Signed Resolutions — September 16, 2019

Res. #2019-280 - Payment of Vouchers § 1,027,366.05

Res. #2019-281 - Approval of Confribution to Lower Township Chamber of Commerce ($3,500)

Res. #2019-282 - Authorization to Transfer Funds from the Tax Premium Account ($36,300)

Res. #2019-283 - A Resolufion Confirming the Release of Maintenance Guarantee for Windmill Marina Assoc, LP; Block 763, Lots 9 &
10 and Block 764, Lots 11&12

Res. #2019-284 - A Resolution Authorizing the Township of Lower, Through the Lower Township Police Department to Participate in
the Defense Logistics Agency, Law Enforcement Support Office, 1033 Program to Enable the Lower Township Police
Department to Request and Acquire Excess Department of Defense Equipment

Res, #2019-285 - Approval for Crest Best Run Fest 10k Run on Cctober 13, 2019

Res. #2019-286 - A Resoluion Requesting that the New Jersey Department of Transportation Relocate an Existing Bus Stop from its
Current Location in front of 804 Kathryn Boulevard, Lower Township, New Jersey

Res. #2019-287 - A Resolution Requesting that the New Jersey Department of Transportation Establish and Create a New Bus Stop in
the Cape May County Airport Complex, Lower Township, New Jersey

Res. #2019-288 - A Resolution Adopting A revised Personnel Policy Manual for the Township of Lower

Res. #2019-289 - Authorization for Refund of Taxes (1 prop $182.17)

Res. #2019-290 - Authorization for the Payout of Accumulated Sick Time (W.Priole $44,000)

Res. #2019-291 - 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, Attorney/Client Privilege




Resolutien 9-280

September 13, 2019 Lower owns p Page No: 1
10:34 am Bi11 List By vendor Id
P.0. Type: A1l Include Project Line Iiems: Yes open: N Paid: N Void: N

Range: First to Last Revd: Y Held: Y Aprvi N

Format: Condensed Bid: Y State: Y Other: Y Exempt: Y

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

C3L,519.44

Open 1,440.00

19-02485 09/10/19 8/28/19 TOWNHALL WATER Open 63.24 O:GD
19-02488 09/10/19 DPS - WATER Open 112.56 0.00
19-02502 09/12/19 WATER - SEPT. 2019 open 5.70 0.00

19-02449 09/04/19 MONTHLY-HOFFMAN & CANAL PARKS Open '314.00
19-02489 09/10/19 MONTHLY- CANAL PARK open 26400
2.278.00

1,132.12

1,160.02
19 02450 00/04/19 8/28-9/27 FIRE SAFETY INTERNET Open 157.16 0.00 PCl
| 15 02484 09/10/19 CELLwFS 1/27-8/26/19 Open 53.11 0.00
' 19 02413 09/03/19 7/24-8/23/19 CELL PHONE Open 500.85 0.00
19-02469 09/10/19 IPHONE 7/29-8/28/19 Open 1,38?:3; 0.00

10,213.75




September 13, 2019 Lower Township Page No: 2
10334 Aw Bill List By vendor Id

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

140,675.00

19 00637 03/01/19 2019 FIRE DISTRICT# 3 TAXES  Open 191,033.25 0.00 B

- 00800 03/21/19 BOARD SOLICITOR SALARY Open 625.00 0.00

19-02474 09/10/19 RESOLUTIONS 9/1/19 Open 450,00 0.00
1,075.00

1902486 09/10/19‘ PRINTER MAINT 9/9 12/8/19 open 2,045.42 0.00

-~ 19-0233 08/20/19 FT-ENGINE POLICE VEHICLE Open 1,336.60 0.00

© 19-02031 07/16/19 SUPPLIES FOR DPW GARAGE/AUG  Open 699.14 0.00

| 19 02399 08/29/19 REMOVAL OF TREE/ROSEANN Open 406.25 0.00

- 19 02506 09/12/19 CONTRACTUAL REIMBURSEMENT M Open 830.00 0.00




September 13, 2019 Lower Township Page No: 3
10:34 A Bill List By vendor Id

vendor # Mame
PO # PO bate Description Status Amount Void Amount  Contract PO Type

19-02447 09/04/19 SEPT 20110 ACTIVE ID#024700  Open 180,087.76 (.00

19-02448 09/04/19 SEPT 2019 BENEFITS ID (24700  Open 66,010.22 (.00
246,097.98

.19 02471 09/10/19 Leg1s ative By 1et1n 019- Open . .

19-02492 08/11/19 LEGISLATIVE BULLTINE 19/20 MAV Open 7.00 0.00

35.00

Open 175.23 0.00

Open

19-02288 08/15/19 SERVICE TIRE TRUCK Open 6,188.52 0.00

19 02441 09/04/19 9/11/2019 NIGP MEETING Open 15.00 0.00




Septenber 13, 2019 Lower Township Page No: 4
10:34 AM Bi11 List By Vendor Id

vendor # Name
PO # PO Date Description Status Aount void Amount  Contract PO Type

NIF 2,940.00 0,00

' 18 00815 03/27/18 2018 EQUIP. ALLOWANCE Open 117,07 0.00 B

73 7
19-01822 06/25/19 CLEM COUMNITES CEU Open 85.00 0.00

RTS open 144.67

; 19 {2107 07/25/19 ROTOR TODL/NUT/BOLT/WASHiR Open 3,698.53 0.00

19-02176 08/01/19 OIL FILTERS Open 1,599.20 0.00
5,297.73

19 (2500 09/11/19'c0NTRACTUAL REIMBURSEMENT M Open 37.01 0.00

~19-02208 08/06/19 PATCHES open 60.00 0.00

19-01518 05/29/19 RES 2019-180 DNE 14K 1.187.50 0.00 B
309150

19-02425 09/03/19 AUGUST 2019 HI FIT open 200,00 0.00
400.00




September 13, 2019 Lower Township page No: 5
10:34 M Bill List By vendor Id

vendor # Name
PO # PO Date Description Status Amount Void Amount  Contract PO Type

4,500.00

"19-02411 08/30/19 STAPLES FOR SAVIN COPIER  Open 33.95 0.00
19-02415 08/03/19 OFFICE SUPPLIE 8/30/19 open 114.04 0.00
19-02451 09/05/19 OFFICE SUPPLIES apen 59,85 0.00

207.84

© 19-02487 09/10/19 9/05/19 TRAVEL REIMBURSEMENT  Open 56.03 (.00

©19-02417 09/03/19 CYBER KEY ANNUAL 9/31/19-10/20 Open 2,000.00 0.00

" 19-02392 08/29/19 WELLNESS ENTERTAINMENT 5-22-1 Open 150,00 ¢.00

©19-02421 09/03/19 SUPPLIES FOR BAYRUN 8/4/10  open 4,357.78 0.00

4,145.50

©19-02422 09/03/19 AUGUST 2019 AQUA FITNESS Open 95.00 0.00
19-02423 09/03/19 AUGUST 2019 AQUA YOGA Qpen 95.00 0.00
190.00




September 13, 2019 ' Lower Township :
: _ Low Page Ho: b
10:34 AM Bi1] List By Vendor Id ;

vendor # Name

PO# PO Date Description Status Anount Void Amount  Comtract PO Type
FLYIN:  FLYING FISH.STUDIO -
19-02384 08/28/19 T-SHIRTS/DPW Open 1,597.00 0.00
=My

1902493 09/11/19 Tax Sale proceeds  open  40,812.87 0,00

Total Purchase orders: 96 Total P.0. Line Items: 0 Total List Amount: 1,023,863.69 Total Void Anount: .00

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

RESOLUTION #2018-2§0
Title: AUTHORIZING THE PAYMENT OF VOUCHERS
Yendor Description CK# Amount
ATLANTIC CITY ELECTRIC NEW ACCOUNT 65632 $524.37
ARCHER & GREINER BOND ORDINANCE19-05 65633 $400.00
WAWA INC GIFT CARDS SAFETY INCENTIVE 65637 $2577.99
TOTAL Manual Checks _ $3502.36

TOTAL Computer Generated $1,023,863.69

TOTAL BILL LIST $1,027,366.05
MOTION | SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD | & - |
PERRY A
SIPPEL -
SIMONSEN %

I, 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 SEPT 16,

2019,
;4~ji ,f/; ;f jﬂ/fwﬁ‘/{«-

.}}ﬂzj& A Picard, Township Clerk
¢ J




TOWNSHIPOF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION # 2019-231

Title: APPROVAL OF CONTRIBUTION TO LOWER TOWNSHIP CHAMBER OF COMMERCE

WHEREAS, The Lower Township Chamber of Commerce is organized fo achieve the objective of
promotmg business and community growth and development within by promoting economic programs designed to
strengthen and expand the income potential of all business within the Township of Lower and promoting programs of
civic, social and cultural nature which are designed to increase the functionat and aesthelic vaiues of the community
and discovering and correcting abuses which prevent the promotion of business expansion and communtty growth;
and

WHEREAS, the Lower Township Chamber of Commerce prints and supplies an Annual Directory to the
residents of Lower Township.

