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AT-WILL DISCLAIMER
NOTICE: PLEASE READ CAREFULLY
This Employee Handbook (“Handbook”) has been prepared in an effort to summarize the current
benefits and guidelines within which the Township of Woodbridge (the "Township") expects to
operate on a daily basis. To the extent you are subject to a collective negotiations agreement with
provisions conflicting with this Handbook, the collective negotiations agreement shall control. The
following policies and procedures are guidelines only and DO NOT CONSTITUTE THE TERMS
OF A CONTRACT OF EMPLOYMENT AND SHOULD IN NO WAY BE CONSTRUED AS
CREATING ANY RIGHT, CONTRACT, PROMISE, OR GUARANTEE OF EMPLOYMENT,
BENEFITS OR WORKING CONDITIONS BETWEEN YOU AND THE TOWNSHIP.
The Township expressly reserves the right to change, delete, suspend or discontinue any part or
parts of this Handbook at any time, without prior notice, and any such action shall apply to existing
as well as future employees. You should be aware that these benefits and guidelines may be
changed at any time and that, depending upon the particular circumstances of a given situation, in
the Township’s sole discretion, the actions of the Township may vary from the written contents of
this Handbook.
Unless you are subject to a collective negotiations agreement, subject to the Human Resources
Department rules, or have a written contract signed by the Business Administrator or his/her
designee with terms to the contrary, YOUR EMPLOYMENT WITH THE TOWNSHIP IS
ON AN AT-WILL BASIS, WHICH MEANS THAT YOU OR THE TOWNSHIP MAY
TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME WITH OR
WITHOUT NOTICE, FOR ANY REASON NOT EXPRESSLY PROHIBITED BY
LAW.
In addition, with the exception of an express writing signed by the Business Administrator or
his/her designee, no manager, supervisor or any other person at the Township has the authority to
make a commitment of guaranteed or continued employment for any period of time to you, and no
other Township publication should be understood to make such guarantee.
This Handbook supersedes and replaces all prior policy and benefit statements, whether oral or in
writing. While some of the provisions contained herein refer specifically only to federal law,
employees should be aware that the Township will comply with all federal, state and local laws.
Should any provision in this Handbook be found to be unenforceable and/or invalid, such finding
does not invalidate the entire Handbook, but only the subject provision. To the extent any
provisions of this Handbook conflict with a collective negotiations agreement, the collective
negotiations agreement shall control.
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HOW TO USE THIS HANDBOOK

This Handbook cannot anticipate all the questions you may have about your employment
with the Township. If you have any additional questions, feel free to check with your supervisor
who will answer your questions, obtain answers for you, or refer you to the appropriate source of
information.
This Handbook will be reviewed and updated periodically in an effort to keep current with
any changes in local, state and federal laws and regulations.
To the extent you are subject to a collective negotiations agreement with provision
conflicting with this Handbook, the collective negotiations agreement shall control.
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TOWNSHIP GOVERNMENT AND ORGANIZATION
Communications with Your Supervisor
The Township of Woodbridge is dedicated to ensuring that all employees comply with the
policies and procedures contained in this Employee Handbook. In accordance with those efforts,
the Township encourages all employees to report wrongful conduct immediately in order to allow
the Township the ability to address and/or otherwise take action it deems appropriate under the
circumstances. Every complaint will be given prompt and serious attention and a prompt and
objective investigation will be conducted, if appropriate. Any investigation will be kept as
confidential as practicable under the circumstances.
All communications, inquiries, and requests for action may be directed to your immediate
supervisor. In the event that an employee does not feel comfortable reporting concerns to their
supervisor, the employee should report to the Human Resources Department and/or the Business
Administrator immediately.
Where it is determined that an individual has made knowingly false or misleading claims
and/or statements with the intent to deceive the Township in connection with a complaint, that
individual may be subject to disciplinary action, up to and including termination.
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UNIONS

Policy: 1.0

The Township recognizes various bargaining units as the sole bargaining agents for their
members.
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HUMAN RESOURCES POLICIES
Human Resources Department Policy

Policy: 2.1

The Township Human Resources Department has been established to provide municipal
employees with information and necessary assistance to understand the Township's policies and
to promote a positive working environment for employees. The Human Resources Department is
the best resource for employees to obtain current information on benefits, policies, personnel
records, insurance, job opportunities, and benefit conversion privileges on termination of
employment. The staff in the Human Resources Department is eager to help you with any problems
including personal or emotional concerns that have an impact on your work.
The Human Resources Department is responsible for maintaining complete and up-to-date
personnel records for all current employees. It is important that you notify the Human Resources
Department promptly of any changes in your name, marital status (for benefits purposes), number
of dependents (for benefits purposes), home address, and telephone number. In this manner, your
benefit status and employee information can be kept current and accurate.
The Township operates under New Jersey Civil Service procedures, which include job
titles, examinations, appointments, and promotions.

Equal Employment Opportunity/Affirmative Action

Policy: 2.2

Woodbridge Township is an equal opportunity employer committed to the principle of
equal employment opportunity pursuant to all applicable federal, state, and local fair employment
practice laws. The provisions of this Employee Handbook shall apply equally to all employees
without discrimination as to age, color, religion, race, national origin, immigration status,
citizenship status, ancestry, gender, gender identity or expression, status as a transgender
individual, disability or handicap, sex, pregnancy and breastfeeding, sexual or affectional
orientation, marital or partnership status, familial status, genetic information, atypical hereditary
cellular or blood trait (AHCBT), status as a domestic violence victim, protected hairstyle, military
or veteran’s status, political affiliation and any other status protected by applicable federal, state
or local laws. This policy applies to all areas of employment, including recruitment, hiring, training
and development, promotion, termination, layoff, compensation, benefits and all other conditions,
terms and privileges of employment in accordance with federal, state and local laws. Violations of
this provision are to be reported immediately to the Affirmative Action Officer. The Affirmative
Action Officer is located in the Human Resources Department. If an employee is uncomfortable
with reporting violations of this provision to the Affirmative Action Officer, they may report
directly to the Business Administrator.
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Residency Requirement

Policy: 2.3

Because the Township feels that the community is best served by people who live in it, at
the time you are appointed as a municipal employee, you must reside within Woodbridge
Township and continue to reside for the duration of your employment. This requirement may be
waived by the Municipal Council when no resident with the skills necessary to fill a particular
position is available.
This residency requirement does not apply to department heads or to those employees
living outside the Township before March 1, 2008. This residency requirement also does not apply
to police officers after their selection and appointment.
Appointments

A.

Policy: 2.4

Method of Appointment

Appointments to township employment are made by the Business Administrator, subject
to New Jersey Civil Service regulations and contractual agreements.
Classified Position
Appointments to competitive classified positions are primarily made on a provisional basis
pending Civil Service examinations. After a provisional employee has passed an examination and
has been certified for a regular appointment from a Civil Service list, the employee must serve a
probationary period. After satisfactory completion of the probationary period following the
appointment from the Civil Service list, the provisional employee becomes permanent. Check with
the Human Resources Department to determine the length of the probationary period for your
position.
New employees hired directly from a Civil Service list must also serve a probationary
period before becoming permanent.
Classified positions are divided into two categories: competitive and non-competitive.
Competitive positions are those positions which require formal competitive testing. Noncompetitive positions include entry level positions in such areas as laborer and clerk-typist where
formal testing is not appropriate.
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Unclassified Position
Elected officials, department heads, confidential secretaries, and certain other titles
specified by statute are not subject to regular Civil Service provisions but are governed by other
statutes.
The employment relationship between the Township of Woodbridge and unclassified
employees is terminable at the will of either party unless statutory tenure provisions apply.
The employment relationship is terminable with or without cause, for any reason, with or
without reason, and without prior notice. No employee, agent, manager or supervisor of the
Township of Woodbridge has the authority to add, subtract from or modify this disclaimer
in any way, whether orally or in writing. This Handbook does not constitute a contract of
employment.
Temporary/Seasonal Position
Temporary appointments are used for seasonal employees and those whose employment
with the Township will generally last fewer than six months.
Eligibility
Eligibility for certain designated paid benefits depend upon the position and hours worked,
and will be determined to the extent permitted by law. Employees will be notified of the benefits
for which they are eligible by the Human Resources Department.
Exceptions are made for individuals covered by a collective bargaining, for
which the terms of the collective bargaining agreement shall govern.
B. Examinations
All examinations for Civil Service positions are administered under the jurisdiction of the
New Jersey Civil Service Commission. The Commission determines both who is eligible to take
an examination and the content of the examination. People who pass a Civil Service examination
are ranked by grade with a preference given to veterans.
C. Veteran's Preference
Under New Jersey Civil Service Commission regulations, disabled veterans, veterans,
others and their widows who pass Open competitive examinations are ranked before all other
regardless of their relative scores, with disabled veterans ranked first followed by veterans. If
more than one disabled veteran or veteran passes an examination, they are ranked in the order of
descending scores, disabled veterans first. A veteran is defined as a person having served in the
United States during specified periods of national emergency as outlined in the New Jersey
Administrative Code Section 4A:5-1.1. A disabled veteran is defined as a person entitled to
receive compensation for
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service-connected disability of 10 percent or more arising out of service in the United States
Military during specified periods of national emergency as defined in N.J.A.C. 4A:5-1.1.
D. Promotions
It is Township policy to fill vacancies by giving preference to current employees whenever
appointment of a qualified employee is possible. While the Township recognizes the importance
of filling positions from within, the Township expressly reserves the right to determine the
qualifications for appointment to any position. Since promotion is normally based on examination,
you must successfully complete the examination in order to be eligible for a permanent promotion.
E. Notice
Notice of vacancies, newly-created positions, or promotional jobs are posted on employee
bulletin boards. These notices for all classified positions include qualifications and directions on
how to apply. If you have any questions, you may obtain information from the office of the Human
Resources Department.
F. Transfers
Consideration will be given to an employee's written request for transfer, subject to
availability and if the transfer would not cause an undue hardship upon the Township. Transfers
are made at the discretion and with the approval of the department heads involved and the
Business Administrator.
Outside Employment

Policy: 2.5

Employment in addition to your township job should not be undertaken without prior
approval of your department head in consultation with your immediate supervisor. Outside
employment will be permitted as long as it does not interfere with the satisfactory performance of
your Township job and does not legally or ethically create a conflict or perceived/potential conflict
with your Township position. You should remember that the obligation of your job with
Woodbridge Township comes first. If you have any questions about what constitutes ethical
behavior, you should examine the Code of Ethics for Municipal Officers & Employees Serving
under the Supervision Of The Mayor Of Woodbridge Township, included in this manual or contact
the Human Resources Department. You may be able to find additional guidance from the New
Jersey Division of Local Government Services, Local Finance Board which administers the State
of New Jersey's Local Government Ethics Law.
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Employee Classifications

Policy: 2.6

In order to determine eligibility for benefits and overtime status and to ensure compliance
with federal and state laws and regulations, the Township classifies its employees as regular fulltime, regular part-time, part-time or seasonal/temporary. In addition, employees are classified as
either exempt or non-exempt as shown below for overtime requirements. The Township may
review or change employee classifications at any time. Exceptions to the below classifications are
made for individuals covered by a collective bargaining, for which the terms of the collective
bargaining agreement shall govern.
A.

Exempt: Exempt employees are paid on a salaried basis and are not eligible to
receive overtime pay. Employee therefore fits into an exempt category as defined
by federal and/or state law.

B.

Nonexempt: Nonexempt employees are paid on an hourly basis and are eligible to
receive overtime pay for overtime hours worked. Accurately recording time
worked is the responsibility of every non-exempt employee.

C.

Regular, Full-Time: Employees who are not in a temporary status and work a
minimum of 35 hours weekly and maintain continuous employment status.

D.

Regular, Part-Time: Employees who are not in a temporary status and who are
regularly scheduled to work fewer than 30 hours weekly, and who maintain
continuous employment status.

E.

Seasonal or Temporary: Employees who are hired as interim replacements or
seasonal additions to temporarily supplement the workforce or to assist in the
completion of a specific project and who are temporarily scheduled to work the
Township’s full-time or part-time schedule for a limited duration. Employment
beyond any initially stated period does not in any way imply a change in
employment status.

Employees will be eligible for benefits to the extent required by law. If an employee has
any questions regarding their classification and eligibility for benefits, they may contact their
immediate supervisor, review the terms of their collective bargaining agreements, and/or contact
the Human Resources Department.
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Employment Verification

Policy: 2.7

All requests for employment verification by outside enterprises such as mortgage
companies or loan officers should be directed to the Human Resources Department.
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PAY AND COMPENSATION POLICIES
Payday

Policy: 3.1

Paychecks are issued every other week, for a total number of 26 paychecks per year. Your
payroll is subject to all deductions, taxes, required and/or permitted by law. You will be provided
with an explanation of deductions by the Payroll Department. Certain voluntary deductions may
also be taken out of your wages at your request.
Hours of Work

Policy: 3.2

Your weekly schedule, meal breaks, and rest periods, which are determined by the
department in which you work, will be explained to you by your supervisor and can be found in
your union contract. For non-union employees, the hours of work are set by the Township of
Woodbridge.
Pay and Overtime

Policy: 3.3

Overtime will be scheduled by your department head and authorized by the Business
Administrator when necessary or as stipulated by contract or agreement. No other overtime is
authorized or allowed. All overtime will be paid as set forth in your union contract. For non-union
employees, overtime will be paid at the rate required by law.
For non-union employees, overtime time for hours worked beyond 40 per week will be 1.5
times the time worked beyond 40 hours in a given week and may not exceed the limitations set by
law. The Township’s workweek is calculated from Saturday to Friday.
Employees in certain positions may be exempt from overtime compensation. Employees
should contact the Human Resources Department for inquiries regarding eligibility for overtime
compensation and/or exemption from overtime pursuant to the Fair Labor Standards Act
(“FLSA”).
Longevity Pay

check.

Policy: 3.4

Uniformed police personnel are paid their longevity salary in their regular bi-weekly pay
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pay.

No other employee, non-police unionized or non-union employee, are eligible for longevity

Travel, Meal and Lodging Allowance

Policy: 3.5

Reimbursement for attendance at a job-related conference must meet the following
requirements: availability of funds, prior approval of your department head, and prior approval of
the Business Administrator.
Regulations for the computation of pay for travel, meal and lodging allowances for
employees are established by the Business Administrator with the approval of the Mayor.
Allowance for travel will be paid on the basis of mileage at the current Internal Revenue Service
(“IRS”) approved rate per mile or air fare, tourist class, whichever is lower.

Uniform Allowance

Policy: 3.6

Provision of uniforms and work clothes or allowances to purchase required uniforms or
work clothes are determined by departmental needs and contractual agreements which will be
explained to you by your supervisor.

