Arrests (UCR Report Return "A™) 34 249
Juvenile Arrests (UCR Report Return ""A™) 3 33
D.W.L Arrests (UCR Report JV & Adult Arrests Combined) 6 31
Drug Possession Arrests (UCR Report JV & Adult Arres(s Combined) 9 45
Investigation Reports Completed 96 608
Supplemental Investigation Reports Completed 22 259
Total Value Property Stolen (UCR Report Return "ATM | § 22,940.00 | § 173,299.00
|Total Value Property Recovered (UCR Report Return "A™) $ 7,890.00 [ § 27,368.00




Lower Township Police Department 2016
Monthly Activity Report

//r_/_—‘—-——‘_-]
[7 : July Total:
IMian Power Loss in Hours
Union 0 0
Suspended 0 0
Vacation 880 4844.8
(¥) Personal 142 693
©) Used Comp Hours 24 174
) Sick Hours 363 1885.4
(WQC) Injury Hours 178 1154
Schedule Soft Training Hours 56 3904
(V) Military Training 259 1614.5
Police Department Overtime in Hours
(K= Patrol) Operations Qvertime 197.25 1070.25
(CE = Patrol) Qperations Comp Time 76.5 1032.02
( K = Detective ) Investigation Division Overtime 52 368
( CE= Detective ) Investigation Division Comp Time 8.25 107.25
(COT) Court Overtime| | 13 99.5
(CCE) Court Comp Time 7.5 48
() Holiday Overtime 77.5 618.5
(HCE) Holiday Comp Time 27.5 165
Goverpment/Grant Funding Overtime in Hours ' 0
(CIOT) Click It or Ticket 0 80
(COPS) Cops n Shops 0 Q0
JV Curfew 0 0
(DDEF / DSGP) DWI Grants 35 157
Other 0 0
Private Funding QOvertime in Hours 0
0SC Special Detail 207 791

Prepared By: Chief William Mastriana M /_4/ J@ﬁ% %{wjﬁﬂ%

Date: 8/11/2016




Township of Lower
Office of the Tax Collector

Receipts

Preliminary Tax (2017)
Current year taxes (2016)
Prior year taxes (2015}
Arrears (2014)

State Audit Payback
Municipal lien
Recording

Bankruptcy

6% Penalty

Tax Search Fees
Interest
Advertising/tax sale cost
Municipal Service Fees
Lot clearing

Returned Check Fees
Duplicate Bills

MUA Charges

MUA Interest

Trash

Premium

TOTAL DEPOSITS

DEPOSITED TO COUNCIL CHECK
DEPOSITED TO WIPP ACCOUNT

DEPOSITED TO PREMIUM ACCT

TOTAL DEPOSITS

NSF Reversals
WIPP NSF Reversals

TOTAL

Prepared by Susan Jackson

2016 CASH RECEIPTS

JULY

MONTH TO DATE YEAR TO DATE
483,603,59 483,603.59
5.923,281.70 33,601,644.01
4,777.56 820,036.72
1.269.37 6,314.85
1,000.00 1.000.00
315.26
12.00
283.55 113548
3,740.03
10.00
4,4671.04 92,523.76
13,587.57
9,480.00 52,440.00
4.510.00
360.00
50.00 515.00
142.757.11
26,287 A0
1.792.75 3228575
511,500.00

6,429,999.56

6,185,449.80

244,549.76

6,429,999.56

2,175.98
6,745.08

6,421,078.50

35,884,578.53
33,856,116.26
1,516,962.27
541,500.00
35,884,578.53

35,136.93
22,736.97

35,826,704.63




2016 JULY
VITAL STATISTICS

Marriages,Civil Unions
Domestic Partners
Ceritified Copies
Certified Copies EDRS
Burial Permits

Marriages, Civil Unions State
Domestic Partners State
Marriages, Civil Unions Twp

" Domestic Partners Twp
Certified Copies

Certified Copies EDRS

Burial Permits State

Burial Permits Twp

TOTAL

14

287

$350.00
$0.00
$42.00
$0.00
$2,870.00
$10.00
$0.00
$0.00

$3,272.00




TITLE:

TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION # 2016-238

A RESOLUTION PROVIDING FOR A MEETING NOT OPEN TO THE PUBLIC IN ACCORDANCE WITH THE
PROVISIONS OF THE NEW JERSEY OPEN PUBLIC MEETINGS ACT, N.J.S.A, 10:4-12