NOW, THEREFORE, BE IT RESOLVED that the Townubm Council of the Tov mahsp of Lower, County of
Cape May, State of New Jersey, does hereby authorize and approve a contribution of $3,500.00 towards the Annual

Dlrectory

BE i7 FURTHER RESOLVED that the CFO, Lauren Reéd is hereby authorized to issue the above check
chargeable to the following line item where sufficient funds are available as evidenced by her signature

Appropriation: 9-01-20-110-221

CFO's Signature: ( %_ <§;:, o (,)

~~Tauren Read, CFQ

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD K , e
PERRY s
ROY. | A
SIPPEL y g
SIMON SEN A

1, Julie A. Picard, ToWnship Clerk of the Township of Lower, County of Capa May, State of New Jersey, do hereby cerlify the
fregoing to be a true and exact copy of a resolution duly authorized by the Township Councl at 2 meeting held on September

116, 2018,

ff e
ij’ \w*“ij f’ ¢ f {a,ez'ii«

qlsé Picard, Tow ’np Clerk

£
%,




www.lowertownship.org www.lowertownshipchamber.com

September 3, 2019 REVD 5EP

Township of Lower
2600 Bayshore Rd
Villas, N.J. 08251

Attn: Mayor & Council

We are, once again, asking for your support for our every growing COMMUNITY and VISITORS
GUIDE. In previous years, we have distributed 12,000 guides and accomplished this with a mailing
by the US Post Office to our residents.

Since, this year, we are growing the content of our guide with more information about our Mayor,
Council, Police Department, Fire Departments and our Rescue Squads and, of course, ads from our
business community, we are venturing on another path.

We are expanding our print quantity to 15,000 copies which will be distributed to our local WAWA
and Acme Stores. Also, each business advertiser will receive numerous copies for their
establishments. They will be a part of our famous WELCOME BAGS which are given to each
person/family purchasing a home or business at our Title Companies. This year, we have also made
sure our local Coast Guard families receive these Welcome Bags at their events. These guides will
be available all year round, not just one time during the year.

Through working with SAMPLE MEDIA, we are excited about this growth, however, with growth
there is cost, Between distribution and delivery, we will be incurring a cost of $3500.00 which we
feel, in turn, will promote our business community and Township more than in the past.

Thanking you, in advance, for your consideration of our request, I remain,

Respectfully,

Sue-Paz c:%erl M

President - LTCC

Community in Cape May County, New Jersey, 1640
Cold §w§fxga Diamond Beach « Erma « Fisking Creek « North Cape May

Schellenger's Landing o Shawerest « Sunset Beach « Townbank « Villas

OX E’M ¢ Villas, N@W }@fsey {}822%3

b

¥

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

RESOLUTION # 2019-282

Title: AUTHORIZATION TO TRANSFER FUNDS FROM THE TAX PREMIUM ACCOUNT

WHEREAS NJSA54:5-33 states that if redemption is not made within five years from date of tax sale, the
premium payments shall be turned over to the treasurer of the municipality and become part of the funds of the
municipality: and

WHEREAS, tax sale certificates sold on April 6, 2016 have been foreclosed on,
Tax sale certificate 16-00142 with a premium in the amount of $5,700.00 was foreclosed on 6/28/19.
Tax sale certificates 16-00169 with premium of $3,500.00 was foreclosed on 5/25/18; and

WHERAS, tax sale certificates sold on September 11, 2017 have been foreclosed on;
Tax sale certificate 17-00030 with a premium of $16,100.00 was foreclosed on 9/24/18
Tax sale ceriificate 17-00038 with a premium of $11,000.00 was foreclosed on 8/13/18.

NOW, THEREFORE BE IT RESOLVED, by the Township Council of the Township of Lower, County of
Cape May, State of New Jersey that the GFO/Treasurer be and the same is authorized and directed to transfer
$36,300.00 from the tax premium account to council checking.

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD S -
PERRY e
ROY S A
SIPPEL A
SIMONSEN A

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

16, 2019, | / '_

A N W ‘
7 Jﬁ{ S fi e 2 A
/lilie A Picard, Township Clerk
-




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION #2019-283

Title: A RESOLUTION CONFIRMING THE RELEASE OF MAINTENANCE GUARANTEE FOR
WINDMILL MARINA ASSOC., LP; BLOCK 763, LOTS 9 & 10 AND BLOCK 764, LOTS 11 & 12

WHEREAS, Cold Spring Carpentry, LLC, posted a Maintenance Guarantee with the Township of Lower in the
amount of $209.87 prior to the new New Jersey State M.L.U.L changes; and

WHEREAS, the Township Engineer and the Lower Township Planning Director have determined that under
400-81 the site improvements have been automatically released under current law.

NOW, THEREFORE, BE IT CONFIRMED by the Township Council of the Township of Lower, County of
Cape May, State of New Jersey, that the Maintenance Guarantee was automatically released on February 19, 2016

BE IT FURTHER RESOLVED that the Township Treasurer be granted permission to issue a check in the
amount of $209.87 plus any accrued interest in payment of the released Maintenance Guarantee.

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD S e
PERRY e
ROY S e
SIPPEL X
SIMONSEN A

|, dulie A, Picard, Township Clerk of the Township of Lower, Gounty of Cape May, State of New Jersey, do hereby ceriify the
foregoing to be a true and exact copy of & resolution duly authorized by the Township Council at a meeting held on September 186,
2019. p ‘

;

A o,
Quber [ Hranet

ulie A Picard, Township Clerk

-y
e




MEMORANDUM

TO: Mayor Erik Simonsen &
Township Councilmen

FROM: William J. Galestok, PP, AICP
Director of Planning

DATE:September 6, 2019

RE: Resolution #2019-283
‘Windmill Marina Assoc., LP
1260 Wilson Drive
Cape May, NJ 08204
Block 763, Lots 9 & 10;
Block 764, Lots 11 & 12
Twp. Escrow #706-12-02

The Land Development Ordinance of the Township of Lower, Chapter XV1, Subsection
400-81F, requires that “The Governing Body shall be resolution, release of declare in default
each Maintenance Guarantee.”

Pursuant to the above referenced Subsection 400-81F, Resolution #2019-283 is required
to release the Maintenance Guarantee held in trust by the Township of Lower for Windmill
Marina Assoc., LP.

Lower Township Ordinance #2018-09 titled “An Ordinance revising and restating
Chapter 400, Subdivision 400-81, Guarantee’s and Inspections” was approved by Lower
Township Council on May 21, 2108 as a result of new New Jersey State Municipal Land Use

Law, 40:55D-1,
Subsection 400-81B(3)(a)(b), requires a Maintenance Guarantee for public and certain
. private stormwater site improvements and requires automatic expiration of the Maintenance

Guarantee after two (2) years, The Maintenance Guarantee was posted on February 19, 2014
and has automatically expired under the new Law.