12

EMPLOYEE RESPONSIBILITIES
Attendance

Policy: 4.1

Regular attendance and punctuality are required of all employees. If you are unable to
report to work or will be late, you must notify your supervisor in advance or as soon as possible
or in accordance with the terms of the appropriate collective negotiations agreement, in order that
necessary arrangements to cover your job responsibilities may be made.
Employees will be disciplined for unexcused excessive absenteeism or tardiness. An
employee's attendance is important to the overall success of the Township's operations. It is the
responsibility of the employee to be present and prepared to start work at the regularly scheduled
time.
This policy does not apply to approved medical absences by the Township or to
accommodations approved under the Americans with Disabilities Act by the Township.

Identification Cards

Policy: 4.2

Upon your appointment, you will be issued an identification card which identifies you as a
Township employee. This card should be worn or carried at all times in accordance with the policy
of your department.
Safety

Policy: 4.3

On-the-job safety is a primary concern of both the Township Administration and its
employees. It is the responsibility of the Township to provide safe and properly supervised
working conditions. It is your responsibility as an employee to observe established safety rules and
precautions. Failure to follow established safety rules and precautions may result in disciplinary
action.
Every job should be performed in as safe a manner as possible. All safety equipment issued
must be utilized in an appropriate manner. You should always be conscious of possible hazards
and be prepared to report them to your supervisor at once.
It is the policy of Woodbridge Township that all new employees be formally instructed by
their supervisors concerning safety rules and regulations. Your supervisor will inform you of any
written policies particular to your department.
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If you do have an accident while you are working, you must notify your supervisor
immediately. In order to be eligible for compensation, you must see the doctor assigned by the
Township. If you are injured, you may be eligible for worker's compensation. Inquiries may be
made to the Human Resources Department.
On-the-job accident reports must consist of both a supervisor's and an employee's report
which must be submitted to the Human Resources Department as soon as possible after the
incident, but no later than 24 hours afterward.
A safety committee, composed of management and employees, reviews the causes of all
reported accidents, the adaptability of working conditions, and the insurance of proper work
procedures. Its purpose is to ensure a safe working environment for all municipal employees.
The Township strives to comply with the provisions of the Public Employees Occupational
Safety and Health Act (“PEOSHA”) in ensuring a safe and healthy workplace. Accordingly, if
any employee, group of employees or employee representative who believes that a violation of a
safety standard exists, or that an imminent danger exists, they must report their concerns to the
Human Resources Department immediately.

Personal Appearance

Policy: 4.4

Employees should dress in a manner that is consistent with their responsibilities, with
attention to safety and the image they project to the public as township employees. Assigned
uniforms must be worn at all times. If your position does not require a uniform, you should consult
with your supervisor as to what the Administration considers appropriate dress for your position.
Unless otherwise advised by the employees’ department, all Township employees are
expected to dress in business attire. Employees are prohibited from wearing non-business attire
including, without limitation, flip flops, sleeveless shirts, athleticwear and clothing/items
displaying messages that would be disruptive of the workplace, etc.
This policy is not intended to regulate hairstyle, type, or texture, to the extent that the
hairstyle is related to race or any other protected category. If you have any questions regarding this
policy and/or to the extent that a hairstyle is related to race or any other protected category, please
contact the Human Resources Department.
Additionally, any employee who requires a reasonable accommodation to this policy for
reasons based on religion, disability, or other grounds protected by federal, state, or local laws,
should contact the Human Resources Department. Reasonable accommodations will be granted
unless it would cause an undue hardship on the Township.
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The Township prohibits any form of discipline, reprisal, intimidation, or retaliation for
requesting a reasonable accommodation.
Use of Municipal Vehicles

Policy: 4.5

Certain employees are authorized to use municipal vehicles. You must possess a valid
driver's license and exercise proper driving care and caution at all times in order to ensure safety.
Your failure to maintain a good driving record could result in the withdrawal of township insurance
coverage; your ability to drive municipal vehicles and possible termination of employment or
demotion if your job duties require you to possess a valid and appropriate driver's license. No
employee may transport a private citizen or another employee without prior authorization or use a
municipal vehicle to conduct personal business. In the Township's sole discretion, you may be
permitted to take a municipal vehicle home, but you may not use the vehicle for any personal
business without individualized written permission from the Business Administrator. An employee
authorized to use municipal vehicles must immediately report any suspensions or loss of license
to their immediate supervisor. Failure to report suspension or loss of license may result in
disciplinary action. The Township retains the sole discretion to determine which employees are
eligible for Township vehicles and the circumstances when Township vehicles are used. In
accordance with IRS rules and regulations, use of a Township vehicle may be subject to income
taxation based on the appropriate IRS tax schedule.
You are responsible for the minimum necessary maintenance on the car that you are
authorized to use, including car wash and oil check, which services should be performed at a
Township-approved car wash and Township-owned garage. All damage to municipal vehicles,
equipment or property beyond a reasonable level of care must be reported immediately to your
department head and to Purchasing. If you are involved in any accident with the car that you are
authorized to use, you must report the accident immediately to your department head and to
Purchasing. If repairs are needed you may schedule repairs with the Town Garage in the
Department of Public Works.
Use of Municipal Gasoline

Policy: 4.6

Only employees with authorization may use municipal gasoline. This gasoline is not
intended for personal vehicle use, and it must be taken from the appropriate gasoline pump.
Violation of this policy may result in discipline, up to and including termination.
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Use of Municipal Telephone

Policy: 4.7

Personal calls on municipal phone lines should be kept to a minimum. Long distance calls
for other than Township business are prohibited, except in emergencies when they must be
reported to the Telephone Exchange and reimbursement made to the Township.

Handling Citizen Complaints and Inquiries

Policy: 4.8

Once you are known to be employed by the Township, you will begin to receive inquiries
and complaints from our residents about everything and anything relating to municipal services,
during both working and non-working hours. Citizen complaints should never be taken lightly or
disregarded by Township employees. If you are knowledgeable enough about the nature of the
complaint to refer the citizen to the proper municipal department, you should do so. In all other
cases, you should refer complaints to the Mayor’s Office for handling.
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EMPLOYEE BENEFITS
Policy: 5.1

Health Insurance

An employee will be eligible for Township sponsored health care coverage if the employee
is regularly scheduled to work at least 30 hours per week or at least 130 hours per month or works
an average of at least 30 hours per week or at least 130 hours per month during the Township’s
applicable measurement period. Seasonal/Temporary employees are not eligible for health
benefits, regardless of hours worked. Eligible employees may enroll in one of the
medical/hospitalization plans available to Township employees. Your membership in the plan is
effective on the first of the month following your first sixty days of service.
Employees and retirees shall make contributions to their health care plans in accordance
with the percentage of premium that was required at full implementation under P.L. 2011, 78,
unless a different amount was/is otherwise required by law.
Since the Township is self-insured, “plan cost” shall be determined based upon COBRA
rate equivalents.
You or your eligible family members may be covered by one of the plans if you pay the
percentage of the cost fixed by the Township for this benefit as a payroll deduction. Eligible family
members are defined as your spouse (unless legally separated), or domestic partner, as defined by
applicable law, and your children under 26 years of age.
November is the annual open enrollment period which allows employees to make
changes in level of coverage (single, spouse, family, etc.) or in your choice of health care plans.
(More information about your plan choices is available in the Human Resources Department).
This is the only time of the year during which you can change coverage or plans unless there is a
qualifying event. Qualifying events include, without limitation, loss of health coverage, changes in
household, changes in residence, etc. All changes made in November are effective January 1 of
the following year. Each health insurance policy provided through the Township contains certain
policy limitations and maximum payments. Employees should contact the Human Resources
Department or refer to the plan policy for any questions regarding their health insurance
coverage.
To the extent these provisions are in conflict with the summary plan description or other
formal plan documents, the plan documents shall control. To the extent permitted by law, the
Township may change, modify, or suspend health benefits at its discretion. Employees subject to
a collective bargaining agreement shall abide by the terms of that agreement, if any, regarding
health benefits.
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HEALTH PLANS AVAILABLE TO TOWNSHIP EMPLOYEES
All eligible employees will be notified by their Department Head/Human Resources
Department of the various benefits offered for which they qualify. The health plans illustrated
below do not apply to seasonal/temporary employees regardless of hours worked.
A. Woodbridge Township Self-Funded Reinsured Health Benefits Program
The Township offers a medical plan for eligible employees based on their date of hire.
The benefits of these plans including Hospitalization and Major Medical are summarized in the
appropriate benefits guide and are set forth in greater detail in the Summary Plan Documents. To
the extent permitted by law, the Township may change, modify, or suspend health benefits at its
discretion. Employees subject to a collective bargaining agreement shall abide by the terms of that
agreement, if any, regarding health benefits.
B. Coordination with Other Plans
Active employees eligible for Medicare should consult the Human Resources Department
for information regarding federal regulations.
If a Township retiree is eligible for coverage under Medicare, then Medicare is the primary
insurer and the Township provides supplemental coverage administered through a third-party
administrator or through other plans. Additionally, if a Township retiree is eligible for coverage
under Medicare, claims will be adjusted based on Medicare coverage.
C. Medical Prescription Insurance
(For employees regularly scheduled to work at least 30 hours per week or at least 130 hours
per month or working an average of at least 30 hours per week or at least 130 hours per month
during the Township’s applicable measurement period after July 1, 2005).
Woodbridge provides a contributory prescription plan for all eligible regular employees.
Eligible employees will receive a prescription plan identification card enabling you to participate
in this. *Health care benefits are pre-tax dollars; employee health care contribution will be on a
pre-tax basis unless requested otherwise by the employee.
D. Vision Insurance
(For employees regularly scheduled to work at least 30 hours per week or at least 130
hours per month or working an average of at least 30 hours per week or at least 130 hours per
month during the Township’s applicable measurement).
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Woodbridge Township provides an optical insurance plan for you and your eligible
dependents. Under this program each employee is entitled to one eye examination once per year
as well as a number of services as outlined in the Summary Plan Documents. In order to be eligible
for this insurance, you must work thirty (30) or more hours per week and be employed by the
Township for sixty (60) days. Children over the age of 19 are not covered by this insurance
unless the child is a full-time college student. No child over the age of 23 will be covered by this
insurance.
E. Dental Insurance
(For employees regularly scheduled to work at least 30 hours per week or at least 130 hours
per month or working an average of at least 30 hours per week or at least 130 hours per month
during the Township’s applicable measurement period).
The Township provides dental insurance plans which allow you and your eligible
dependents to choose your own dentist or choose from a list of participating dentists, use a
participating dental center, or use both without restrictions, depending on the plan in which you
participate. The schedule of dental benefits provided is available in the Summary Plan Documents.
In order to be eligible for this insurance, you must work thirty (30) or more hours per week
and must be employed by the Township for sixty (60) days. Children over the age of 19 are not
covered by this insurance unless the child is a full-time college student. No child over the age of
23 will be covered by this insurance.
Please contact the Human Resources Department should you have any additional
information regarding the medical plans offered by the Township.

Temporary Disability Benefits

Policy: 5.2

[Not applicable to uniformed police personnel.]
Woodbridge Township administers its own self-funded temporary disability benefit plan.
Any full-time employee, except police, who is injured or becomes ill as a result of a non- jobrelated cause may be eligible for temporary disability benefits, except as otherwise prohibited by
law. You should file at the onset of your illness or disability, by applying to the Human Resources
Department for disability forms. An employee authorization form along with a physician form will
be given to the employee at that time and must be taken to the doctor that will return the employee
to work for completion. These forms should then be faxed by the doctor to our temporary disability
benefit carrier which processes all disability claims for the Township. The temporary disability
carrier will determine, through their medical review board, the eligibility of the claim and also by
reviewing future medical documentation from the doctor, will advise the Human Resources
Department of any extensions if the employee is still considered disabled and cannot return to
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work. This benefit is paid on paydays at the prevailing state disability rate. Social security,
Medicare, state unemployment, union dues and all state/federal taxes are deducted from the benefit
checks. You are responsible to continue making any required contributions to maintain your health
benefits for you and your dependents, including Hospitalization, Major Medical, Other Insured
Plans, Medical Prescription Service, Vision and Dental. You will continue to accrue vacation and
personal leave, but not sick leave, while you are on temporary disability.
Where applicable, temporary disability benefits will run concurrent with FMLA leave and
other leaves (paid or unpaid), laws, or policies applicable, to the extent permitted by law. This
policy should not be interpreted to allow employees to collect more than 100% of their pay from
all collective sources.
Temporary disability benefits are given for a maximum of 26 weeks, if supported by
medical documentation. When this time has been exhausted and you are no longer eligible for
benefits and also cannot return to work, you may request a medical leave of absence without pay
or you may request to use accrued vacation/personal time. It is within the Township’s sole
discretion whether to grant these requests.
After twelve consecutive weeks of disability, employees wishing to continue their health
care through the Township may be required to apply for benefits pursuant to COBRA.
Worker’s Compensation

Policy: 5.3

If you are injured on the job or suffer a job-related injury or illness which requires that you
be absent from work for more than seven days, you may be eligible for Worker's Compensation.
The Township complies with all New Jersey state regulations regarding Worker's Compensation.
The amount of money which you are eligible to receive depends on your individual salary.
Employees out of work due to a work-related injury must continue to pay their contribution
to health care premiums. Failure to keep this co-payment current will result in termination from
the medical insurance program. FMLA and all other leaves (paid or unpaid) will run concurrent
with worker’s compensation benefits, to the extent permitted by law. This policy should not be
interpreted to allow employees to collect more than 100% of their pay, from all collective sources.
The Township has instituted a two-week light-duty program for certain classifications of
employees. Consult with the Human Resources Department for details of the program.
Life Insurance

Policy: 5.4

[Not applicable to uniformed police personnel.]
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As members of the Public Employees' Retirement System (pension plan), eligible
employees are enrolled in the system's noncontributory and contributory Life Insurance Plan.
The amount of life insurance you may be eligible for depends on your salary, age, and
membership status at the time of your death. An individual certificate citing all death benefits is
provided to each eligible member and should be filed with your pension papers. For further
information regarding eligibility for life insurance coverage, consult the Employees' Retirement
Booklet available through the Human Resources Department. Some of this benefit may be
taxable income.