WHEREAS, the Township Counil of the Township of Lower is subject to certain requirements of the Open Pubtic
Meefings Act, N.J.S.A 10:4-6, et seq.; and

WHEREAS, the Open Public Mestings Act, N.J.S.A. 10:4-12, provides that an Executive Session, not open to the
public, may be held for certain specified purposes when authorized by Resolution;, and

WHEREAS, it is necessary for the Township Counail of the Township of Lower to discuss in a session not open to the
public certain matters relating to the item of items authorized by N.J.S.A. 10:4-12 and designated below:

(N Matters Required by Law to be Confidential: Any matter which, by express provigion of Federal law
or State statute or rule of court shall be rendered confidential or excluded from the provisions of the Open Public Mestings Act.

(2) Matters Where the Release of Information Would Impair the Right to Receive Funds: Any matter in which
the release of information would impair a right fo receive funds from the Government of the United States.

{3) Matters Involving Individual Privacy: Any material the disclosure of which constitutes an unwaranted
invasion of individual privacy such as any records, data, reporis, recommendations, of other personal material of any
educational, training, social service, medical, health, custodial, child protection, rehabilitation, legal defense, weffare, housing,
relocation, insurance and similar program or insiitution operated by a public body pertaining fo any specific Individual admitted to

1 or served by such institution or program, including but not limited to information, relative to the individual's personal and famity
circumstances, and any material pertaining to admission, discharge, treatment, progress of condition of any individual, uniess the |

individual cancerned (or, in the case of a minor or incompetent, his guardian) shall request in wiiting that the same be disclosed
publicly. .

{4) Matters Relating to Collective Bargaining Agresment: Any collective bargaining agreement, or the terms
and conditions which are praposed for inclusion in any collective bargaining agreement, including the negotiation of the terms
and conditions thereof with employees or representatives of employess of the public body.

{5) Matters Retafing to the Purchase, Lease of Acquisition of Real Praperty or the Invesiment of Public Funds:
Any matter involving the purchase, fease or acquisition of real properly with public funds, the setiing of banking rates or .
investment of public funds, where it could adversely affect the public inferest if discussion of such matters were disclosed.

(6) Matters refating to Public Safety and Property: Any tactics and technigues utilized in protecting the safety
and property of the public, provided that their disclosure could impair such protection. Any investigations of viotations of
possible violations of the law.

X__(7) Matiers Relating to Litigation, Negotiations and the Attorney-Client Privilege: any pending or anticipated
fitigation or confract negotiation in which the public body is, or may become a party. Any matters falling within the attorney-client
privilege, fo the extent that confidentiality is required in order for the attorney to exercise his sthical duties as a lawyer.

POSSIBLE LITIGATION

(8) Matters Relating to the Employment Relationship: Any matter involving the employment, appaintment,
tesmination of employment, erms and conditions of employment, evaluation of the performance of promotion or discipfining of
any specific prospective public officer or employee or current public officer or employee employed or
appointed by the public body, unless alt the individual employees or appointees whose rights could be adversely
affected request in writing that such matter or matters be discussed at a public meeting.

(9) Matters Relating to the Potential imposition of a Penalty: Any deliberations of a public body occuirring after
public hearing that may result in the imposition of a specific civil penalty upon the responding party or the suspansion
of loss of a ficense or permit belonging fo the responding parly bears responsibility.

NOW, THEREFORE, BE IT RESOLVED by the Township council of the Township of Lower, assembled in public
session on August 15, 2016 that an Execulive Session closed to the public shall be held on this date at approximately
P.M. in the Conference Room of the Township Hall, 2600 Bayshore Road, Villas for the  discussion of matlers refating to the

specific iternis designated above.

L




ltis anticipated that the deliberations conducted in closed session may be disclosed fo the public upon the determination of the
Township Council that the public interest will no longer be served by such confidentiality.

MOTION SECOND AYE NAY ABSTAIN ABSENT
CONRAD
PERRY 1
SIMONSEN |
CLARK N
BECK

1, Julie A. Picard, Township Clerk of the Township of Lower, County of Gape May, State of New Jersey, do hereby certify the _
foregoing fo be a true and exact copy of a resolution duly authorized by the Township Council at a meeting held on August 15, |

2016.

R
Julie A Picard, Township Clerk