WIG:las

ce: Shawn Carr, PE, CME, Township Engineer




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION #2019-284

Title: A RESOLUTION AUTHORIZING THE TOWNSHIP OF LOWER THROUGH THE LOWER TOWNSHIP
POLICE DEPARTMENT TO PARTICIPATE IN THE DEFENSE LOGISTICS AGENCY, LAW ENFORCEMENT
SUPPORT OFFICE, 1033 PROGRAM TO ENABLE THE LOWER TOWNSHIP POLICE DEPARTMENT TO
REQUEST AND ACQUIRE EXCESS DEPARTMENT OF DEFENSE EQUIPMENT

WHEREAS, the United States Congress authorized the Defense Logistics Agency (DLA) Law Enforcement
Support Office (LESO) 1033 Program to make use of excess Department of Defense personal property by making
that personal property available to municipal, county and State faw enforcement agencies (LEAs); and

WHEREAS, DLA rules mandate that all equipment acquired through the 1033 Program remain under the
control of the requesting LEA; and

WHEREAS, participation in the 1033 Program allows municipal and county LEAs to obtain property they
might not otherwise be able to afford in order to enhance community preparedness, response, and resiliency; and

WHEREAS, although property is provided through the 1033 Program at no cost to municipal and county
LEAs, these entities are responsible for the costs associated with delivery, maintenance, fueling, and upkeep of the
property, and for specialized training on the operation of any acquired property; and

WHEREAS, N.J.S.A. 40A:5-30.2 requires that the governing body of the municipality or county approve, by
amajority of the full membership, both enroliment in, and the acquisition of any property through, the 1033 Program.

NOW THEREFORE BE IT RESOLVED by the Township Council of the Township of Lower, County of Cape
May, State of New Jersey that the Lower Township Police Department is hereby authorized to enrolf in the 1033
Program for no more than a one-year period, with authorization to participate terminating on December 31 of the
current calendar year from (month/day), 20__to December 31, 20__;

NOW THEREFORE BE IT FURTHER RESOLVED that The Lower Township Police Department is hereby
authorized to acquire items of non-controlled property designated “DEMIL A," which may include office supplies,
office fumiture, computers, electronic equipment, generators, field packs, non-military vehicles, clothing, traffic and
transit signal systems, exercise equipment, farming and moving equipment, storage devices and containers, tools,
medical and first aid equipment and supplies, personal protection equipment and supplies, construction materials,
lighting supplies, beds and sleeping mats, wet and cold weather equipment and supplies, respirators, binoculars, and
any other supplies or equipment of a non-military nature identified by the LEA, if it shall become availabe in the
period of time for which this resolution authorizes, based on the needs of the Lower Township Police Department,

without restriction.

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD e E
PERRY e
ROY e s
SIPPEL R
SIMONSEN e

I, Julie A. Picard, Township Clerk of the Township of Lowar, County of Cape May, State of New Jersey, do-hereby certify the




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION #2019-285

Title: APPROVAL FOR CREST BEST RUN FEST 10k RUN ON OCTOBER 13, 2019

WHEREAS, Delmo Sports, LLC has requested permission to host Crest Best Run Fest 10K Run on Sunday,
Qctober 13, 2019; and

WHEREAS, Delmo Sports, LLC have provided proof of the proper insurance and the attached permission
required from the Cape May County Board of Chosen Freeholders fo close a portion of Ocean Drive {CR621) and Rio
Grande Ave (CR661) and the East Side of the Middle Thorofare Bridge from 7:3¢ am until 9:45 am on October 13,
2019; and

WHEREAS, Delmo Sports, LLC has provided a copy of the Police Service Agreement for the event.

NOW, THEREFORE, BE IT RESOLVED by the Township Council of the Township of Lower, County of Cape
May, State of New Jersey that permission is hereby granted for the above stated event to take place.

MOTION | SECOND [ AYE NAY ABSTAIN | ABSENT
CONRAD | i e
PERRY e
ROY e |
SIPPEL P
SIMONSEN e

|, Julie A. Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do hereby cerfify the
foregoing to be a frue and exact copy of a resolufion duly authorized by the Township Council at a meeting held Qn September 16,

2019.
\J 0

J w@ /,f; LA A

/éﬂuhe A Picard, Towhship Clerk




BOARD OF CHOSEN FREEHOLDERS
CAPE MAY COUNTY, NEW JERSEY
RESOLUTION

No. 70019

| ,
RESOLUTION AUTHORIZING AN INDE‘]MNIFICATION AGREEMENT
WITH DELMOSPORTS, LLC FOR ITS.CREST BEST 10K RUN ON
OCTOBER 13, 2019

WHEREAS, DelMoSports, LLC secks authorization and permission to
conduct the Crest Best 10K Run on Saturclajr October 13, 2019; and

WHEREAS, a | e fequest has been m&de to close a portion of Ocean Drive
{County Road No. 621) from blocks 4800-4900 and Ric Grande Avenue (County
Road 661} from Rochester Avenue to the east aide of the Middle Thorofare Bridge
from 7:30 a.m. until 9:45 a.m.; and

WHEREAS, in consideration for shid authorization and permission,
DelMoSports, LLC executed an Indemnification Agreement in favor of the County
of Cape May and submitted the required Certificate of Insurance.

NOW, THEREFORE, BE IT RESOLVED by the Cape May County Board of
Chosen Frecholders that permission is hereby granted to DelMoSports, LLC to close
a portion of Ocean Drive (County Road No. 621) from blocks 4800-4900 and Rio
Grande Avenue (County Road 661) from Rochester Avenue to the east side of the
Middie Thorofare Bridge from 7:30 a.m. untll 9:45 a.m. on Saturday, October 13,
2019; and .

BE IT FURTHER RESOLVED that! permission is conditional for the
DeiMoSports, LLC, and providing to the Couhty:

1. A duly executed Promise of Indemmﬁcatlen in a form acceptable to
County Counsel.

2. A Certificate of Insurance naming hhe County of Cape May, their officers
and employees as additional msurcd for the scheduled event.

3. A letter from the Wildwood Crest Police Department and Lower Township
Police Department indicating that they are aware of the event and have
approved the traffic control plan for} the event.

STATEMENT

This Resolution gives permission to DelMoSports ,LC to utilize County roads for a 10K
event.

cc! County Engineer ‘DelMoSports, LLC
Borough of Wildwood Crest Wildwood Crest Police Department
Lower Township Police Department Road Departmesnt
File: Events

STATE OF NEW JERSEY ) sa:
COUNTY OF CAPE MAY )

1. Elizabeth Bozzel, Clerk of the Bogrd of Chosen Freeholders ef tie Counly of Cape May, Siale of New Jersey, do herehy certify that the

foregoing Is a coreect and true copy of o resolution adopted by the Board at 2

Aupgust 20 19
Signed,
RECORD OF VOTE
Frecholders  Ayes  Moyes Abstain Absent Moved Scoend
Mr. Desidoria v
Ms. Hayes v ]
Mr. Morey v v
Mr, Pierson v v :
Mr. Thorslon 4 : !
¥ - Indicates Yoie Maved-Resohelen Offered Second-Reselution Scconded .

meeting duly beld on (e : 7" day of




] PRINT DATE: lﬂl14n’2019

l R

CERTIFICATE NUMBER: 201 20814712242

CERTIFICATE OF INSURANCE

IAGENCY

, Integro USA Inc. ITHIS CERTIF[CATE’ IS ISSUED AS A MATI'ER OF INFORMATION ONLY AND
| ! CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE DOES

| d/bla Inlegro Insurance Brokers i
} 2727 Paces Farry Road, Building Twa, Suite 1500 ‘ ggl:fot.vMEND. EXTEND COR ALTER THE COVERAGE AFFORDED BY THE POLICIES

. Allanta, GA 30339

678-324-3300 (Phone} £78-324-3303 (Fax)

 USA Frack & Field, Inc. DelMoSports, LLC
130 East Washington Streel, Suite 800
| Indianapoifs IN 46204

INSURER A: Phitadelphia Indemmity Ins. Co, NAIC # 18058

l
 NAMED INSURED: -  |INSURERS AFFORDING COVERAGE:
i
! INSURER B: Phlladelphialndemnuy Ins. Co. NAIC #: 18058

EVENT INFORMATION

Cres! Best Run Fest (10!1 2/2616 10/1412019)
POLICYICOVERAGE INFORMATION:

THE POLICIES OF INSURANCE !.ISTED BELOW HAVE BEEN ESSUED TO THE INSURED NAMED ABOVE FOR ~]'HE POLICY PERIOG INDIGATED. NOTW!THSTANDING ANY
REQUIREMENT, TERM OR CONDITION QF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE
INSURANCE AFFORDED 8Y THE PGLICIES DESCRIBED HEREIN 1S SUBJEGT TO AtL THE TERMS, EXCLUSIONS AND CONRDITIONS OF SUCH PGLICIES. AGGREGATE
LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,

NS TYPE OF INSURANCE: _ [POLICY NUMBER(S):| EFFECTIVE: | EXPIRES: [LIMITS: e
A [GENERALUABILTY e - T
X Oceurrence PHPK1898025 Anacts US| GENERAL AGGREGATE (AppﬂesPerEvenl} $3,000000
X_ Particlpant Legaf Liability EACH OCCURRENCE  $1,000,000
DAMAGE TO RENTED PREMISES (EachOce)  $1,000000
MEDICAL EXPENSE {Any ona person) EXCLUDED
PERSONAL & ADV INJURY 1,000,000
$3,000,000
B |UMBRELLAEXCESS LIABRITY
X Qosurtence PHUBGSNTG |ty |UIROIS | EACHOCOURRENGE  _ _ $100600%0

F

| AGGREGATE (AppuesPerEvenl) ~ $10,000,000

DESCRIPTION OF" OPERATIDNSILOCAT _S{\{EHICLESIEXCLUSIONS ADDED BY ENDORSEMENUSPECIAL PROVISIONS:

Coverage applies to USA Track & Field sanclioned evenis and registered praclices, including any directly related aclivilies, such as evenl sel—up and tear-down,
participant check-In and award ceremonies.

The cerllficate helder Is an additional insured per the following endorsament: Additional Inswred - Cerificate Helders {Form Pl-AM-002)
The (Feneral Liabilty policy is primary and non-contribuiory with respect to the negligence of the Named Insureds {Form CG 00 01)

The General Liablfity polley contains a blankel Waiver of Subrogation as required by contracl per Walver of Transfer of Rights of Recavery Against Othets {Form CG
24 04),

Excess policy follows form of underlying General Liability.

‘CERTIFICATE HOLDER: | NOTIGE OF CANGELLATION:

Should any af the above descﬂbed pohcles be canceiied bafo:'e the explrallon dale lhereof

ip of Lower
-zfgguTg\:;‘;?f‘,?e Rd. i nolice will be dellvered in accordance with ihe pollcy provlsions

e

Lowar Twp, NJ 06261 |AUTHORIZED REPRESENTATVE:
|
1

| ¢ ! _/___Ne"i\ﬁ,/ N




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY STATE OF NEW JERSEY
RESOLUTION #2019-286

Title: A RESOLUTION REQUESTING THAT THE NEW JERSEY DEPARTMENT OF TRANSPORTATION
RELOCATE AN EXISTING BUS STOP FROM ITS CURRENT LOCATION IN FRONT OF 804
KATHRYN BOULEVARD, LOWER TOWNSHIP, NEW JERSEY

WHEREAS, the New Jersey Department of Transportation has established a bus stop located in front of the
property located at 804 Kathryn Boulevard in the Township of Lower; and

WHEREAS, the Township of Lower has received numerous complaints from the residents of the adjacent
residential neighborhood pertaining to the locafion of the bus stop and its proximity to the neighborhood itself; and

WHEREAS, the Township of Lower finds that this bus stop has become a nuisance to the neighbors and
has created an unsafe situation for the elementary school children who are required to wait for their school bus at the
same location; and

WHEREAS, the Township of Lower further finds that moving the location of said bus stop approximately 100
yards to the North would not create a hardship to our residents, would protect the children of our community, and
would alleviate the aforementioned nuisance.

NOW THEREFORE, BE IT RESOLVED by the Township Council of the Township of Lower, County of
Cape May, State of New Jersey that Lower Township respectfully requests that the New Jersey Department of
Transportation relocate the Bus Stop currently located in front of 804 Kathryn Boulevard approximately 100 yards to
the north from its current location.
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|, 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 Gouncil at a meeting held on September

16, 2019. /]
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TOWNSHIP OF LOWER, COUNTY OF CAPE MAY STATE OF NEW JERSEY
RESOLUTION #2019-287

Titte: A RESOLUTION REQUESTING THAT THE NEW JERSEY DEPARTMENT OF TRANSPORTATION
ESTABLISH AND CREATE A NEW BUS STOP [N THE CAPE MAY COUNTY AIRPORT COMPLEX,
LOWER TOWNSHIP, NEW JERSEY

WHEREAS, the Cape May County Airport, located in Lower Township, New Jersey, houses the Lower |
Township Public Safety Building which contains the Lower Township Police Department and the Lower Township

Municipal Court; and

WHEREAS, many of the residents of Lower Township depend upon public transportation as their only
means of fransportation; and

WHEREAS, currently, there is not a bus stop located within the Cape May County Airport Complex which
makes access and transportation to the Lower Township Public Safety building difficult for those who need the

services,

NOW THEREFORE, BE IT RESOLVED by the Township Council of the Township of Lower, County of
Cape May, State of New Jersey that Lower Township respectfully requests that the New Jersey Department of
Transportation consider establishing and creating a bus stop within the Cape May County Airport Complex located
on Breakwater Road in Lower Township.
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|, 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 September
16, 2019. e .
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TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION #2019-288

Titte: A RESOLUTION ADOPTING A REVISED PERSONNEL POLICY MANUAL FOR
THE TOWNSHIP OF LOWER

WHEREAS, itis the policy of Township to treat employees and prospective employees in a manner consistent
with all applicable employment laws and regulations including, but not limited to Title VIl of the Civil Rights Act of 1964,
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 Atiorney 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 Mesting Act; and

WHEREAS, the Township Council has determined that there is a need to update personnel policies and
procedures to ensure that employees and prospective employees are treated in a manner consistent with these laws
and regulations.

NOW, THEREFORE, BE [T RESOLVED by the Township Council of the Township of Lower, County of Cape
May, State of New Jersey that the Personnel Policies and Procedures Manual attached hereto is hereby adopted and
replaces the current Personnel Policy Manual.

BE {T FURTHER RESOLVED that these personnel policies and procedures shall apply to all Township
officials, appoinfees, employees, volunteers and independent contractors.  In the event there is a conflict between
these rules and any collective bargaining agreement, personnel services contract or Federal or State law, the terms
and conditions of that contract or law shall prevail. In all other cases, these policies and procedures shall prevail,

BE IT FURTHER RESOLVED that this manual is intended to provide guidelines covering public service by
Township employees and is not a contract. The provisions of this manual may be amended and supplemented from
time to time without notice and at the sole discretion of the Township Council.
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I, Julie A. Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do hereby cerlify the

foregoing to be a triee and exact copy of a resolution duly authorized by the Township Council at a meeting held on September 16,
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General Personnel Policy

It 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 contractors. Inthe 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 policics 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 "o 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 concerning 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,
rights, authority, duties and responsibilities conferred upon by the Laws and Constitution of the
State of New Jersey and ofthe United States, including:

The executive, managerial and administrative control of the Township government and
its properties and facilities and the activities of its employees;

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 andjust 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

« Lower Township Superior Officers Association

= Lower Township Supervisor's Union

= Teamstets Local Union #676
« Lower Township Recreation Aides Association, AFSCME Local 3779B

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 oppOltunity 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 Discrimination (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 (including pregnancy related medical
condition), childbirth, liability 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 or prospective
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
employces and applicants with disabilities or pregnant, 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 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 of the public
who requests or needs an accommodation when visiting Township facilities. Any questions
concerning proper assistance should be directed to Manager.




Contagious or Life Threatening Illnesses 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 othelwise 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:

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

- Information may be disclosed without the prior written consent to qualified individuals for
the purpose of conducting management audits, financial audits, and program evaluations,
but these individuals shall not identify, either directly or indirectly, the person who is the
subject of the record in areport 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.

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

Managers and other employees have a responsibility to maintain the confidentially of
employee medical information. Anyone inappropriately disclosing such information shall be
subject to disciplinary action.

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




Transitional Duty Policy
The Township will consider and evaluate temporary light 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 EBndorsement 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.