Supplemental Accident & Disability Insurance

Policy: 5.5

As a township employee, you may be eligible for a voluntary supplemental insurance
program that provides additional benefits over and above your group hospitalization benefits.
Premiums are made through payroll deductions, and further information about this insurance may
be obtained in the Human Resources Department.
Deferred Compensation

Policy: 5.6

The deferred compensation plans are an arrangement which permits eligible employees,
on a voluntary basis, to authorize a portion of your salary to be withheld (through payroll
deduction) and invested for payment to you at a later date. Neither the amount withheld nor
earnings on the investments are subject to current Federal Income Tax. Taxes become payable
when the deferred income plus earnings are distributed to you. Books on the Plans available can
be obtained in the Human Resources Department.
Flexible Spending Plan

Policy: 5.7

This plan allows eligible employees to pay for out-of-pocket medical expenses and
dependent care expenses on a pretax basis. More information about this benefit may be obtained
through the Human Resources Department.
Lactation Break Policy

Policy: 5.8

Eligible Employees
All nonexempt employees who are nursing mothers are eligible to take reasonable breaks
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under this policy to express breast milk. The Township encourages all eligible employees who
intend to take breaks under this policy to notify the Human Resources Department of their intent,
for example when they are discussing their return to work following leave relating to childbirth.
Lactation Breaks
Eligible employees may take a reasonable amount of break time to accommodate the
employee's need to express breast milk for the employee's nursing child. Eligible employees should
notify their direct supervisor of the frequency, timing and duration of lactation breaks they need
to take.
Please contact the Human Resources Department for information about the designated
location for lactation breaks in closest proximity to your work area.
Compensation During Breaks
Lactation breaks under this policy are paid. Eligible employees should notify their direct
supervisor of the frequency, timing, and expected duration of lactation breaks. Employees who
use meal or break time to express breast milk should let the Human Resources Department know
and will be compensated in accordance with the Township’s policy.
Employees who are required to record time under the Township’s timekeeping policy
must accurately record the start and end of lactation breaks on their time sheets and clock in and
out for their lactation breaks in accordance with the Township’s timekeeping policy.
Uninterrupted lactation breaks do not count as hours worked.
Exempt employees may be provided break time with pay when necessary to comply with
state and federal wage and hour laws.
Administration of this Policy
The Human Resources Department is responsible for the administration of this policy. If
you have any questions regarding this policy or if you have questions about lactation breaks that
are not addressed in this policy, please contact the Human Resources Department.
Complaint Procedure
If you are subjected to any conduct that you believe violates this policy, you should
promptly speak to, write or otherwise contact the Human Resources Department, which will ensure
that a prompt investigation is conducted and will take prompt corrective action, if appropriate.
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No Retaliation
The Township expressly prohibits any form of discipline, reprisal, intimidation, retaliation
or discrimination against any individual for requesting or taking lactation breaks, or filing a
complaint for violations of this policy, the Fair Labor Standards Act or applicable state or local
law.
The Township is committed to enforcing this policy and prohibiting retaliation against
employees who request or take break time under this policy, or who file a related complaint.
However, the effectiveness of our efforts depends largely on individuals telling us about
inappropriate workplace conduct. If employees feel that they or someone else may have been
subjected to conduct that violates this policy, they should report it immediately to the Human
Resources Department. If employees do not report retaliatory conduct, the Township may not
become aware of possible violation of this policy and may not be able to take appropriate
corrective action.
Pregnancy Accommodations Policy

Policy: 5.9

The Township will not discriminate against any qualified employee or job applicant with
respect to any terms, privileges, or conditions of employment based on pregnancy. The Township
will also make reasonable accommodations for the known limitations or needs of an otherwise
qualified pregnant individual or individual who suffers from a pregnancy related medical condition
who is an applicant or an employee unless undue hardship to the Township would result.
An applicant or employee who requires such an accommodation for needs related to
pregnancy should contact Management and make such an accommodation request.
The accommodation request can be written or oral and can be made by the employee or by
someone else on the employee’s behalf. The accommodation request should specify the
accommodation the employee needs to perform the job.
Accommodations shall be granted on a case-by-case basis, in the sole discretion of the
Township, pursuant to an interactive process. As part of the accommodation process, the Township
may require verification from the employee’s medical physician.
Disability Accommodation

Policy: 5.10

The Township is committed to complying with all the relevant and applicable
provisions of the Americans with Disabilities Act (“ADA”), as amended by the Americans with
Disabilities Amendments Act and related state laws. The Township will not discriminate against
any qualified employee or job applicant with respect to any terms, privileges, or conditions of
employment because of a person’s physical or mental disability. The Township will also make
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reasonable accommodations for the known physical or mental limitations of an otherwise qualified
individual with a disability who is an applicant or an employee unless undue hardship to the
Township or a direct threat of substantial harm to the health and safety of the employee or others
would result.
An applicant or employee who requires an accommodation in order to perform the essential
functions of the job he or she holds, or desires should contact Human Resources and request such
accommodation. The accommodation request can be written or oral and can be made by the
employee or by someone else on the employee’s behalf. The accommodation request should
specify the accommodation the employee needs to perform the job. If the requested
accommodation is reasonable and will not impose an undue hardship to the Township or a direct
threat of substantial harm to the health and safety of the employee or others, the Township will
make the accommodation in accordance with applicable law. The Township may propose an
alternative to the requested accommodation or substitute one reasonable accommodation for
another, but the Township retains the ultimate discretion to choose between reasonable
accommodations. The Township will also, where appropriate, provide reasonable
accommodations for an employee's religious beliefs or practices.
Employees are expected to fully cooperate in the accommodation process. The duty to
cooperate includes making every effort to provide management with current medical information.
Employees who do not meaningfully cooperate in the accommodation process will waive the right
to an accommodation.
Religious Accommodation

Policy: 5.11

The Township complies with all federal, state, and local laws, and is committed to
providing equal employment opportunities to all individuals, regardless of religion. Consistent
with this commitment, the Township will provide a reasonable accommodation of an employee's
sincerely held religious belief unless doing so would create an undue hardship for the Township.
If you believe you need an accommodation based on your religious beliefs, please contact
the Human Resources Department. The Township encourages you to suggest specific reasonable
accommodations. However, the Township is not required to make the specific accommodation
requested by you and may provide an alternative, effective accommodation, to the extent any
accommodation can be made without imposing an undue hardship on the Township.
Individuals will not be retaliated against for requesting an accommodation in good faith.
The Township expressly prohibits any form of discipline, reprisal, intimidation, or retaliation
against any individual for requesting an accommodation in good faith.

24

LEAVE FROM WORK
Holidays

Policy: 6.1

[Not applicable to uniformed police personnel or public safety telecommunicators.]
Woodbridge Township observes the following holidays.
New Year's Day
Martin Luther King Day
Election Day
Washington's Birthday
Good Friday
Memorial Day
Juneteenth
Independence Day

Labor Day
Columbus Day
Veteran's Day
Thanksgiving Day
Day after Thanksgiving
Christmas Day
Employee's Birthday (If hired prior to Jan. 1, 1999)

The Woodbridge Library does not provide employees hired on or after January 2, 1996,
with a holiday for their birthday. If a holiday falls on Saturday, it will be observed on the previous
Friday; if it falls on Sunday, it will be celebrated on the following Monday. If your birthday falls
on a holiday, you may take the day before or the day after the holiday off.
Paid holidays are for full-time employees only. Temporary and seasonal employees are
not eligible for paid holidays; part-time employees who regularly work less than 29.5 hours per
week are not eligible for paid holidays.
The Township reserves the right to amend the holiday schedule based on business need.
For employees subject to a collective bargaining agreement, the terms of the collective bargaining
agreement will control.

Personal Leave Days

Policy: 6.2

[Not applicable to employees employed under collective negotiations agreements. Employees
employed under collective negotiations agreements should refer to their collective negotiations
agreements.]
Regular Township employees are entitled to receive up to three (3) personal leave days
each calendar year. Personal leave days may be used for emergencies, religious holidays, personal
business, or other personal reason.
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PERSONAL DAYS
3 days per year
1st personal day
earned January 1st
2nd personal day
earned May 1st
3rd personal day
earned September 1st

Personal leave continues to accrue while you are on a paid leave of absence and does not
accrue while you are on an unpaid leave of absence. Personal days must be used in the year earned
or they will be forfeited and not paid. Upon separation from employment with the Township for
any reason, all accrued personal days will be forfeited and not paid.
You should consult with your supervisor concerning scheduling of personal leave days
within your department. If you have any questions regarding the personal leave policy, please
contact the Human Resources Department.
Vacation

Policy: 6.3

[Not applicable to employees employed under collective negotiations agreements. Employees
employed under collective negotiations agreements should refer to their collective
negotiations agreements.]
Township employees who regularly work 30 or more hours per week may be eligible for
accrued vacation under the below schedule. Seasonal/temporary employees are not eligible for
accrued vacation days under this policy.
YEARS OF SERVICE
BY DECEMBER 31
First Year
1 through 5
6 through10
11through 15
16 through 20
21 through 25
25+

VACATION DAYS
EARNED
1 day per month
12
15
18
20
28
30
26

Vacation leave is front-loaded and must be earned before it can be taken in accordance
with the above schedule. Employees will be allowed to carry over unused vacation time to the
following year only. The amount of time to be carried over must not cause the employee to
exceed the vacation days earned in accordance with the above schedule. For example, if an
employee has been employed with the Township for four years and is eligible for 12 days of
vacation in 2020. In 2021, the employee is frontloaded another 12 days, allowing them 24 days
of vacation in 2021. At the end of 2021, the employee may only carry over 12 days into 2022,
and if they have not utilized any time, they would forfeit 12 days.
In the event that an employee’s employment is terminated for any reason and the
employee had already used their frontloaded vacation time, the Township will require the
employee to make-up the time they utilized. Vacation leave does not accrue during leaves of
absence. Except upon termination, you may not receive pay in lieu of taking your vacation leave.
Upon termination, you may receive a pro rata portion of any unused vacation days that you
earned during the year in which you are terminated.
Accordingly, unused vacation time will be forfeited and not paid. This provision shall
not conflict with the employees' collective negotiations agreement.
If you resign or retire in good standing, you will be paid for your earned and unused
vacation leave as of the effective date of your termination. If you should die while employed, a
sum of money equal to your earned vacation will be paid to your estate.
Based on the Township’s accrual process, if an employee’s first day of employment is
before the 15th day of the month, the employee is entitled to one vacation day to be added to
their total vacation time. In the event that an employee’s first day of employment is after the
15th day of the month, the employee is entitled to half a vacation day to be added to their total
vacation time.
The salary paid to you while you are on vacation leave will be equal to the amount you
would have earned had you worked straight time during your vacation period. If a holiday
observed by the Township occurs during the period of your vacation leave, it is credited to the
balance of your vacation leave.
Your supervisor will explain the procedures for scheduling vacations within your
department. Every effort is made to arrange vacation schedules to meet the needs of all
employees. When there is a conflict in the requests for vacation among unionized employees,
preference is given to the employee with the most seniority, so long as the department needs are
met in the discretion of the supervisor. When there is a conflict in the requests for vacation
among non-union employees your supervisor will determine the preference based on department
need. All requests for vacation leave must be approved in advance by your department head.
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Sick Leave

Policy: 6.4

[This policy does not apply to employees who receive sick leave at full pay pursuant to any other
law or rule of the State of New Jersey, such as the N.J.S.A. 11A, N.J.A.C. 4A, Civil Service.]
All Township employees, with the exception of employees described in brackets above,
may accrue and use paid sick time. With respect to non-union employees, sick leave must be earned
before it can be used and accrues at the rate of one (1) hour for every thirty (30) hours worked per
benefit year. The Township’s benefit year starts January 1 and ends December 31. For accrual
purposes, exempt employees will be assumed to work 40 hours per week, unless they are normally
scheduled to work fewer than 40 hours, in which case earned sick time accrues on their regular
schedule.
Use and Carryover of Sick Time
Employees may use up to 40 hours of accrued sick time per benefit year. Accrual of sick
time begins on the employee’s first date of actual work, but employees may not use such earned
sick time until 120 calendar days after their start date. Earned sick time may be carried over from
year to year, with a cap of 40 hours usage.
Sick time is provided to allow employees to:
1. Care for the employee’s own physical or mental illness, injury, or other medical
condition that requires home, preventative, or professional care;
2. Care for a child, parent, spouse, or parent of a spouse who is suffering from a physical
or mental illness, injury, or other medical condition that requires home, preventative
or professional care;
3. Attend routine medical and dental appointments for themselves or for their child,
parent, spouse, or parent of a spouse;
4. Address the psychological, physical, or legal effects of domestic violence or sexual
assault; or
5. Travel to and from an appointment, a pharmacy, or other location related to the
purpose for which the time was taken.
Use of sick time for other purposes is not allowed and may result in an employee being
disciplined. Employees may not use sick time if the employee is not scheduled to be at work
during the period of use. An employee may not accept a specific shift assignment with the
intention of calling out sick for all or part of that shift. Earned sick time may be used for partial
day absences, and the smallest amount of sick time that an employee can take is one (1) hour. Sick
time cannot be used as an excuse to be late for work without an authorized purpose.
Notice

If the absence is foreseeable, the employee must provide up to seven (7) days’ advance
notice. If the absence is not foreseeable, the employee must provide notice to their supervisor at
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least 24 hours before the start of the employee’s shift. If 24 hours’ notice is not reasonable due to
an accident or sudden illness, notice must be provided as soon as practicable.
Documentation of Use of Sick Time
The Township may require proof that sick time was taken for a legitimate business
purpose, without requiring disclosure of any underlying medical condition, while you are on sick
leave. Abuse of sick leave is cause for disciplinary action. The Township will generally require
an employee to submit a doctor’s note or other documentation to support the use of sick time if the
absence: (1) exceeds three consecutive days on which the employee is scheduled to work; (2)
occurs within two weeks prior to the employee’s final scheduled day of work (except in the case
of temporary employees); or (3) occurs after four unforeseeable and undocumented absences
within a three (3) month period. Required documentation must be submitted within seven (7) days
of the absence. Additional time will be allowed for good cause shown.
Payout of Sick Time
Sick time is not payable on termination of employment. When you retire from Township
employment in good standing as defined by the Township in its sole discretion or if you die while
employed, you or your estate will be entitled to one-half the rate of pay in effect at the time of your
retirement or death for all accumulated earned sick days not to exceed $15,000.00 for employees
hired before June 24, 1999, and not to exceed $7,500.00 for employees hired on or after June 24,
1999.
Interaction with Other Types of Leave
If any time off covered under this policy is also covered under any other Township leave
policy, sick time shall run concurrently with such leave. Employees may choose to use earned
sick time to receive pay for absences under other leave policies if those absences would otherwise
be unpaid.
This policy only applies to employees who do not receive sick leave at full pay from the
Township under any other law or rule of the State of New Jersey (i.e., N.J.S.A. 11A, N.J.A.C. 4A,
Civil Service). For any inquiries regarding eligibility for benefits under the New Jersey Earned
Sick Leave, employees should contact the Human Resources Department.
Leave of Absence

Policy: 6.5

If you are permanent in your position, you may be granted a leave of absence without pay
in the event that you become temporarily physically disabled or if you desire time off for further
studies that have been approved by your supervisor. A request for leave of absence must be made
in writing to your supervisor.
You may receive a leave of absence from a classified position in order to move to an
unclassified position within Woodbridge Township.
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In all instances, a leave of absence will not be granted for more than one year in
accordance with Civil Service provisions, unless renewal or extension is granted upon written
approval of the Civil Service Commission. The length of the leave is in the discretion of the
Business Administrator, and only applies to civil service employees.
Since this leave is without pay, you must contact the Human Resources Department
concerning payments you may have to make while on leave. These include coverage for medical
benefits, hospitalization, pension, and possibly union dues and other voluntary deductions.
An employee who received a leave of absence, must return to work at the expiration of
that leave or the employee may be considered to have resigned his/her position. Whether the
employee is terminated at the end of the leave of absence will be handled by the employee’s
Department Head on a case-by-case basis.
Family and Medical Leave Act (“FMLA”)

Policy 6.6

In accordance with the federal Family and Medical Leave Act ("FMLA"), the Township
provides eligible employees with up to twelve (12) weeks of unpaid medical and family leave
during any 12-month period (calculated on a rolling basis from the date that the petition is
submitted by the employee to the Township) and up to 26 workweeks to care for a Covered Service
member. At the conclusion of the leave, subject to some exceptions, an employee generally has a
right to return to the same or an equivalent position. The following outlines employees' rights and
obligations under the FMLA and the Township's policies implementing the FMLA.
Leave Available
Eligible employees may take up to a total of twelve (12) weeks of leave during any oneyear period for any one or more of the following reasons:
• The birth, adoption or placement for foster care of the son or daughter of an
employee, and to care for such child. (Leave to care for a child after birth, adoption, or
foster care must conclude within 12 months of the child’s birth or placement);
• A serious health condition of a spouse, son, daughter or parent of an employee if
the employee is needed to care for such family member; or
• A serious health condition of an employee that makes an employee unable to work.
Generally, the incapacity must result in the employee's inability to work for more than
three consecutive days, although there are exceptions to this rule.
• Any qualifying exigency arising out of the fact that the spouse, son, daughter, or
parent of the employee is on active duty in the Regular Armed Forces, the Reserves or the
National Guard, or has been notified of an impending call to active-duty status in support
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of a contingency operation.
In addition, eligible employees who are a spouse, son, daughter, parent or next of kin of a
Covered Service member shall be entitled to a total of 26 workweeks of leave during a 12-month
period (calculated on a rolling basis from the date that the petition is submitted by the employee
to the Township) to care for the Covered Service member. During this single 12-month period, an
eligible employee shall be entitled to a combined total of 26 work weeks of leave under this
Section 1 of this Policy.
Definitions
“Covered Servicemember” means a member of the Armed Forces, including a member of
the National Guard or Reserves, or a recent veteran who has been discharged, other than
dishonorably, within the five years preceding the family member’s initial request for leave, who
has a serious injury or illness who is undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious
injury or illness.
“Eligible Employee” means an individual who has been employed by the Township for at
least 12 months, has worked at least 1250 hours during the preceding 12-month period, and is
employed at a worksite with at least 50 employees within 75 miles of that worksite.
“Next of kin” means the nearest blood relative of the individual.
“Qualifying Exigency” covers a number of broad categories of reasons and activities,
including short-notice deployment, military events and related activities, child care and school
activities, financial and legal arrangements, counseling, rest and recuperation, post-dept activities,
and additional activities agreed to by the employer and the employee.
“Serious Health Condition” means an illness, injury, impairment or physical or mental
condition that involves either inpatient care or continuing treatment by a health care provider. It
generally includes a period of incapacity due to pregnancy, prenatal care, a chronic health
condition, a permanent or long-term health condition, or restorative or preventive treatment.
The definition of a "serious health condition" is governed by applicable law. If you have any
questions about what constitutes a "serious health condition," please contact the Human Resources
Department.
“Serious Injury or Illness” means an injury or illness incurred by a Covered Servicemember
in the line of duty or on active duty in the Armed Forces, National Guard of Reserves, incurred in
the line of duty on active duty or whose pre-existing condition has been aggravated by his/her
active-duty service, that may render the servicemember medically unfit to perform the duties of
the member’s office, grade, rank or rating.
Eligibility Requirements
31

Any employee who has been employed by the Township for twelve (12) months or more and
worked 1,250 hours or more in the twelve (12) month period preceding the first day of the
requested leave may be eligible for an unpaid leave of absence of up to twelve (12) weeks during
any twelve-month period. The twelve-month period shall be a rolling period that commences with
the first day of leave taken.
Leave to care for a child after birth, adoption, or foster care must conclude within twelve (12)
months of the child's birth or placement.
If both spouses work for the Township, they may only take a total of twelve (12) weeks
between them in order to care for a child after birth, adoption, or foster care or to care for a parent
with a serious health condition. Each spouse may be entitled to additional leave for other qualifying
reasons under the FMLA, such as the employee's own illness or for the serious illness of the
employee’s child. Any questions regarding such an additional leave should be addressed to the
Human Resources Department.
Notice Requirements
When the leave is foreseeable, at least thirty (30) days' advance notice to the Human Resources
Department is required. If thirty (30) days' notice cannot be provided, as much notice as is practical
should be provided. Failure to give reasonable notice may delay the availability of the leave.
Certification and Reporting Requirements
Where leave is taken to care for a family member with a serious health condition or because
of the employee's own serious health condition, medical certification is required, and periodic
recertification may be required. In addition, where the leave is taken because of the employee's
own serious health condition, a certification of fitness to return to work is required.
For military exigency leave, an employee may be required to provide certification that the
covered military member is a member of the Regular Armed Forces, National Guard or Reserves
who is on active duty or called to active duty in support of contingency operation, as well as
certification from the employee about the nature and details of the specific exigency, the amount
of leave needed, and the employee's relationship to the military member. Absent unusual
circumstances, both certifications must be provided within 15 days.
For military caregiver leave, the employee may be required to provide information from the
health care provider and employee and/or Covered Servicemember to support such leave. Absent
unusual circumstances, such certification must be provided within 15 days.
The Township will also require periodic status reports from employees concerning their
intended return date. An unexcused failure to provide requested documentation may result in the
denial or suspension of leave. The Township may attempt to clarify or authenticate the certification
or may require additional certifications to support the need for leave. When leave is taken to care
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for a family member, the Township may require the employee to provide documentation or a
statement of family relationship (e.g., birth certificate or court document) and proof of the need
to care for the family member.
Return to Work
An eligible employee who takes approved FMLA leave is generally entitled to return to
their former job or to an equivalent job with equivalent benefits, pay and other terms and conditions
of employment upon return from leave. Exceptions apply for job restoration for key employees.
However, no employee is entitled under this policy to any right, benefit, or position other than that
to which the employee would have been entitled had the employee not taken leave. Thus, for
example, if a layoff or reduction in force or some extenuating circumstances or condition arises
that affects the employee’s position, reinstatement may not be possible.
If an employee does not promptly return to work at the conclusion of an approved leave
under this policy, they will be considered to have voluntarily resigned.
During a FMLA leave, the Township will continue to contribute its portion of the total
premiums for benefit insurance coverage. Prior to the commencement of the covered leave, Human
Resources will review the procedure for the payment of the employee’s contribution. It is the
employee’s responsibility to continue to pay for their benefit contribution while on approved
FMLA leave. Please see Human Resources for complete details.
Utilization of Paid Leave
Generally, FMLA leave is unpaid. However, depending upon the circumstances,
employees may be entitled to receive short-term disability, workers’ compensation benefits, paid
family leave benefits, or other state-sponsored wage replacement benefits which pay a portion of
normal compensation. To the extent permitted by law, these benefits will run concurrently with
the employee’s unpaid leave. An employee who is eligible for these benefits must use accrued
sick, vacation, and/or personal time, during their approved unpaid leave. All deductions will be
made while employee is on paid leave provided by the Township. However, employees may not
receive more than 100% of salary at any time. Employees who are not eligible for such statesponsored wage replacement benefits are required to use their accumulated paid leave during an
approved unpaid leave. Use of paid time off will not serve to extend the length of the employee’s
leave of absence under this policy.
When permitted by state law, employees will be required to use all available and accrued
paid time off concurrent with FMLA. At no time will employees receive more than 100% of his
or her base pay.
Coordination with other Leave Policies
The period of time attributable to the employee's absence due to any workers'
compensation, disability, salary continuation, sick leave, or any other type of applicable leave, will
be counted against available leave under this policy to the extent permitted by law. In the event
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that additional paid or unpaid family, medical, vacation or sick leave is available pursuant to any
other state, federal, local laws or policy, this leave will also run concurrently with FMLA leave to
the extent permitted by law. You will be provided such information by the Human Resources
Department.
Intermittent Leave
When medically necessary, leave taken because of a serious health condition of an
employee or family member or to care for a Covered Servicemember may be taken on an
intermittent or reduced work schedule basis. The Township may require an employee taking
intermittent or reduced work schedule leave to transfer temporarily to an alternative position with
equivalent pay and benefits that is better suited to the leave schedule.
Employment and Benefits Protection
During the leave, health benefits will continue for up to twelve (12) weeks in each rolling
year under the same conditions as if the employee continued to work. Employees must, however,
pay the same amount for any benefits continued as they do prior to the leave.
Other benefits, if any, will continue during the leave under the same conditions as if the
employee continued to work. There will be no changes to employee benefits before January 1st of
any given year.
Before returning to work following a medical leave (except for intermittent or reduced
schedule leave) due to the employee's own serious health condition, the employee will be required
to present a certification from his/her health care provider that he/she is medically able to resume
work. If the date on which the employee is scheduled to return to work from FMLA leave changes,
the employee is required to give notice of the change, if foreseeable, to the Township within two
business days of the change.
Subject to some exceptions, most employees will be returned to the position they left or to
a position equivalent in pay, benefits and other terms of employment. Individuals identified as
“key employees” (the highest paid 10% of salaried employees at the work site or within a 75- mile
radius of that work site) may not be returned to their former or equivalent position if restoration
will cause substantial economic injury to the Township.
State Leave Laws
Through the New Jersey Family Leave Act ("NJFLA"), the Township provides benefits
similar to those provided by the FMLA, although, among other distinctions, the NJFLA does not
provide leave for an employee's own serious health condition. The Township will implement its
leave program in compliance with the FMLA and the NJFLA to the extent the NJFLA provides
for more generous benefits, and any other federal state and local laws and will run such leave
concurrently to the extent permitted by law. To the extent permitted by law, NJFLA and FMLA
will run concurrently. Refer to the NJFLA policy in this Handbook.
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Employees Covered under a Collective Negotiations Agreement
The employment terms set out in this policy work in conjunction with, and do not replace, amend
or supplement any terms or conditions of employment stated in any collective negotiations
agreement. Wherever employment terms in this policy differ from the terms expressed in the
applicable collective negotiations agreement, employees should refer to the specific terms of the
collective negotiations agreement, which will control.
Questions
Employees are encouraged to discuss questions regarding the FMLA or NJFLA with the
Human Resources Department.
New Jersey Family Leave Act (“NJFLA”)

Policy: 6.7

The Township provides eligible employees with up to 12 weeks of unpaid, job-protected
leave in a 24-month period for specified family reasons under the NJFLA.
Eligibility Requirements
To be eligible for NJFLA leave, you must have worked at least 12 months for the
Township and have worked at least 1,000 hours for the Township over the previous 12 months.
Qualifying Reasons for Leave
You may take NJFLA leave to care for:
•

A newly born (including a child born pursuant to a valid written agreement between the
employee and a gestational carrier) or adopted child or child placed into foster care, but the
leave must start within 12 months of the birth of the child or the placement of the child for
adoption.

•

An immediate family member (spouse, domestic partner, or one partner in a civil union
couple, child under 18 years old, child with a physical or mental impairment who is
incapable of self-care, parent one who became the parent of a child pursuant to a valid
written agreement between the parent and a gestational carrier, foster parent, or parent-inlaw, sibling, grandparent, grandchild, or any other individual related by blood to the
employee, and any other individual that the employee shows to have a close association
with the employee which is the equivalent to a family relationship) with a serious health
condition.
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•

To care for a family member, or someone who is the equivalent of family, with a serious
health condition, or who has been isolated or quarantined because of suspected exposure
to a communicable disease during a state of emergency.

•

To provide required care or treatment for a child during a state of emergency due to closure
of a school or place of care by order of a public official due to an epidemic of a
communicable disease or other public health emergency.

Leave Available
You may take up to a maximum of 12 weeks of NJFLA leave in a 24-month period, which
is measured on a rolling back basis from the date the request is submitted by the employee to the
Township.
You may take NJFLA leave:
•
•
•

As a single block of time.
By reducing your normal weekly, but not daily, work schedule for no more than 24
consecutive weeks in a 24-month period.
Intermittently in increments lasting at least one week, but less than 12 weeks in a
consecutive 12-month period, when medically necessary.