= 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 aprolonged period due to aggravated circumstances.

» 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
supervisor 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 telms 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
and 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 repOli 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

from the Township Manager. The Township reserves the right to terminate the transitional
duty assignment at any time without cause. Fmployees 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
employce 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 Illnesses Policy or other Federal or State law,

9




SPECTIAL 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, etc.... Assignments will be determined based
upon the individual case and the injury/illness involved.

Drugs and Alcohol Policy

The Township recognizes that the possession or use of unlawful chugs and the abuse of alcohol
pose a threat to the health and safety of all employees. Any employee who is obscrved by a
supervisor or Department Head to be intoxicated or under the influence of alcohol or drugs
during working hours or is under reasonable suspicion of same shall be immediately tested and
is subject to discipline up to and including termination. 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, or in cases where employment
has been conditioned upon remaining alcohol, 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 drugs
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.
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Employees using prescription drugs that may affect job performance or safety must notify the

Township Manager, who is requited to maintain the confidentiality of any infolmation

regarding an employee's medical condition in accordance with the Health Insurance Portability

and Protection Act. Township persommel who hold a Commercial Driver's License (CDL) are

subject fo the provisions of the Commercial Driver's Licenses Drug and Alcohol Testing

Policy. (A program to assist employees who may have a drug/alcohol problem is provided
_ through the Township's Employee Assistance Program.)

No prescription drug should be used by any person other than the individual fo whom it is
prescribed. Such substances or non-prescription (over-the-counter) drugs should be used only
as prescribed or indicated. Employees are prohibited from consuming prescription drugs
that are not prescribed in their name on Township property or while performing Township

business. Soliciting or distributing prescription drugs for or to other employees is also strictly
prohibited.

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:

= Causing physical injury to another person;

o Making threatening remarks;

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

e Intentionally damaging employer property or property of another employee;

« Possession of a weapon while on Township property or while on Township business
except with the authority of the Police Chief: and

= Commiiting acts motivated by, or related to, sexual harassment or domestic violence.

Any potentially dangerous situations must be immediately reported. The Township will
actively intervene 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, supplier, volunteer, or business invitee on the basis of actual or
perceived sex, race, creed, color, religious, national origin, ancestry, age, matital or
political status, affectional or sexual orientation, domestic partnership status, civil union status,
atypical heredity, ccllular 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
our 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 wotk, by non-employees may also be a
violation of this policy. Any employee who experiences harassment by a non-employee, ot
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 approptiate personnel of any harassment problem is essential to the success of
this policy and the Township generally. The Township cannot resolve a hatassment 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, volunteer, or business invitee. The
Township prohibits sexual harassment from occurring in the workplace or at any other
location 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 frec of sexual harassment.

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

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

« 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
wotk 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:

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

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

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 or posters); verbal sexual
advances, propositions or requests; verbal abuse of a sexual nature; graphic verbal
commentaries about an individual's body; sexually degrading words used to describe an
individual; suggestive or obscene letters, caricatures or representations of persons using
electronically or physically altered photos, drawings, or images; notes or invitations;
and/or, physical conduct (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,
Seethe Employee Complaint Policy.

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-cmployee, 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 retaliation or
reprisal. This right shall be communicated to all employees 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:

- 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.J.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;

- 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 Employee Complaint Policy.
Under the law, tlke 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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Employee 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, or, if they
prefer, or do not think that the matter can be discussed with their supervisor, they should
contact the Department Head 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 harassment, 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, appropriate coirective andfor disciplinary
action will be swiftly pursued. Disciplinary action up to and including discharge will also be
taken against individuals who make false or frivolous 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 individuals who may have observed the
mcident 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 pursnant to the terms of the applicable pargaining unit agreement. All
prievances from non-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 Hability shall not exceed more than thirty working days prior to the date the
grievance was firstpresented in writing. '

« 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 employee 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 orthe 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 alocked cabinet and will only
be available to authorized managerial and supervisory personnel on a need-to-know basis.
Records relating to any medical condition will be maintained in a separate file. Electronic
personnel and medical records must be protected from unauthorized access.

Upon request, employees may inspect their own personnel files at amutually agreeable time on
the Township's premises in the presence of the Township Manager or a designated supervisor.
The employee will be entitled to see any records used to determine his or her qualification for
employment, promotion or wage increases and any records used for disciplinary purposes,
Employees may not remove any papers from the file. Employees will be allowed to have a
copy of any document they have signed relating to their 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 inaccordance with any applicable legal requirements.

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

* lnresponse to a valid subpoena, court order or order of an authorized administrative
agency;

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

¢ Tothe Township's agents and attorneys, when necessary;

> Inalawsuit, administrative proceeding, grievance or arbitration in which the employee
and the Township are parties;

e Inaworkers' compensation proceeding;

» Toadminister benefit plans;

= Toan authorized health care provider;

= Tofirst aid or safety personnel, when necessary; and

« To a potential future employer or 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 o 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 aciivities 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
Iocal 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 ofthe Act.

A potential or actual conflict of interest occurs whenever an employee including a Township
official is in a position to influence a Township decision that may result in a personal gain for
the employee or an immediate relative including a spouse or significant other, child, parent,
stepchild, sibling, 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. Ifthere are any questions whether an action or proposed course of
conduct would create a conflict of interest, immediately contact the Manager or the Township

Solicitorto obtain clarification.

Employees are allowed to hold outside employment as long 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 cmployees 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 or 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.

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 least once a year, The
evaluation will also record additional duties performed, educational courses completed as well as a
plan to correct any weak poinis 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.

Employee Discipline Policy
An employee may be subject to discipline for any of the following reasons:

= Falsification of public records, including attendance and other personnel records.

= Failure to report absence.

= Harassment of co-workers and/or volunteers and/or visitors.

= Theft or attempted thefl of property belonging to the Township, fellow employees,
volunteers or visitors,

= Failure 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.

= Fighting on Township property at any time.

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

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

* Insubordination. Entering the building without the managers knowledge during non-
scheduled work hours. ,

+ 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, ,ctc. '

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

= Deliberate destruction or damage to Township or suppliers' property.

= Sleeping onthejob. :

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

= Violation of established safety and fire regulations. Unscheduled absence, and chronic or excessive

absence,
«  Chronic tardiness,
e Unauthorized absence from work area, and/or roaming or loitering on the premises,

during scheduled work hours.
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» Defacing walls, bulletin boards or any other Township or supplier property.

= Failure to perform duties, inefficiency or substandard performance.

e Unauthorized disclosure of confidential Township information.

= Gambling on Township premises.

« Horseplay, disorderly conduct anduse of abusive and/or obscene language on

Township premises.
- Deliberate delay or restriction of your work effort, and/or incitement of others to delay or

restrict their work effort.

= Conviction of a crime or disorderly persons offense.

= Violating any Township rules or policies.

« Conduct unbecoming a public employee.

« Violation of Township policies, procedures and regulations.

« Violation of Federal, State or Municipal Iaws, rules, or regulations concerning drug and
alcohol use and possession,

= Misuse of public propetty, including motor vehicles.

« Unauthorized use of computers, Internet, and email.

» QOther 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.

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. In every case, employces will be given an opportunity to state the
situation from their point of view.

In order to correct undesirable behavior, supervisors and managers may utilize the following
corrective tools: verbal reprimand; 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.

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 inthe

official personnel file.
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Work Force Reduction Policy
Pursuant to N.JA.C. 4A: 8-1.1 the Township may institute layoff actions for economy,
efficiency or other related reasons, but will first consider voluntary alternatives. (Seniority,
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-layoft actions in order to lessen the possibility, extent or
impact of layoffs, These pre-layoff actions may include but are not limited:

Instituting temporary hiring or promotion freeze;

Separating temporary, provisional, and unclassified employees;
Returning provisional to permanent titles in affected department;
Reassigning employee;

Assisting employees with transfers or otherjobs.

FOQw>

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

~ TheNew 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
senjority. Layoffrights may include lateral, demotion, and special re-employment rights.

The Township will consult with all affected unions prior to offering any alternatives to
employees or initiating any pre-layoff actions.