Employees taking intermittent or reduced schedule leave must try to schedule their leave
so that it will not unduly disrupt the Township’s operations.
The Township may deny leave under this policy to anyone who is among either the
highest paid five percent or seven highest-paid employees in the Township, if the requested leave
would cause grievous economic injury to the Township.
In addition, any employee who is the victim of an incident of domestic violence or a
sexually violent offense or whose parent-in-law, sibling, grandparent, grandchild, child, parent,
spouse, domestic partner, or civil union partner, or any other individual related by blood to the
employee, and any other individual that the employee shows to have a close association with that
is the equivalent to a family relationship, was a victim shall be entitled to leave under this policy
of up to 20 days in one 12 month period, to be used in the 12 month period next following any
incident of domestic violence or any sexually violent offense. Each incident of domestic violence
or any sexually violent offense is a separate offense for which the employee is entitled to unpaid
leave, provided that the employee has not exhausted the allotted 20 days for the 12-month period.
The leave may be taken intermittently in intervals of no less than one day, as needed for purposes
under the SAFE Leave Policy in this handbook. Leave under this section is unpaid, but the
employee may elect to use any accrued and unused paid time off, or any family temporary
disability leave benefits during any part of his or her leave.
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Utilization of Paid Leave
Depending on the purpose of your leave, employees of the Township may be required to
use their accrued paid leave as part of their NJFLA leave, to the extent permitted by law.
Exceptions apply in the event that an employee is taking NJFLI leave in conjunction with NJFLA.
In addition, you will not be eligible to accrue seniority benefits, including vacation and holidays,
during any period of your NJFLA leave. The paid leave will be counted against available leave
under the NJFLA and will not extend the leave period to the extent permitted by law.
Employees are entitled to up to 12-weeks of baby bonding time and leave time granted
pursuant to this Policy for baby bonding, which need not be taken consecutively.
The Township will notify employees of their options to continue to participate in our
group health plans during NJFLA leave. During any period for which you will be using accrued
paid leave during your leave period, your share of premiums will be paid by payroll deduction.
Where the employee will not be using accrued paid leave, and thus the leave will be unpaid, your
payments must be paid to the Human Resources Department.
This leave may run concurrently with the Federal and Medical Leave Act, New Jersey
Earned Sick Time Law, and/or any other leave, to the extent permitted by state and federal law.
Notice Requirements
When requesting NJFLA leave in consecutive blocks, you must give the Township
30 days’ advance written notice. For requests for intermittent leave to care for a family
member with a serious health condition, you must give the Township 15 days' advance
written notice before the first day on which benefits are paid. If advance written notice is not
possible because of an emergency, you must give the Township reasonable oral notice and
then follow up with written notice.
Certification Requirements
You also must give the Township medical certification supporting the need for leave. The
Township reserves the right to require second or third medical opinions and periodic recertifications. You must also provide periodic reports during your leave regarding your status
and intent to return to work as deemed appropriate by the Human Resources Department.
If you fail to provide the required documentation, the Township may delay the start of
your leave, withdraw any designation of NJFLA leave or deny the leave, in which case your
absences will be treated in accordance with the Township's standard leave of absence and
attendance policies and you may be subject to discipline up to and including termination of
employment.
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If you provide false or misleading information or omit material information about a
NJFLA leave, you will be subject to discipline up to and including immediate termination of
employment.
Employees may contact the Human Resources Department for information regarding the
requirements of the certifications depending on the reason for leave.
Returning to Work after NJFLA Leave
On returning to work after NJFLA leave, eligible employees will typically be restored to
their original job or to an equivalent job with equivalent pay, benefits and other employment
terms and conditions.
Any employee who fails to return to work as scheduled after NJFLA leave or exceeds the
12-week NJFLA entitlement will be subject to the Township's standard leave of absence and
attendance policies. This may result in termination if your continued absence is unauthorized (for
example, if you have no other Township-provided leave available to you).
Other Employment
An employee on family leave may not engage in other full-time employment during the
term of the leave, unless such employment commenced prior to the leave and is not otherwise
prohibited by law. During the term of family leave an employee may commence part-time
employment which may not exceed half the regularly scheduled hours worked for the Township.
An employee may continue part-time employment which commenced prior to the
employee's family leave, at the same number of hours that the employee was regularly scheduled
prior to such leave.
Retaliation Prohibited
The Township and the NJFLA prohibit:
•

Interference with restraint of or denial of any right provided under the NJFLA.
Discharge or discrimination against any person for opposing any practice made
unlawful by the NJFLA or for involvement in any proceeding under or relating to
the NJFLA.

The Township encourages employees to bring any concerns or complaints about
retaliation or compliance with the NJFLA to the attention of the Human Resources Department.
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New Jersey Family Leave Insurance (“NJFLI”)

Policy: 6.8

NJFLI benefits provide eligible employees, in some situations, up to 12 weeks/56
intermittent days of partial wage replacement for the following purposes:
• Bond with a newborn, newly adopted, or newly placed foster child during the first 12
months after the child’s birth, adoption, or placement of the child.
• Care for a family member with a serious health condition supported by certification
provided by a health care provider.
•

Taking Leave Under the NJ SAFE Act.

• Care for a family member during a declared state of emergency in response to an
epidemic of a communicable disease or other public health emergency.
Employees may choose to claim NJFLI benefits in one consecutive 12-week period, or on
a day-by-day basis. The duration of leave will depend on the manner in which the employee
chooses to claim their leave.
•

Continuous Leave: Employee may receive up to 12 weeks of benefits in a 12-month period,
if the benefits are claims for one continuous period of unpaid leave.

•

Non-Continuous (intermittent) Leave: Employees claiming intermittent leave, may receive
up to 56 individual days (8 weeks) of NJFLI benefits in a 12-month period.

Eligibility
The State will determine eligibility and benefits based upon specific wage requirements
and documentation.
Definitions
“Family Member” means a child, parent, parent-in-law, sibling, grandparent, grandchild,
spouse, domestic partner, civil union partner, or any other individual related by blood to the
employee, or any other individual that the employee shows have a close association with the
employee that is the equivalent of a family relationship.
“Child” means a biological, adopted or foster child, child born pursuant to a contract with
a gestational carrier (surrogate contract), stepchild or legal ward of a covered individual, child of
a domestic partner of the covered individual, or child of a civil union partner of the covered
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individual, who is less than 19 years of age or is 19 years or age or older but incapable of selfcare because of mental or physical impairment.
Notice to Employer
Employees must provide 30 days’ notice to the Township if their absence will be to care
for a child after birth or adoption in one continuous period, and 15 days’ notice if taking leave in
a non-continuous manner.
Employees must notify the Township, in a reasonable and practicable manner, for leave to
care for a seriously ill family member on a continuous, non-intermittent basis, unless an emergency
or other unforeseen circumstance precludes advanced notice.
Employees must notify the Township at least 15 days before leave to care for a seriously
ill family member on an intermittent basis unless, an emergency or other unforeseen circumstance
precludes advanced notice.
Concurrency with Sick, Vacation and Other Personal Leave
Employees receiving NJFLI benefits may choose to use any accrued sick, vacation and
personal time, with a maximum of two weeks, prior to taking NJFLI benefits.
Return to Employment
Absence while receiving NJFLI benefits is not job protected leave. Restoration to
employment will be governed by FMLA, NJFLA, Township policy and other applicable federal
and state laws.
Additional Information
Appropriate forms can be obtained from the Human Resources Department. Information
about New Jersey Family Leave Insurance may also be obtained from the New Jersey Division of
Temporary Disability at (609) 292-7060.
New Jersey Security and Financial Empowerment Act
(“NJ SAFE Act”)

Policy: 6.9

In accordance with the New Jersey Security and Financial Empowerment Act (“NJ SAFE
Act”), the Township provides eligible employees with up to 20 days of unpaid leave during any
12-month period to attend to a variety of matters related to an act of domestic violence or sexual
assault committed against the employee or a family or household member. At the conclusion of
the leave, subject to some exceptions, an employee generally has a right to return to the same or
an equivalent position. The following outlines employees’ rights and obligations under the NJ
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SAFE Act, and the Township’s policies implementing the NJ SAFE Act.
Leave Available
Eligible employees may take no more than 20 days of unpaid leave during any 12-month
period, to be used in the 12-month period following any qualifying incident to engage in any of
the following activities (as it applies to them personally, or to a family member as defined below).
•

Seeking medical attention for, or recovering from, physical or psychological injuries
caused by the incident;

•

Obtaining services from a victim services organization;

•

Obtaining psychological or other counseling;

•

Participating in safety planning, temporarily or permanently relocating, or taking other
actions to increase the victim’s safety or to ensure his or her economic security;

•

Seeking legal assistance, including preparing for, or participating in, any civil or
criminal legal proceeding related to or derived from domestic or sexual violence; or

•

Attending, participating in, or preparing for a criminal or civil court proceeding relating
to an incident of domestic or sexual violence.

Definitions
“Employee” means a person who is employed for at least 12 months by an employer, with
respect to whom benefits are sought under the NJ SAFE Act, for not less than 1,000 base hours
during the immediately preceding 12-month period.
“Domestic Violence” means the occurrence of one or more of the following acts inflicted
upon a person by a spouse, domestic partner, civil union partner, cohabitant, or emancipated minor
child: homicide; assault; terroristic threats; kidnapping; criminal restraint; false imprisonment;
sexual assault; criminal sexual contact; lewdness; criminal mischief; burglary; criminal trespass;
harassment; or stalking.
“Family Member” means spouse (including same-sex spouse), civil union domestic
partners (including same-sex domestic partners), parent, grandparent, grandchild, sibling,
stepparent, parent-in-law, brother-in-law, sister-in-law, child, step-child, son-in-law, daughter-inlaw, any other individual related by blood to the employee, or any other individual the employee
shows to have a close association with the employee that is the equivalent of a family relationship.
“Sexually violent offense” means aggravated sexual assault; sexual assault; aggravated
criminal sexual contact; kidnapping and endangering the welfare of a child; criminal sexual
contact; felony murder if the underlying crime is sexual assault; an attempt to commit any of these
enumerated offenses; or any offense for which a court makes a specific finding on the record that,
based on the circumstances of the case, the person’s offense should be considered a sexually
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violent offense.
“Certified Domestic Violence Specialist” means a person who has fulfilled the
requirements of certification as a Domestic Violence Specialist established by the New Jersey
Association of Domestic Violence Professionals.
“Designated domestic violence agency” means a county-wide organization with a
primary purpose to provide services to victims of domestic violence, and which provides services
that conform to the core domestic violence services profile as defined by the Division of Child
Protection and Permanency in the Department of Children and Families and is under contract with
the division for the express purpose of providing the services.
“Rape Crisis Center” means an office, institution, or center offering assistance to victims
of sexual offenses through crisis intervention, medical and legal information, and follow-up
counseling.
Eligibility Requirements
Any employee who was a victim of an incident of domestic violence or a sexually violent
offense, or whose child, parent, parent-in law, sibling, grandparent, grandchild, spouse, domestic
or civil union partner, or civil union partner or any other individual that the employee shows to
have a close association with the employee that is the equivalent of a family relationship was a
victim, and who has been employed by the Township for 12 months or more and worked 1,000
hours or more in the 12 month period preceding the first day of the requested leave may be eligible
for an unpaid leave of absence of up to 20 days in one 12-month period, to be used in the 12-month
period immediately following any incident of domestic violence or any sexually violent offense.
Each incident of domestic violence or any sexually violent offense shall constitute a
separate offense for which an employee is entitled to unpaid leave, provided that the employee has
not exhausted the allotted 20 days for the 12-month period.
Notice Requirements
When the necessity for the leave is foreseeable, the employee must provide written notice
to the Human Resources Department as far in advance as is reasonable and practical under the
circumstances.
Certification and Reporting Requirements
The Township will require documentation of the domestic violence or sexually violent
offense which is the basis for the leave. Sufficient documentation includes one or more of the
following:
o a domestic violence restraining order or other documentation of equitable relief
issued by a court of competent jurisdiction;
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o a letter or other written documentation from the county or municipal prosecutor
documenting the domestic violence or sexually violent offense;
o documentation of the conviction of a person for the domestic violence or sexually
violent offense;
o medical documentation of the domestic violence or sexually violent offense;
o certification from a certified Domestic Violence Specialist or the director of a
designated domestic violence agency or Rape Crisis Center, that the employee or
employee’s child, parent, spouse, domestic partner, or civil union partner is a victim
of domestic violence or a sexually violent offense; or
o other documentation or certification of the domestic violence or sexually violent
offense provided by a social worker, member of the clergy, shelter worker, or other
professional who has assisted the employee or employee’s child, parent, spouse,
domestic partner, or civil union partner in dealing with the domestic violence or
sexually violent offenses.
Utilization of Paid Time Off
Generally, NJ SAFE Act leave is unpaid. However, depending on the circumstances,
employees may be entitled to receive NJFLI state-sponsored wage replacement benefits which pay
a portion of normal compensation. These benefits will run concurrently with the employee’s
unpaid leave. An employee who is eligible for these benefits may also choose to use accumulated
paid leave during his or her approved unpaid leave. Employees may not receive more than 100%
of salary at any time.
Employees who are not eligible for such state-sponsored wage replacement benefits are
required to use their accumulated paid time off during an approved unpaid leave. Use of paid time
off will not serve to extend the length of the employee’s leave of absence under this policy.
Coordination with other Leave Policies
The period of time attributable to the employee’s absence due to any disability or sick leave
will be counted against available leave under this policy to the extent permitted by law. In the
event that additional family, medical or sick leave is available pursuant to federal or state laws,
this leave will also run concurrently with NJ SAFE Act leave to the extent permitted by law. You
will be provided with detailed information from the Personnel Administrator.
To the extent that any other leave is available under any Township policy or applicable
law, that leave will run concurrent with leave under this NJ SAFE leave, to the extent permitted
by law. Also, paid leaves do not extend the leave period.
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Intermittent Leave
Unpaid leave may be taken intermittently in intervals of no less than one day.
Employment and Benefits Protection
During the leave, health benefits will continue under the same conditions as if the employee
continued to work.
If an employee is enrolled in voluntary supplemental benefits the employee is solely
responsible for making payment arrangements with the respective insurance company. If you have
a 401(k) loan, you must contact the Human Resources Department to make payment arrangements
so that your loan does not go into default. Employees should consult with the Human Resources
Department prior to taking an approved leave. If you fail to return to work after your NJ SAFE
Act leave for any reason except for circumstances beyond your control, you must pay back all
unpaid health insurance premiums.
Subject to some exceptions, most employees will be returned to the position they left or to
a position equivalent in pay, benefits and other terms of employment.
Failure to return from NJ SAFE Act leave for reasons other than the employee’s own
serious health condition and/or disability may result in termination of employment. In the event
that an employee cannot return to work at the end of NJ SAFE Act leave due to a continuation of
their own serious health condition and/or disability, they must contact the Human Resources
Department before the expiration of the leave to discuss their options under state and federal law.
Federal and Other State Leave Laws
The Township will comply with any federal or state leave laws to the extent they provide
for more generous benefits. State and federal leave law benefits will run concurrently with NJ
SAFE Act benefits to the extent permitted by law.
Questions
Employees are encouraged to discuss questions regarding the NJ SAFE Act or other leave
laws with the Human Resources Department.
Military Leave

Policy: 6.10

It shall be the policy of the Township that any employee, other than any temporary or
seasonal employee, of the Township who is called to military service shall in addition to any
benefits, rights or privileges set forth in any state or federal law, receive certain benefits from the
Township as detailed in this policy and in accordance with the Township’s Executive Order 144

2019 governing military benefits of eligible Township employees.
Compensation
Compensation during military leave will depend on the duration of the leave and the type
of training and/or service. Employees may be eligible for 90 days of full base salary for the first
90 working days, per calendar year irrespective of whether said workdays are consecutive.
Compensation beyond the first 90 days of military service will depend on whether an employee is
serving in active combat. The terms of the compensation are governed by Executive Order No. 12019.
The Township may also require employees to provide military paystubs to the Human
Resources Department prior to providing compensation. Accordingly, in order to be eligible for
pay, the employee seeking the pay shall within 15 days of receipt by employee, provide to the
Township's Human Resources Department official orders sufficient to satisfy the Township's
obligation to the State of New Jersey in order to obtain reimbursement.
Employees may use any or all of their accrued, but unused vacation or other paid time off
during their military service leave.
Furthermore, the Business Administrator is hereby authorized to set rules, regulations
and/or procedures for the employees to follow in order to receive the aforesaid benefits. Failure to
follow said procedures could adversely affect the employee's ability to collect said benefits and/or
their continued employment with the Township.
"Military Service" shall be defined to include service in the:
• Armed Forces (Army, Navy, Air Force, Marine Corps., and Coast Guard),
including the Reserves.
• National Guard, including the Army National Guard and Air National Guard, when
the employee is engaged under federal authority in active duty for training, inactive
duty training, or full-time National Guard duty.
• Commissioned corps of the Public Health Service.
• Any other category of persons designated by the President in time of war or national
emergency.
• Any organized militia or reserve component of the active military service as defined
by New Jersey state law.
Eligible employees may take leave under this policy for the following types of military service:
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Active duty.
Active duty for training.
Active combat zone.
Initial active duty for training.
Inactive duty training.
Full-time National Guard duty.
Submitting to an examination to determine your fitness for any of these services.
Funeral honors duty performed by National Guard or Reserve members.
Duty performed by intermittent disaster response personnel for the Public Health
Service and approved training to prepare for this service.
• Service as an intermittent disaster response appointee of the National Disaster
Medical System when employees are:
• activated under federal authority; or
• attending authorized training in support of a federal mission.

•
•
•
•
•
•
•
•
•

If you voluntarily continue in the military service beyond the time when you may be
released or if you voluntarily reenter the Armed Forces or accept a regular commission, you shall
be considered to have resigned your position with the Township.
Reemployment
Employees may be eligible for reemployment after their military service leave. Any employees
who would like to return to work must report to work or contact the Human Resources Department.
Employees may be required to provide discharge documentation, if available. Employees will
need to provide notice of their return to work to the Human Resources Department within a specific
period of time after the completion of eligible military service. Therefore, employees should
contact the Human Resources Department to determine the appropriate notice time period.
Nothing in this policy requires the Township to reemploy individuals who are not eligible for
reemployment rights under applicable law.
Notice
If you need to take military service leave, you or an authorized military service officer,
should provide advance notice to the Human Resources Department. When possible, you should
give at least 30 days’ notice of your request for leave. If 30 days’ notice is not possible because of
military necessity or for other reasons, you should give as much advance notice as possible.
Written notice is preferred, but not required. Where possible, please submit a copy of your
military orders, training notice, or order to active duty to the Human Resources Department.
Retaliation Prohibited
The Township prohibits and will not tolerate discrimination or retaliation against any
employee or applicant because of that person’s membership in or obligation to perform service for
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any branch of the U.S. or state military. Specifically, no one will be denied employment,
reemployment, promotion, or any other benefit of employment, or be subjected to any adverse
employment action based on that person’s membership in or service for any branch of the U.S. or
state military. In addition, no one will be disciplined, intimidated, or otherwise retaliated against
because that person exercised rights under this policy or applicable law.
The Township is committed to enforcing this policy against discrimination and retaliation.
However, the effectiveness of our efforts depends largely on employees telling us about
inappropriate workplace conduct. If employees feel that they or someone else may have been
subjected to conduct that violates this policy, they should report it immediately. If employees do
not report such conduct, may not become aware of a possible violation of this policy and may not
be able to take appropriate corrective action.
For questions regarding the military leave policy and the Township’s compliance with
federal and state applicable laws, please contact the Human Resources Department.

Emergency Responders Leave

Policy: 6.11

An employee who serves as a volunteer firefighter, as a county or municipal volunteer for
the Office of Emergency Management who responds to fire or emergency calls, or as part of a
volunteer first aid, rescue or emergency squad will receive paid leave for missing work due to
responding to a qualified emergency.
A qualified emergency includes responding to a state of emergency declared by the
President of the United States or Governor of this state or being actively engaged in responding to
an emergency alarm.
Employees must notify the Township at least one hour prior to their scheduled shift that
they are responding to an emergency and will be absent from work. Upon return, employees must
provide a copy of the incident report and certification by the incident commander or other official
confirming that the employee was actively engaged and necessary for the emergency response.
The report should set forth the date and time the volunteer was relieved of emergency service
duties.
If an employee will miss more than one consecutive day of work due to emergency
volunteer service, the employee must notify the Township each day in advance of their shift.
Although the Township will not require the employee to use otherwise available paid time
off, the employee may choose to do so. Essential employees may be denied leave under this policy
as permitted by state law. Exempt employees may be provided time off with pay when necessary
to comply with state and federal wage and hour laws.
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Bereavement Leave

Policy: 6.12

In the event of a death in your immediate family, full-time employees will be granted
leave of up to five consecutive working days with pay. This absence shall not be cumulative and
must be used in conjunction with the death in your family.
An employee's spouse, domestic partner as defined by applicable law, child, brother,
sister, mother, father, grandfather, grandmother, grandchild, mother-in-law and father-in-law
shall constitute immediate family. In the event of the death of an employee's brother-in-law or
sister-in-law, the employee shall be granted up to three consecutive working days absence with
pay.
In the event of the death of an employee's step relation of the same degree as the family
members designated above, or in the event of a death of an aunt or uncle, the employee shall be
granted one working day's absence with pay.
The Township reserves the right to request documentation concerning the relationship
and to verify the use of Bereavement Leave.

Jury Duty

Policy: 6.13

If you are required to serve on jury duty which necessitates your presence beyond noon,
you shall receive a full day's pay for each day of jury duty served. If you are dismissed from
jury duty before noon, you must immediately report for work, and you will receive a full day's
pay; otherwise, if you are released from jury duty before noon and do not report for work, you
will receive no pay for that day, or may otherwise be subject to discipline.
Employees may be required to submit their jury duty summons to their supervisor or
manager immediately upon receipt.
All union employees should refer to the collective negotiations agreement for
clarification related to the Jury Duty policy.
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EMPLOYEE PROTECTION
Public Employees Occupational Safety
& Health Act (“PEOSHA”)

Policy: 7.1

This New Jersey Act, more fully described under Safety in Section 4.3 in this Handbook,
is intended to provide public employees with workplaces free from hazards which may cause
serious injury or death.

Conscientious Employee Protection Act

Policy: 7.2

This New Jersey law known as the Conscientious Employee Protection Act (“CEPA”),
deals with the practice commonly known as "whistle blowing" whereby an employee may, among
other actions, disclose or threaten to disclose to a supervisor or a public body evidence of an
employer's violation of a law or regulation.
It is the intent of the Township to adhere to all federal, state and local laws and regulations
that apply to the Township, many of which are reflected in the Township’s internal rules, policies
and procedures.
The underlying purpose of this Policy is to support the Township’s goal of legal
compliance. The support of all employees is necessary to achieving compliance with various laws
and regulations. To that end, the Township encourages all employees to report wrongful,
fraudulent or illegal workplace activities, policies or practices.
Employees are expected and encouraged to bring any such conduct or activity to the
Township’s attention, and to provide management with a reasonable opportunity to investigate and
correct the alleged unlawful activity. The Township strictly prohibits retaliation in relation to such
reporting activity. Moreover, the Township will not tolerate the retaliation of any employee for
participation of any investigation of any such complaint as a witness or otherwise.
A Notice regarding rights and obligations regarding retaliation pursuant to New Jersey’s
Conscientious Employee Protection Act is posted within each work location. If you have questions
regarding the particular location of the CEPA notice in your particular workplace location, please
contact your immediate supervisor.
Any complaints regarding retaliation are to be directed to the Human Resources.
Complaints may be written or oral. The Township will make every effort to correct any offending
activity, policy or practice.
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Drug and Alcohol-Free Environment

Policy: 7.3

In compliance with the Drug-Free Workplace Act of 1988, the Township has a
longstanding commitment to provide a safe, quality-oriented and productive work environment
consistent with the standards of the community. Alcohol and drug abuse pose a threat to the health
and safety of Township employees and to the security of the Township’s equipment and facilities.
For these reasons, the Township is committed to the elimination of drug and alcohol use and abuse
in the workplace.
Scope
This policy outlines the practice and procedure designed to correct instances of identified
alcohol and drug use in the workplace.
This policy applies to all employees and all applicants for employment of the Township.
The Human Resources Department is responsible for the administration of this policy.
Substance Abuse Awareness
Illegal drug use and alcohol misuse have many serious adverse health and safety
consequences. Information about those consequences and sources of help for drug or alcohol
problems is available from the Human Resources Department.
Employee Assistance
The Township will assist and support employees who voluntarily seek help for such
problems before becoming subject to discipline or termination under this or other Township
policies. Such employees will be allowed to use accrued paid time off, placed on leaves of absence,
referred to treatment providers and otherwise accommodated as required by law. Such employees
may be required to document that they are successfully following prescribed treatment and to take
and pass follow-up tests.
Once a drug test has been scheduled, unless otherwise required by the Family and Medical
Leave Act (“FMLA”) or the Americans with Disabilities Act (“ADA”), the employee will have
forfeited the opportunity to be granted a leave of absence for treatment, and possible discipline, up
to and including discharge, will be enforced.
In the event that any employee is taking prescription medication that may interfere with
that individual’s safety, any other employee’s safety, or the ability to perform the functions of that
employee’s job, the individual must disclose the use of that medication to the Human Resources
Department. The Human Resources Department is required to maintain the confidentiality of any
information regarding an employee’s medical condition.
Fit for Duty
Employees should report to work fit for duty and free of any adverse effects of illegal drugs
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or alcohol. This policy does not prohibit employees from the lawful use and possession of
prescribed medications.
Employees must, however, consult with their doctors about the medications' effect on their
fitness for duty and ability to work safely, and they must promptly disclose any work restrictions
to their supervisor. Employees should not, however, disclose underlying medical conditions unless
directed to do so by a physician and unless the condition would interfere with the employee safely
performing job duties.
Work Rules
Whenever employees are working, are operating any Township vehicle, are present on
Township premises or are conducting Township-related work offsite, they are prohibited from:
a.
b.
c.
d.
e.

Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to
include possession of drug paraphernalia).
Being under the influence of alcohol or an illegal drug as defined in this policy.
Possessing or consuming alcohol.
Possession or consuming marijuana.
The presence of any detectable amount of any illegal drug or illegal controlled
substance in an employee's body system, while performing Township business or
while in a Township facility, is prohibited.

The Township will also not allow employees to perform their duties while taking
prescribed drugs that are adversely affecting their ability to safely and effectively perform their
job duties. Employees taking a prescribed medication must carry it in the container labeled by a
licensed pharmacist or be prepared to produce it if asked.
Any illegal drugs or drug paraphernalia will be turned over to an appropriate law
enforcement agency and may result in criminal prosecution. Violations of this policy may result
in discipline, up to and including, termination.
Criminal Convictions
Employees must notify the Township within five calendar days if they have been convicted
of a criminal drug violation.
Reference
The active “Township of Woodbridge Alcohol and Drug-Free Workplace Policy” and
“Township of Woodbridge Department of Transportation Alcohol and Drug-Free Workplace
Policy” are hereby incorporated by reference and made a part of this employee handbook.
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Drug Testing Policy

Policy: 7.4

[Union employees should refer to their collective bargaining agreement for applicable drug testing
policy.]
The Township may conduct pre-employment drug testing, and may also conduct drug or
alcohol testing post-accident or for reasonable cause. Each employee, except otherwise provided
in a collective bargaining agreement, will be required to participate in such tests upon request of
management. More specifically, an employee will be required to submit to alcohol, drug or
controlled substance testing when objective factors, such as: the employee’s work performance,
physical appearance, or actions causes a reasonable suspicion that the employee is impaired due
to current intoxication, drug or controlled substance use. In addition, employees may be tested for
reasonable suspicion in cases where employment has been conditioned upon remaining alcohol,
drug, or controlled dangerous substance free following treatment.
In the event of accident at work, testing will occur whether or not there is reasonable cause.
Supervisors who observe behavior constituting reasonable suspicion are required to notify the
Human Resources Department, at which point the Human Resources Department may institute
testing. For information regarding substances to be tested for and information regarding the testing
process and procedures please contact the Human Resources Department or refer to your collective
bargaining agreement.
Any employee who tests positive will be immediately removed from duty and subject to
disciplinary action, up to and including dismissal.* An employee will be subject to the same
consequences of a positive test if he/she refuses the screening or the test, adulterates or dilutes the
specimen, substitutes the specimen with that from another person or sends an imposter, will not
sign the required forms or refuses to cooperate in the testing process in such a way that prevents
completion of the test.
The Township will comply with all applicable laws regarding notice and consent for drug
testing. To the extent permitted by law, the Township will not be required to comply with the
medical marijuana provision of this policy to the extent that the Township would be forced to
violate a federal law, lose a licensing-related benefit under federal law, or lose a federal contract
or federal funding.
Nothing in this policy should be construed to permit employees to have possession and use
intoxicating substances during work hours or on the employer’s premises.
Violations
Employees are strictly prohibited from using or possessing alcohol and illegal drugs,
including marijuana, at the workplace. Any violations of this policy may result in disciplinary
action, up to and including termination.
For questions regarding this policy, including requests for accommodations for medical
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marijuana use, please contact the Human Resources Department.

Smoking Laws

Policy: 7.5

All public buildings are smoke and vape free, and employees and visitors are prohibited
from smoking and vaping within 20 feet of any public building.
Smoking is permitted ONLY during SCHEDULED break periods and will not be allowed
at any other time. In other words, NO ADDITIONAL BREAKS ARE ALLOWED TO ANY
EMPLOYEE WHO SMOKES/VAPES. See your supervisor for break scheduling details. Failure
to comply with all of the components of this policy will result in disciplinary action that can lead
up to and include employment termination.