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 orterminate 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 Supervisots. Any
employee who does not hold a valid driver's license will not be allowed to operate a Township
vehicle until such time as a valid license is obtained,

Any employee performing work which requires the operation of a Township vehicle must
notify the immediate supervisor in those cases where a license is expired, suspended or
revoked and/or who is unable to obtain an occupational permit from the State Department of
Licensing. An employee 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.S.C. S2721 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 Personne! guidelines. Job titles are based onjob qualifications, level
of responsibility, difficulty, working conditions, skill, hazard, and amount of supervision required
for the specific job title. Job specifications arc 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 describe all duties performed, assignments of specific duties
are the responsibility of the supervisor, Copies ofjob specifications are available upon request

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
supervisot 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 4:30 PM. The working hours for other departments are established by departmental

procedures and bargaining unitagreements.
Dress Code Policy

Itis 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.

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

Employees are expected to 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
gimilar 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.
» 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.

- 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 mappropriate 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 comfolt, 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, comfolt 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,

No Smoking Policy

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

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 maintain 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 times.
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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.

Communication Media Policy

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

All data stored on and/or transmitted through Communication Media is the property of the
Township. For purposes of this policy, "Data" includes "electronically-stored files, programs,
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, switches and
other 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 private to the
individual. All Communication Media and all communications and stored information

ransmi recei r contained in_or through ch _mediz__mav be mogifored
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Communication Media, By using the Township's equipment and/or Communication 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 applications 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 in 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 matetials 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 pe Imitted 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 in 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 sensifive 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 computer 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 any
crime scenes, traffic crashes, arrestees, detainees, people or job related incident or occurrence

taken with the Township's Communication Media to any person, entity, business or media or
Internet outlet whether on or off duty without the express written pelmission 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 situation 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.
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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 inf0Imation of a confidential, sensitive
or 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 (authofized) 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 elecironic
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 copyrights, trademarks, rights of public and other
third-party rights, Any use of the Township's name, logos, 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 infolmation used and cite copyrighted works identified in 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 undelmine the public trust or is insulting or offensive to other
individuals or to the public in regard to religion, sex, race or national origin, Township

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. Inimplementing 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
legitimate 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 othelwvise 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) aspecific 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,

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
recognizes that such relationships can be a problem in the workplace. They may result in
favoritism, discrimination, unfair treatment, fiiction among coworkers, or the perception that
they generate such problems.

To try 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 supetvisor/subordinate status means a situation where one
employee, irrespective 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 themunicipality.

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.

In 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:

e New Year's Day

+ Martin Luther King's Birthday
+ Lincoln's Birthday

e President's Day

« GoodFriday

« Memorial Day

» Independence Day

= LaborDay

* Columbus Day

« Veterans Day

» Thanksgiving Day

= Dayafter Thanksgiving
e ChristmasDay

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.

#%% The words “(except Sanitation personnel who receive one extra day) written on the line Day after
Thanksgiving REMOVED by Resolution #2016-322 adopted November 21, 2016
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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 1stthrough the 8th day of the calendat month, and one-half
working day if they begin on the 9th through the 23rd 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 inanticipation 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 her name is
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 are 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 1'equire.
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Sick Leave Policy

Employees will be entitled to sick leave according to the terms of the collective bargaining
agreements. New employees will receive one working day for the initial month of employment
if they begin work on the 1stthrough the 8th day of the calendar month, and one-half working day
if they begin on the 9th through the 23rd 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’

= Personal illness or injury

= Exposure to contagious discase

» Care, for a reasonable period, of a seriously ill member of the employee's
immediate family

« 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 or suspension. Sick
leave 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 illness 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 their Department Head prior to the start of the
workday.

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 distuption. The leave
must include the use of any accrued vacation and sick leave time, regardless of the length of
leave requested. The portion of the leave that runs beyond the exhaustion of vacation and sick
leave will be without pay 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 or 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.

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 work (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 onthe 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 adepted 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 employces who
take leave under this policy must use all accrued available vacation and personal days during the
leave. The use of accrued time will not extend the leave period. After exhausting accrued time,
the employee will no longer be paid for the remainder of the leave,
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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. Employeces may also be required to use accrued sick, vacation or personal
leave for up to two weeks.

Employees taking paid family leave in comnection 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 secking 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 leave 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 FMLA 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 matters, 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 perfolm the duties of his or her office, grade,
rank, or rating

A serious injury orillness also means an injury or illness that was incurred by the covered veleran
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. aphysical 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 greatet,
and the need for military caregiver leave isrelated to that condition; or
3. aphysical 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 definition of a serious injury or illness
for acovered veteran regardless of whether the injury or illness manifested before or after

the individual became a veteran,

Upon employer's request, an employee must provide a copy of the covered military member's
active duty orders to support request for qualifying exigency leave. In addition, upon an
employer's request, certification for qualifying exigency leave must be supported by a
certification containing the following information:
- statement or description of appropriate facts regarding the qualifying exigency for which
leave isneeded;
- approximate date on which the qualifying exigency commenced or will commence;
 beginning and end dates for leave to be taken for a single continuous period of time;
 an estimate of the frequency and duration of the qualifying exigency ifleave is needed on
areduced scheduled basis orintermittently; and
« ifthe qualifying exigency requires meeting with athird party, the contact information for
the third party and description of the purpose ofthe 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 earn 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 onRest

& Recuperation may take up to a maximum of 15 calendar days. Upon an employet's request,
an employee must provide a copy of the military member's Rest and Recuperation leave orders,
or 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 Jersey 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 injurics;

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

- Participate in safety planning for temporary or permanent relocation;

- Seck legal assistance to ensure health and safety of the employee or the
employee's relative; or

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

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

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

« 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

» The twenty (20) day leave must be taken within one (1) year of the qualifying
event.

Employees may take leave on an intermittent basis but such leave cannot 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 celification 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. Ifso, 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
Jeave, the leave itself or the failure to return to work "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 ficld 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 fo paid leave but shall be granted non-paid military leave without loss
oftime.

Employees on military service will also continue to receive paid health insurance coverage
during the period of the paid leave plus an additional thirty calendar days after the paid leave
is exhausted. After this period has expired, employees may continue coverage for
themselves or their dependents under the Township group plan by taking advantage of the
COBRA provision. Members of the State administered retirement systems (PERS and PFRS)
will continue aceruing service and salary credit in the system during the period of paid leave.

Pursuant to the Uniformed Services Employment and Reemployment Rights Act, any employee
released from active duty under honorable circumstances shall return to work without loss of
privileges or seniority within the following time limits: for service less than thirty-one (31)
calendar days, the employee must return to work on the beginning of'the first regularly scheduled
workday or eight (8) hours after the end of military duty, with reasonable allowances for
commuting; for service of thirty-one (31) to one hundred cighty (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

completingmilitary 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 eligible
employces and permits employees to voluntarily donate a portion of their accumulated carned
vacation, personal or compensatory time to other employees who have exhausted their own
accumulated earned leave time and are suffering from a catastrophic health condition or injury
or 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 Ieave time, the leave recipient will continue to accrue sick, vacation,
holiday leave and guaranteed overtime and be entitled to retain such leave upon his or her return

to work.

Any unused donated [eave will be returned to the leave donor or donors on a prorated basis
upon the leave recipient's refurn 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 fo any
recipient. A leave donor will have remaining at least 12 days of accrued vacation leave if
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 retirement, 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.

37




Recipient Eligibility

Employees will be eligible to receive donated leave if the employee meets all of the following
criteria:

«  Must be suffering from a catastrophic health condition or injury 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.

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

= -Must have completed at least one year of continuous service,

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

= 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.

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

« 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

Thave read the procedures regarding the donated leave program and 1 consent to
participation in this program.

T'understand that the number of days used through the donated leave program will reduce
my telminal sick leave payment at retirement or resignation if applicable.

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

Ihave 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 T have not solicited or accepted anything of value for the donation of paid leave
time.

I 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
leave,

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.

[ 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

Soctal Security Number Home Telephone Number

Date




TOWNSHIP OF LOWER DONATED LEAVE PROGRAM

DONOR TRANSFER FORM

Thereby direct the Payroll Department to tfransfer leave credit as indicated below to be used
by the recipient.