Prohibited Discrimination & Harassment Policy

Policy: 7.6

The Township is committed to maintaining a work environment in which all individuals
are treated with respect and dignity. Each individual has a right to work in a professional
atmosphere that promotes equal opportunities and prohibits discriminatory practices, including
sexual and other unlawful harassment. At the Township, discrimination or harassment based on
a person's age, color, religion, race, national origin, immigration status, citizenship status,
ancestry, gender, gender identity or expression, status as a transgender individual, disability or
handicap, sex, pregnancy and breastfeeding, sexual or affectional orientation, marital or
partnership status, familial status, genetic information, atypical hereditary cellular or blood trait
(AHCBT), status as a domestic violence victim, protected hairstyle, military or veteran’s status,
political affiliation and any other status protected by applicable federal, state or local laws will
not be tolerated. This prohibition applies on or off the Township’s premises, while conducting
Township business or at a Township function, whether committed by fellow employees,
supervisors, officers or vendors of the Township. Anyone found to be engaging in unlawful
discrimination will be subject to disciplinary action, up to and including termination of
employment.
Definition of Sexual Harassment
Sexual harassment consists of any unwelcome sexual advances, requests for sexual favors,
or other verbal, visual or physical conduct of a sexual nature when:
1) Submission to such conduct is made either explicitly or implicitly a term or condition of
an individual's employment.
2) Submission to or rejection of such conduct by an individual is used as the basis for
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employment decisions affecting such individual; or
3) Such conduct has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile or offensive working environment.
The following are examples of prohibited conduct:
(1)

Unwelcome physical contact with sexual overtones, such as touching, patting, pinching,
repeatedly brushing against someone, or impeding the movement of another person;

(2)

Unwelcome sexually offensive verbal or written comments such as slurs, jokes, epithets,
and innuendo;

(3)

Unwelcome sexually oriented "kidding" or "teasing" or sexually oriented "practical jokes";

(4)

Suggestive or obscene written comments in notes, letters, invitations, or e-mail;

(5)

Inappropriate, repeated, or unwelcome sexual flirtations, advances, or propositions;

(6)

Offensive visual contact such as staring, leering, gestures, or displaying obscene objects,
pictures, or cartoons;

(7)

Inappropriate or suggestive comments about another person's physical appearance or dress;

(8)

Exchanging or offering to exchange any kind of employment benefit for a sexual
concession, e.g., promising a promotion or raise in exchange for sexual favors;

(9)

Withdrawing or threatening the withdrawal of any kind of employment benefit for refusing
to grant a sexual favor, e.g., suggesting that an individual will receive a poor performance
review or be denied a raise unless he/she goes out on a date with a Department Manager;
or

(10) Posting comments or engaging in dialogue on social media or other internet venues that
harass, offend or discriminate against, other employees of the Township.
Other Prohibited Harassment
In addition to prohibiting sexual harassment, the Township prohibits the harassment of an
individual based on their age, color, religion, race, national origin, immigration status, citizenship
status, ancestry, gender, gender identity or expression, status as a transgender individual, disability
or handicap, sex, pregnancy and breastfeeding, sexual or affectional orientation, marital or
partnership status, familial status, genetic information, atypical hereditary cellular or blood trait
(AHCBT), military service, status as a domestic violence victim, protected hairstyle, and any other
protected characteristics recognized by applicable federal, state or local law.
In this regard, harassment is defined as verbal or physical conduct - including but not
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limited to slurs, remarks, epithets, jokes, or intimidating or hostile acts - based on an employee's
membership in a protected class, when such conduct has the purpose or effect of:
1)

Substantially interfering with an individual's work performance, or creating an
intimidating, hostile, or offensive working environment;

2)

Otherwise adversely affecting an individual's employment opportunities; or

3)

Unreasonably interfering with an individual's work performance.

Applicability of Policy
The prohibition against unlawful harassment applies to all employees (managers,
supervisors, salaried, hourly, and temporary employees, etc.) as well as contractors, customers,
suppliers and guests. Similarly, all Township employees have a responsibility to keep the
workplace free of unlawful harassment.
Complaint Procedure
Process
Any employee who believes that he/she has been subject to sexual or other unlawful
harassment or discrimination should immediately contact your direct supervisor, the Human
Resources Department or the Business Administrator. In addition, employees, supervisors and
managers must report any incident of unlawful harassment they may observe, even if they are
not a target or victim of such harassment.
All complaints of harassment or discrimination will be promptly and thoroughly
investigated by the Township. The investigation will be conducted in such a way as to maintain
confidentiality to the extent practicable under the circumstances. The investigation will include
interviews with the person filing the complaint, the person(s) alleged to have committed the
harassment or discrimination, and any pertinent witnesses to the conduct in question.
If it is determined that inappropriate conduct has occurred, the Township will act
promptly to eliminate the offending conduct. If it is determined that inappropriate conduct has
been committed by an employee, the Township will take disciplinary action as is appropriate
under the circumstances. Such action may range from counseling to termination of employment
and may include such other forms of disciplinary action as the Township deems appropriate
under the circumstances.
Protection from Retaliation
The Township will not retaliate against anyone for reporting or complaining about
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unlawful harassment or discrimination in good faith, or for participating in an investigation of
alleged harassment, nor will it tolerate retaliation by supervisors, managers, co-workers, or
anyone else.
Continuing Education/Tuition Reimbursement

Policy: 7.7

Education is a key component in keeping all Township personnel up-to-date and abreast
of current trends and events in the area of loss control and risk management. To that end, the
Township will conduct separate seminars for supervisory and non-supervisory employees since
different aspects of the Risk Management/Loss Control Plan and Township policies concerning
employment practices need to be stressed for the different groups.
In addition, because the Township believes it is a great investment for employees to be
able to further their job-related education, employees may apply to be reimbursed for the cost of
job-related courses. In such circumstances, the course must be pre-approved in writing by the
requesting employee's Department Head/Director and ultimately the Business Administrator.
Employees who receive a grade below a "C" or 2.0 will not eligible for tuition reimbursement.
No compensation time will be given for course hours.
Employees who receive reimbursement for the cost of job-related courses which resulted
in the employee receiving a certification or license will be required to pay back the
reimbursement to the Township if the employee voluntarily separates from employment with the
Township within three years of receiving the certification or license.
Workplace Violence

Policy: 7.8

The Township will not tolerate workplace violence. Violent acts, threats or bullying 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.
Weapons Prohibition

Policy: 7.9

[This policy does not apply to members of the Police Department authorized to carry a
licensed weapon.]
It is prohibited for employees, visitors, guests, applicants, prospective employees and
other persons on the premises of the Township or engaged in conducting business on behalf of
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the Township to use or possess a weapon of any kind, concealed or otherwise. The only
exception to this prohibition applies to police or approved security personnel.
Although some state laws permit certain individuals to carry weapons, employers are
entitled to, and the Township does, prohibit the carrying of such weapons on Township premises
or while conducting Township business.
For purposes of this policy, a weapon is any device or object ordinarily considered
capable of causing serious bodily injury or death to another person, including without limitation,
knives, firearms of any type (such as hand guns, shot guns, and rifles), stun guns, explosives
and incendiary devices.
In furtherance of this policy, the Township reserves the right to search, through visual
inspection, a physical search and/or the use of a metal detector, anyone subject to this policy,
their vehicle (if used for Township business or on Township property, regardless of ownership),
their personal belongings (handbags, purses, briefcases, backpacks, etc.) or their desk, locker,
or storage area provided by the Township.
Anyone found to violate this policy will be subject to discipline up to and including
termination.
If you become aware of anyone violating this policy, please report it to the Human
Resource Department immediately.
THIS POLICY SHOULD NOT BE CONSTRUED TO CREATE ANY DUTY OR
OBLIGATION ON THE PART OF THE TOWNSHIP TO TAKE ANY ACTIONS
BEYOND THOSE REQUIRED OF AN EMPLOYER BY EXISTING LAW.
Political Activity Policy

Policy: 7.10

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 (including any activity supporting or opposing candidates or political parties, or
contributing or soliciting funds for political recipients) while performing their public duties or
during time when they are working on behalf of the Township, and from using Township time,
supplies or equipment (including Township email accounts, employee time, titles, phones, or any
other resources) in any political activity.
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Driver’s License Policy

Policy: 7.11

Any employee whose work requires the operation of Township vehicles must hold a valid
and appropriate Driver's License.
All new employees who will be assigned work entailing the operating of a Township
vehicle will be required to submit to a Department of Motor Vehicles driving records check as a
condition of employment. A report indicating a suspended or revoked license status may be
cause to deny or terminate employment.
Periodic checks of employee's drivers' licenses through visual and formal Department of
Motor Vehicles review checks shall be made. 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, and may be subject to discipline, including termination, when a prerequisite of
employment is a valid and appropriate state driver's license.
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. S 2721 et seq.).

Prohibited use of Cell Phone While Driving

Policy: 7.12

The use of a cell phone (particularly a hand-held, rather than a hands-free cell phone)
while driving may present a hazard to the driver, other employees and the general public.
Employees are discouraged from using any type of cell phone while driving. Employees are
prohibited from using a hand-held cell phone during: (1) the operation of a Township-provided
vehicle at any time or in any place, and (2) the operation of a private vehicle while an employee is
on work time, on work premises or conducting business for the Township. Also, employees are
expected to know and abide by all federal, state, or local rules and regulations regarding cell phone
usage while driving. The Township claims no responsibility for any fines or violations received
by an employee for improper use of a cell phone.
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E-Mail, Voicemail, Computer & Internet Usage Policy

Policy: 7.13

Purpose
The purpose of this policy is to establish management direction, procedures, and
requirements to ensure the appropriate protection of the Township of Woodbridge information and
computer and network resources.
Scope
This policy applies to all employees, temporaries, and other workers at the Township of
Woodbridge, including those workers affiliated with third parties who access the Township of
Woodbridge computer network. Throughout this policy, the word "user" will be used to
collectively refer to all such individuals. The policy also applies to all computer and data
communication systems owned by and/or administered by the Township of Woodbridge.
General Policy
All information stored on or traveling over the Township of Woodbridge computer
network is the property of the Township of Woodbridge. It is the policy of the Township of
Woodbridge to prohibit unauthorized access, disclosure, duplication, modification, diversion,
destruction, loss, misuse, or theft of this information. In addition, it is the policy of the Township
of Woodbridge to protect information belonging to third parties - which has been entrusted to the
Township of Woodbridge in confidence. All other Township of Woodbridge policies concerning
workplace actions are incorporated and enforced by this policy. Information traveling over the
Township of Woodbridge computer network is subjected to the same policies as any other oral or
written action, and violations of this policy are subject to the same scope of discipline up to and
including termination.
Responsibilities
The Division Head of Information Systems (IS Division Head) is responsible for
establishing, maintaining, implementing, administering, and interpreting organization-wide
information systems security policies, standards, guidelines, and procedures. The IS Division Head
is therefore also responsible for activities related to this policy. While responsibility for
information systems security on a day-to-day basis is every worker's duty, specific guidance,
direction and authority for Information Systems security is centralized for the entire Township of
Woodbridge in Information Systems. Accordingly, Information Systems will perform information
systems risk assessments, prepare information systems security action plans, evaluate Information
Systems products, and perform other activities necessary to assure a secure information systems
environment.
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It is the responsibility of the IS Division Head to appoint System Administrators. They will
be responsible for conducting investigations into any alleged computer or network security
compromises, incidents, or problems. All security compromises or potential security compromises
must be reported to the System Administrators.
System Administrator(s) are responsible for acting as information systems security
coordinators. These individuals are responsible for establishing appropriate user privileges,
monitoring access control logs, and performing similar security actions for the systems they
administer. They are also responsible for reporting all suspicious computer and network- securityrelated activities to the IS Division Head. The System Administrator(s) also serve as local
Information Systems liaisons, implementing the requirement of this and other information systems
securities policies, standards, guidelines, and procedures.
Departmental Managers are responsible for ensuring that appropriate computer and
communication system security measures are observed in their area. Departmental Managers are
also responsible for making sure that all users are aware of the Township of Woodbridge policies
related to computer and communication system security.
Users are responsible for complying with this and all other Township of Woodbridge
policies defining computer and network security measures.
The Security Committee is responsible for maintaining and updating the policy. It is the
responsibility of the IS Division Head and Chief of Police to appoint the Security Committee
members.
Computer System Access Control
Requests for access to the Township of Woodbridge computer network must be submitted
on a Work Request, approved and signed by his/her supervisor and sent to the Help-Desk.
Requests for remote access to the Township of Woodbridge computer network using VPN
must be submitted in writing and approved and signed by his/her supervisors and sent to the HelpDesk via a Work Request.
All users authorized to access the Township's computer network will be assigned a userID and default password.
Individuals who are not Township employees must not be granted a User-ID or otherwise
be given privileges to use the Township's computers or communications systems unless the
advance written approval of a department head has first been obtained.
Privileges granted to users who are temporary Township employees or non-Township
employees must be granted for a period not to exceed 90 days. The temporary employees, Interns
or non-Township employee accounts will automatically be disabled after the 90 days at which
point a new user agreement must be signed by the department head for renewal.
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Third party vendors must NOT be given remote access privileges to the Township of
Woodbridge computers and/or networks unless the involved System Administrator determines that
they have a bona fide need. These privileges must be enabled only for the time period required to
accomplish the approved tasks (such as remote maintenance). If a perpetual or long-term
connection is required, then the connection must be established by approved extended user
authentication methods (2-FA – 2 Factor Authentication).
All users wishing to use the Township of Woodbridge internal networks, or multi-user
systems that are connected to the Township of Woodbridge's internal networks, must sign a
compliance statement prior to being issued a user-ID. If a certain user already has a user-ID, a
signature must be obtained prior to receiving a renewed user-ID. The latter process must be
performed periodically. A signature on this compliance statement indicates the involved user
understands and agrees to abide by the Township of Woodbridge's policies and procedures related
to computers and networks (including the instructions contained in this document).
Password Guidelines
Employees should contact the Information Systems Department (“IS”) for protocols and
guidelines regarding password and safekeeping of electronic data/information.
Log-In / Log-off Process
All users must be positively identified which involves both a user-ID and fixed password,
both of which are unique to an individual user. Every log-in banner on multi-user computers must
include a special notice. This notice must state:
(1)
(2)

the system is to be used only by authorized users; and
by continuing to use the system, the user represents that he/she is an authorized
user.

If there has been no activity on a computer terminal, workstation, or microcomputer for
15 minutes, the system must automatically blank the screen and suspend the session.
Reestablishment of the session must take place only after the user has provided a valid password.
An exception to this policy will be made in those cases where the immediate area surrounding a
system is physically secured.
Revoking System Access
All user-IDS will automatically be revoked after 30 days of inactivity. The Human
Resources Department must promptly report all significant changes in worker duties or
employment status to the Help-Desk so that the proper security measures can be taken.
Establishment of Access Paths
Workers must NOT establish local area networks, remote access connections to existing
local area networks for communicating information without the specific approval of the IS
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Division Head. Likewise, new types of real-time connections between two or more in-house
computer systems must not be established unless such approval has first been obtained. This policy
helps to ensure that all Township of Woodbridge systems have the controls needed to protect other
network-connected systems. Security requirements for a network-connected system are not just a
function of the connected system; they are also a function of all other Township of Woodbridge
connected systems.
Unless approved in advance by the IS Division Head all remote access to the Township
internal networks must pass through the firewall. Any attempts to bypass this method by using
remote access software or devices to access the Township internal-network connected systems are
strictly prohibited.
Portable phones using radio technology as well as cellular phones must not be used for
data transmissions containing the Township of Woodbridge "confidential" or "restricted"
information unless the connection is encrypted. Likewise, other broadcast networking technologies
-- such radio-based local area networks -- must not be used for these types of Township of
Woodbridge information unless the link in encrypted. Such links may be used for electronic mail
as long as the user understands that it contains no "confidential" or "restricted" information.
Any external access path to the Township network must have a firewall. As a pre-request
for VPN access, the user must have the following installed and operational:
(a)
(b)

anti-virus software; and
a security software product (personal firewall) or a security device
(firewall/router).