DONATION SECTION:

Name of Recipient:

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

1 wish to donate PERSONAL DAYS
I wish to donate COMP DAYS
CERTIFICATION SECTION:

I certify that 1 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.




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 remaining 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, A Background check is mandatory upon offer of employment for all
positions, Any misrepresentations, falsifications, or material omissions in any of this
information or data may result in the exclusion of the individual from further consideration for
employment or, if the person has been hired, termination of employment.

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 cmployee
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.
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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 ofthe
department head to determine adequate budget appropriations, personnel scheduling and
appropriateness of program content when authorizing application. Ifapplication isapproved, a

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 earned due fo 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.

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,

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.

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.
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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.

HEALTH INSURANCE POLIY ADEMDUM

“When an employee’s spouse works for another employer with family health benefits, then the employee may waive
health insurance coverage under the Township Plan in favor of the coverage under the spouse’s plan. In this event,
the Township shall compensate the employee at a rate of 25% or $5,000, whichever is less, of the annual amount saved
by the Township, as provided and/or limited by law, because of the employee’s decision to opt out. An employee who
waives coverage shall be permitted to resume coverage under the same terms and conditions as apply to initial
coverage if the employee ceases fo be covered through his/her spouse for any reason, including, but not limited to,

the retirement or death of the spouse or divorce”

Adopted by Resolution #2016-292 on October 17, 2017
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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 Retirement 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, employees
are expected to assist their supervisor and co-employees by providing information concerning
their current projects and help in the training of a replacement. The 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:

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 treatment must be perfolmed 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 benefits 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.

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 EAP 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 fo 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 recruit 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
fimitations of all applicants with disabilities, provided that the individual is otherwise
qualified to safely perform the essential functions of the job and also provided the
accommodation doesnot 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 require periodic physical
examinations to determine the employee'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",

43




» 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
treasonable 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.

« Acceptances and Rejections: [f 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.

» 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.

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 curtent 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
Lower concerning such matters, the Clerk shall notify the affected person(s) of the meeting
date, time and place, the matters to be discussed and the person's right to request that the
discussion occur in open session. In the event more than one person is affected by the
discussion and one of the affected persons does not request that the discussion be in open
session, then the discussion shall be in closed session. If the individual(s) does not request
that the discussion be held in open session, the governing body 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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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): _

OO0 0 0 0 00 Cc 0

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

Date of Meeting(s):

Time:

Location:

The discussion will be in closed session, not open to the public, 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: _




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 period shall begin on
the date of regular employment. During the working test period, an employee 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.

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 arcas
for improvement, Supervisors or Department Heads should review future training needs and
carcer 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.

« Setting the Stage: The reviewer must create a productive climate for the discussion. In
preparing 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 a
comfortable environment.

« 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.

« Rating: Continue the discussion by giving the employee's rating in cach 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. ltis rare
that any person's rating in all arcas 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. [deally, each performance area should
be evaluated individually based on specific behaviors exhibited.
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- Discussing Future Plans: This is where the reviewer should tum to the discussion to
the future pelformance 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 performance 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.

Exceeds Expectations means consistently exceeds established standards in most
arcas of responsibility. All requirements must be met and objectives achieved
abovetheestablished standards.

Meets Job Requirements means all job requirements were met and planned
objectives accomplished within established standards. There were 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 Standards 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.

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 rcasonable 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.
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Verbal Reprimand: Depending on the circumstances, the supervisor may verbally
notify the employee that the employee's actions have been improper and warn the
employce against further occurrence. 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.

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 eatliest
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.

Written Reprimand: When a supervisor 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 employee should clearly understand both the
cotrective 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 employec's
official personnel file.

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).

Dismissal: Whenever an employee is recommended for dismissal, the Township
Manager will make the decision only after secking the advice of the Employment

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 employces 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 report any statement, act, or behavior by a
co-employee, supervisor, elected official or visitor that they believe to be improper,

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

+ Identification/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 detelmine 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. Ifthe 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.,

- Investigation: 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 prosecutot 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. Itis important
to protect the rights of both the person making the complaint and the alleged

wrongdoer,

» 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 not be sufficiently
documented or confirmed to 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 andincluding termination.
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« Response Plan - Corrective Action Required: If the investigation reveals that the
complaint isjustified 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 actor behavior.

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
fetter 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.

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 memos that should address specific problems and concerns that may arise. Every
effort will be made to encourage employee suggestions about ways to avoid employer-
employee disputes and violations of employment rights.
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Employer retaliatory action; protected employse actions; employee responsibilities

e

. Naw Jersey law prohiblts an employer from taking any retaliatory action against an employee
because theemployee does any ofthe following:

a. Discloses, orthreatens todisciose, toasupervisor orto apublicbedy an activity, policy or
praciice of the employer or another employer, withwhom there is a busiress relationship,
{hatthe smployee reasonably believes isinviolation of alaw, oraruleorregulationissued
under the law, of, in the case of an empioyee who is a licensed or certified health care
professional, reasonably believes constilutes improper quality of patient care;

b. Provides information io, ortestifies before, any public body conducting an Investigation,
hearing or inquiry into any violation 01 law, or arule or regulation Issued under the law
bythe employer or another employer, withwhom there Is abusinessrelationship, or, in
the case of an employee who isalicensed or certified health care professional, provides
information to, or testifies before, any public body conducting an investigation, hearing
orinquiry hfoquality of patient care; or

c. Objects to, or refuses to paricipate n, any activity, policy or practice which the employee
reasonably believes:

{1) is in violation of a law, or a rule or regulation issued under the law or, ii
the empioyee is a licensed or certified health care professional, constitutes
improperquality of patient care;

(2} isfraudulent or criminal; or

{3} Is incompatible with a clear mandate ot public policy concerning
the public heaith, safety or welfare or protection of the environment.
N.J.S.A. 34:18-3, ‘

2. ‘The protection against retallation, when a disclosure ismade to a public body, does notapply
unless the employee has brought the activily, poliey or practice fo the attention of asupervisor
of the employee by written notice and given the employer a reasonable opportunily to
correct the activity, policy or practice. However, disclostire is not required where the
empicyee reasonably believes that the activity, policy or practice lsknown to one or more
supervisors of the employer or where the employee fears physical harm as a rasult of
the disclosure, provided thatthe situation Isemergency in nature

CCONTACT INFORMATION T

The following contact person has been designated to answer your
questions or provide information regarding your rights and
responsibilities under his act (N.J.S.A. 34:19-4).

Primary Contact: Lower Twp Sclicitor Siefanciewecz
Address: 2600 Bayshore Road, Villas, NJ
Telephone: 609-728-5250

This notice must be conspicuously displayed.

Onceeach year, employers must distiibute notice of this Rwto theiremployees.
Ifyou need this document in a Anguage other than English
or Spanish, please call (608) 292-7832.
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Acciones de represalla del empleador; proteccibn de las acciones def empleado

1. La ley de New .Jersey prohibe que las empleadores tomen medidas de represalia contra
todo empleado que haga lo slguiente;

a. Divu/gue o amenace condivulgar, yasea aunsupervisor aaunaagencia pUblicatoda
actividad, directriz 0 norma del empleador o de cualguier otro empleador con el que
exista una refacln de negocios ¥ que el empleado tiene metives fundados para psnsar
yuevlolan alguna fey, o en el cascde untrabajador licenciado o certificado de Ja salud
y que tiene motives fundados para pensar que se trata de una manera Inadecuada de
atenci6n al paciente; '

b. Facilite informaci6n o prestetestimonio ante cualquier agencia pUbilca que conduzea una
Investigaci6n, audiencia o Indagacién sobre laviolacién de aiguna ley, regla o reglamento
que el empleador o algun otro empleador con el que.exista una relaclén de negoclos; o
enel caso de un rabajador licenciado o certificado de lasalud que faciHte informaclén
o preste testimonio ante cualquier agencia pUblica que conduzca una investigacion,
audiencia o indagaclén sabre la calidad de la atenci6n al paciente; o

¢. Seoponeoseniegaaparticiparenalgunaactividad, directriz o pracucaque elempleado
tiene motivos fundados para pensar que:

{1} violaalgunaley, areglaoreglamento quedictalaley o enelcasode unempleado
Ucenciado ocertificada de la salud que tiene motives fundados para pensarqus
se frata de laatencién inadecuada al paciente;

(2) esiraudulenta odelictiva; a

(3} es incompatible con algun mandala establecido par fas directrices publicas
relacionadas con lasalud pilblica, fa seguridad a el bienestar o |a protecci6n det
medio ambiente. Artfculo 34:18-3 de fas Leyes comentadas de New Jarsey de
protecciBn defempleado consciente {N.J.8.A., par sus siglas en inghis)

2. No se puede acoger 2 la proteccisn contra la represalia, cuando se hace una divulgacién
aunorganisino ptblico, anoser que elempleado leinforme al empleador detal actividad,
politicao normaaravesdaun avisoporescritoy fe haya dado alempleador unaoportunidad
razonable para correglr tal actividad, politica o norma. Sin embarge, no es necesarla la
divulgacin en fos cases en que el empleado tenga indicios razonables para creergue un
supervisor o mas de un supervisor del empleador 1ienen conocimiento de tal actividad,
poHtica a narma o en los cases en los que el empleado feme gue tal divulgaclén pueda .
traer coma consecuencia daflos ffsicos a su persona slempre y cuando la naturaleza de |a
situaclénsea lade una situacibn de emergencla,

Informaclén del Contacto-
La parsona sigulente para ha sida desi nada a oonteslar sus pregunlas
o. proporclonar hformacion adiclonal relacionada con sus derechos y
rasponsabllidades segtinloIndlca esta ley{N.J.S.A, 34;19-4):

Nomb1e;
Direcc\On:__ e

NUmero deteJSfono; - e T

Este aviso se debe exponer a la vista de todos.

Unavez porafto, losempJeadores debende distribulrunavisode estaley a susempleados.
Sinecesita este documento en algUn otroidicma que noseainglGs o espafiol, sfrvase llamar
al (609) 292-7832. Posiblemente, una carga nominal puade ser cobrada.
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TOWNSHIP OF LOWER EMPLOYEE COMPLAINT FORM

Date
Attach additional sheets if necessary to fully complete all questions

NAME: DEPARTMENT:

TITLE: SUPERVISOR: B

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:

Identify all persons with knowledge ofthe complained conduct:

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.




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 party, and any
witnesses with knowledge of the allegations or defenses. All persons involved in the
investigation will be notified that {!) 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.

Fam willing to cooperate fully in the investigation of my complaint and to provide whatever
evidence isdeemed relevant.

BY: DATE:




‘Receipt for Employee Handbook

I acknowledge that I have received a copy of the Township of Lower's Employee
Handbook. 1agree to read it thoroughly. I agree that if there is any policy or provision in
' the Handbook that I do not understand, T will seek clarification from my supervisor,
Department Head or Township Manager. I 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 time.

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

Date:

Signature:

Print Name:

Department:




TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION #2019-289

Title: AUTHORIZATION FOR REFUND OF TAXES

WHEREAS, the Township Tax Collector has certified an overpayment 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
410.01 39.15 Wayne & Catherine Passe Homestead Benefit 100% Exempt $ 18217

201 Lennox Ave

MOTION | SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD &7 A
PERRY A
ROY e T
SIPPEL =
SIMONSEN g

|, 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 Councn at ameeling held on
September 16, 2019. &

//ij “f" g}}fwe'»‘{«
/ Julie A Picard, Township Clerk




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

RESOLUTION # 2019-290
Title: AUTHORIZATION FOR THE PAYOUT OF ACCUMULATED SICK TIME

WHEREAS, the employee listed below has accrued sick time due from the Township and has requested
payment for this time; and

WHEREAS, it is necessary to obtain authorization for any salary and wage disbursement to a Township
employee that is not specified in the salary ordinance; and

it has ée determined by the Township Treasurer as evidenced by her signature
at-adequate funding is available for such payment in the dedicated line item “Reserved

+

bsences",

NOW, THEREFORE, BE IT RESOLVED by the Township Council of the Township of Lower, County of
Cape May, State of New Jersey that payment to William Priole_in the amount of $44,008 is authorized and
chargeable to the Reserve for Accumulated Absences.

MOTION SECOND | AYE NAY ABSTAIN | ABSENT
CONRAD x <
PERRY S
ROY o o
SIPPEL e
SIMONSEN <

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 a meeting held September. 16,

2018, g
7 7
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TOWNSHIP OF LOWER, COUNTY OF CAPE MAY, STATE OF NEW JERSEY
RESOLUTION # 2019-291

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

WHEREAS, tise Township Council of the Township of Lower is subject to certain requicements of the Open Public Mastings Act, N.J.S.A 10:4-6, et
seq., and

WHEREAS, (he Open Public Meetings Act, N.J.5.A. 10:4-12, provides that an Executive Session, not open to the public, may be held for certain
specified purposss when authorized by Resclufion;, and

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

(1) Matters Required by Law to be Confidential; Any matter which, by express provision of Federal law or Slate statute or rule of court shall
be rerdered confidential or excluded from the provisions of the Open Public Meefings 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 Goversment of the United States.

____{3)Matters Invalving Individual Privacy: Any material the disclosure of which constitates an unwarranted Invasion of individual
privacy such as any recerds, data, reporis, recommendations, or other parsonal material of any educational, training, social service, medical,
health, custodial, child protection, rehablitation, legal defense, welfare, housing, relocation, insurance and similar program or institution
operated by a public body pertaining to any specific individual admitted to or served by such institution or program, including but not limited to
information, relative to the individual's personal and family circumstances, and any material pertaining fo admission, discharge, freatment,
progress or condition of any individual, unless the individual concerned (or, in the case of a miror er incompetent, his guardian) shall request in
writing that the same be disclosed publicly,

{4) Matters Relating to Collective Bargaining Agreament: Any collective bargaining agresment, or the terms and conditions
which are proposed for Inclusion in any collective bargaining agresment, including the negatiation of the terms and conditions thereof with employees or
representatives of employaes of the public body,

{5) Maiters Refating to the Purchase, Lease or Acquisition of Real Property or the Invesiment of Public Funds: Any matier
involving the purchase, lease or acquisition of real property witk: public funds, the setting of banking rates or investment of public funds, where it
could adversely alfect the public interest if discussion of such matlers were disclosed.

{6} Matters relating to Public Safety and Property: Any tactics and technigues utfized in protecting the safety and propesty of
the public, provided that their disclosure could impair such protection. Any investigations of violations or possible violations of the law.

(7) Matters Relating to Litigation, Negotiations and the Attorney-Client Privilege: any pending or anficipated liigafion or
contract negetiation in which the public body is, or may become a parly.  Any matters falling within the atfomey-client privilege, to the extent
hat confidentiafity is required in order for the attomey to exercise his ethical duties as a lawyer.  AttorneyfClient Privilege

___.(8) Matéers Relafing to fhe Employment Retationship: Any matter involving the employment, appointment, termination of
employment, terms and conditions of employment, evaluation of the performance of promotion or disciplining of any specific prospective public
officer or employee or current public cfficar or smployee employed or appointed by the public body, uaiess alt the individual employees or
appointaes whose rights could be adversely affected request in writing that such matter or maiters be discussed at a public meeting.

{9) Matters Relating to the Potential impositian of a Penally: Any deliberations of a pubtic bady occurring after a public hearing
that may result In the impasition of a specific civil penalty upon ihe responding party or the suspension or foss if a license or permil belonging to
the responding parfy hears responsibility.

NOW, THEREFORE, BE IT RESOLVED by the Township Council of the Townshlp of Lower, assembled In public session on September 16, 2019 that
an Executive Session closed to the public shall be held on this date at approximately < .4 . P.M. In the Conference Room of the Township Hall, 2600
Bayshore Road, Villas for the discussion of matters relating to the specific tems designated above,

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

MOTION SECOND AYE NAY ABSTAIN ABSENT
CONRAD e
PERRY v
ROY e _ =
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I, Julie A. Picard, Township Clerk of the Township of Lower, County of Cape May, State of New Jersey, do here ¥ certify the foregomg to be a frue and exact
copy of a resofution duly authorized by the Township Councll at a meefing held on September 16, 2019, /
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