Computer Viruses/Malware
The Township of Woodbridge's Information Systems is responsible for selecting,
implementing and maintaining the anti-virus/malware software.
All computer users must keep approved virus/malware screening software enabled on
their computers. Users may not bypass scanning processes that could arrest the transmission of
computer viruses.
To reduce the risk of infection by viruses, malware, worms, and Trojan horses and alike,
the Township of Woodbridge computers and networks must not run software that comes from
sources other than:
(a)
(b)
(c)

business partners;
computer or network vendors; or
commercial software vendors.

Software downloaded from the Internet such as shareware, public domain software, and other
software from untrustworthy sources must not be used unless it has first been subjected to a
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rigorous testing regimen approved by Information Systems.
Users should consider e-mail attachments and links potentially dangerous and to treat
them very cautiously. Open only expected attachments and links from known and trusted sources.
Delete or question all others before opening. Attachments with the extensions *.doc, *.exe,
*.vbs, *.vs? and *.ht? are most likely to be dangerous.
Reporting a Virus: When a virus is detected or the possibility that a virus may exist, a
message will display on the monitor. Do not touch the workstation, immediately call the Help Desk
(x4020).
Privacy
All information stored in any system shall comply with all other Township policies,
including the Township’s anti-discrimination and anti-harassment policies. At any time and
without prior notice, the Township of Woodbridge management reserved the right to examine email, personal file directories, and other information stored on Township of Woodbridge
computers or in accounts. Employees should have no expectation of privacy associated with any
information they store in or send through these systems.
The Township assumes no responsibility for the disclosure of information sent over the
Township of Woodbridge's networks, and no assurances are made about the privacy of information
handled by the Township of Woodbridge internal networks. In those instances where session
encryption or other special controls are required, it is the user's responsibility to make sure that
adequate security precautions have been taken. Nothing in this paragraph should be construed to
imply that the Township of Woodbridge policy does not support the controls dictated by
agreements with third parties (such as organizations which have entrusted the Township of
Woodbridge with confidential information).
Because e-mail messages are considered business documents, the Township expects
employees to compose e-mails with the same care as a business letter or internal memo. Working
time shall be defined as any time in which the employee is engaged in or required to be
performing work tasks for the Township. Working time excludes time when employees are
properly not engaged in performing work tasks, including break periods and meal times.
• Emails, information, data, documents, texts and/or text messages sent on a
Township computer, equipment, network, system, or account may be accessed,
monitored and reviewed the Township. This applies to both emails, information, data,
documents, and texts that are transmitted, stored, or received on Township e-mail,
internet, and other Township accounts and/or systems and on the employee’s personal
e-mail, internet, and other personal accounts. This means that an employee’s internet,
e-mail, and other personal accounts, sites, communications, information, data,
documents, and usage may be monitored if the employee accesses these personal sites,
accounts, and information on a Township-owned computer, equipment, phone,
network, account, or system. The Township may also monitor and review data,
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information, communications, internet usage, and websites when an employee is using
their personal equipment, but accessing a Township account, network, or system.
• The Township may also intercept, monitor, search, read, and/or disclose any and
all employee’s personal communications, emails, text messages, and/or posts that are
made using a personal email or social media account on a Township-provided/owned
device, as well as those of a personal nature made through a Township-provided/owned
email, text message, or social media account. Employees have no expectation of
privacy in these personal communications and/or posts.
• Downloading or misusing software available through the Internet could violate
copyright laws or licensing requirements. You should always comply with copyright,
privacy, fair use and other applicable laws. Review the terms of use of all social media
sites you visit and ensure your use complies with them. Where appropriate, reference
all sources of particular information you post or upload and cite them accurately. The
Township reserves the right to block or cancel an employee’s access to Internet sites or
the Internet as a whole while using Township computers or on working time.
• The e-mail and Internet systems, as well as the messages thereon, are the property
of the Township.
• The Township may issue social media accounts to employees for business
purposes. Any and all Township-issued social media accounts are the sole property of
the Township.
The Township reserves its right to monitor its computer systems, including but not limited
to, e-mail messages, computer files and Internet usage with or without notice, at any time, at its
discretion. The Township also reserves the right to access and disclose such communications and
recordings to third parties in certain circumstances.
• Employees must be aware that the mere deletion of a file or message may not fully
eliminate that file or message from the system.
• The existence of personal access codes, passwords and/or "message delete
functions", whether provided by the Township or generated by the employee, do not
restrict or eliminate the Township’s access to any of its electronic systems as the
employees shall be on notice that they should not have any expectation of privacy when
using these systems.
• Employees shall not share personal access codes or passwords, provide access to
an unauthorized user, or access another's e-mail or Internet account without
authorization.
• The Township’s network, including its connection to the Internet to include use of
social media, is to be solely used for business-related purposes during working time as
defined above. Any employee’s personal use of Township computers, e-mail and
connection to the Internet shall not interfere with the employee’s duties and shall
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comply with the Township’s policies and all applicable laws.
• Any messages or transmissions sent outside of the organization via e-mail or the
Internet will pass through a number of different computer systems, all with different
levels of security. Accordingly, employees must not send privileged and/or confidential
communications via e-mail or the Internet unless the message is properly encrypted
and should consider a more secure method of communication for such data.
• Because postings placed on the Internet may display Township related information,
and thus reflect on the Township, make certain before posting such information that it
exhibits the high standards and policies of the Township. Under no circumstances shall
data of a confidential or otherwise proprietary nature be posted on the Internet.
• Subscriptions to news groups or mailing lists are permitted only when the
subscription is for a work-related purpose and authorized by management. Any other
subscriptions are prohibited.
• All files downloaded from the Internet, e-mail attachments or the like should be
checked for possible viruses. If uncertain whether your virus-checking software is
current, you must check with the Township’s Network Administrator before
downloading.
This Policy shall not be construed to restrict employees' rights to share information about
their employment terms and conditions, communicate with each other, or engage in other
concerted activities for their mutual aid and protection.
Internet Policy
Access to the internet will be issued on an as needed basis. A request form must be
submitted to the requestor’s Department Head for approval. Use of the Township of Woodbridge
internet access is strictly for business use only during working hours. Users should be aware that
all internet usage is logged and available for review by the Department Head.
All software downloaded from non-Township of Woodbridge sources via the Internet
must be screened with virus detection software prior to being invoked and be subjected to a
rigorous testing regimen and approved by Information Systems.
The Township's systems shall never be used to propagate, disseminate or participate in
the propagation of any form of electronic chain letter, nor ever be used for the transmission of any
unlawful, harassing, threatening, obscene or sexually explicit message to any other person,
whether such person is a Township employee or not. Prior to granting internet access, users must
attend a basic training course in its proper use.
Internet Information Protection
Township of Woodbridge secret, confidential, or private information must not be sent
over the internet unless it has first been encrypted by approved methods. Unless specifically known
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to be in the public domain, source documents must always be encrypted before being sent over the
internet.
Credit card numbers, telephone calling card numbers, login passwords, and other
parameters that can be used to gain access to goods or services, must not be sent over the internet
in readable form. The PGP (Pretty Good Privacy) encryption algorithm, or another algorithm
approved by the Township of Woodbridge Information Systems, must be used to protect
these parameters as they traverse the Internet. This policy does not apply when logging into the
machine that provides internet services.
Internet Public Representations
If you identify yourself as a Township employee in any manner on any internet posting or
blog, comment on any aspect of the Township’s business or post a link to the Township, you must
include the following disclaimer in an openly visible location: "The views expressed on this post
are mine and do not necessarily reflect the views of the Township or anyone associated/affiliated
with the Township.”
Workers must not publicly disclose internal Township of Woodbridge information via the
internet that may adversely affect the Township of Woodbridge, customer relations, or public
image.
Internet Access Control
All users requesting internet access must submit a request to their Department Head in
writing. Unless properly secured through a VPN device of firewall, access to the Township of
Woodbridge internal computer network via the internet is not permitted.
Unless the IS Division Head and the Business Administrator have both approved in
advance, users are prohibited from using new or existing internet connections to establish new
business channels. These channels include electronic data interchange (EDI) arrangements,
electronic malls with on-line shopping, on-line database services, etc.
Copyright / License
All employees obtaining access to a Township's or individual’s materials must respect all
copyrights and may not copy, retrieve, modify or forward copyrighted materials, except with
permission, or as a single copy to reference only. Failure to observe copyright or license
agreements may result in disciplinary action up to and including termination.
The Township of Woodbridge strongly supports strict adherence to software vendors'/
license agreements. When at work, or when the Township of Woodbridge computing or
networking resources are employed, copying of software in a manner that is not consistent with
the vendor's license is strictly forbidden. Likewise, off-hours participation in pirate software
bulletin boards and similar activities represents a conflict of interest with the Township of
Woodbridge work, and is therefore prohibited. Similarly, reproduction of works posted or
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otherwise available over the internet must be done only with the permission of the administration.
Reporting Security Problems
If sensitive Township information is lost, disclosed to unauthorized parties, or suspected
of being lost or disclosed to unauthorized parties, the Help-Desk must be notified immediately. If
any unauthorized use of the Township of Woodbridge information systems has taken place, or is
suspected of taking place, the Help-Desk must likewise be notified immediately. Similarly,
whenever passwords or other system access control mechanisms are lost, stolen or disclosed, or
are suspected of being lost, stolen or disclosed, the Help-Desk must be notified immediately.
Because it may indicate a computer virus infection or similar security problem, all unusual systems
behavior, such as missing files, frequent system crashes, misrouted messages, and the like must
also be immediately reported. The specifics of security problems should not be discussed widely
but should instead be shared on a need-to-know basis.
Portable Devices
Workers in the possession of a Township portable device containing "restricted" or
"confidential" Township of Woodbridge information must not leave these devices unattended at
any time unless the information is stored in encrypted form.
The portable devices issued by the Township are property of the Township of Woodbridge
and are to be used for Township business. Use of the Township’s devices may not comprise
unprofessional or inappropriate conversations or messages, and should not interfere with your
employment responsibility or productivity. Township devices may not be used for commercial,
religious, or political solicitation.
The Township expressly reserves the right, without further notice, to monitor, review, and
record telephone communications and voicemail messages you have or leave, whether business or
personal nature, and you consent to such monitoring, review, and recording by your
acknowledgment of this policy and by using any of the Township’s telephones or voicemail
systems.
This Policy shall not be construed to restrict employees' rights to share information about
their employment terms and conditions, communicate with each other, or engage in other
concerted activities for their mutual aid and protection.
E-Mail System Policy
Requesting access to the Township of Woodbridge E-Mail System must be sent via Work
Request and signed by the user's supervisor to the Help-Desk.
The Township of Woodbridge's E-Mail Systems must be used only for business activities
during working hours. Incidental personal use is permissible so long as: (a) it does not consume
more than a trivial amount of resources; (b) does not interfere with worker productivity; and (c)
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does not preempt any business activity.
Users are forbidden from using the Township of Woodbridge's E-Mail System for
charitable endeavors, private business activities, or amusement/entertainment purposes during
working hours. Employees are reminded that the use of Township resources, including electronic
communications, should never create either the appearance or the reality of inappropriate use.
E-Mail Message Forwarding
Recognizing that some information is intended for specific individuals and may not be
appropriate for general distribution, E-Mail users should exercise caution when forwarding
messages. The Township of Woodbridge confidential, proprietary, or sensitive information must
not be forwarded to any party outside the Township of Woodbridge without the prior approval
of the Business Administrator. Blanket forwarding of messages to parties outside the Township
of Woodbridge is prohibited unless the prior permission of the Business Administrator is granted.
Security Audit
It is the policy of the Township of Woodbridge Information Systems from time to time to
designate individuals to audit compliance with this and other computer and network security
policies. At the same time, every worker must promptly report any suspected network security
problem - including intrusions and out-of-compliance situations - to the Help-Desk.
Information about security measures for the Township of Woodbridge computer and
communication systems is confidential and should not be released to people who are not authorized
users of the involved systems unless the permission of the IS Division Head has first been obtained.
The System Administrator will maintain a record of user access.
Security Maintenance Procedures
On a quarterly basis, the System Administrator will use an intrusion detection software
package (CERT certified) to scan ail servers and networking devices for security breaches.
Special Security Requirements / Policies
Temporary and/or part time Information Systems workers are not to have "Administrator"
privileges or rights.
Temporary and/or part time Information Systems workers are not to have access to any
restricted police areas.
All police information shall reside on separate servers that are not shared with non-law
enforcement municipal agencies.

68

Physical Security of Hardware
All the Township of Woodbridge network equipment must be physically secured with
anti- theft devices if located in an open public office environment.
Access to systems development staff offices, telephone wiring closets, computer machine
rooms, network switching rooms, and other work areas containing "restricted" or "confidential"
information must be physically restricted.
Unacceptable Uses
Harassment/Discrimination - the Township of Woodbridge technology and resources such
as E-mail, voice-mail, and internet resources may not be used for transmitting, retrieving or storing
any messages, on Township equipment or personal equipment, of a discriminatory or
harassing nature, including, without limitation, the following:
(a)

(b)
(c)

materials that are directly or indirectly derogatory or discriminatory toward an
individual's age, color, religion, race, national origin, immigration status,
citizenship status, ancestry, gender, gender identity or expression, status as a
transgender individual, disability or handicap, sex, pregnancy and breastfeeding,
sexual or affectional orientation, marital or partnership status, familial status,
genetic information, atypical hereditary cellular or blood trait (AHCBT), status as
a domestic violence victim, protected hairstyle, military or veteran’s status,
political affiliation and any other status protected by applicable federal, state or
local laws;
obscene or pornographic materials; and
messages or materials containing offensive or abusive language.

Anonymity - The Township of Woodbridge's e-mail, voice-mail and internet resources
may not be used to acquire or distribute any audio, video or other images unless it is for a specific
business use. No e-mail or other use of this resource may be used in a manner that hides or
misrepresents the identity of the individual responsible for such use. If an employee composes and
transmits a personal e-mail message, the employee must identify it as personal, by placing the
word "personal" in the "re:" line.
Solicitation - Solicitation of non-Township business or any other use of Township e-mail
and voice-mail, or internet resources for personal gain is prohibited.
Other detrimental use - Township e-mail and voice-mail, and internet resources may not
be used for any other purpose that is illegal, deceptive, or contrary to the Township policy.
Users must not test or attempt to compromise computer or communication system security
measures unless specifically approved in advance and in writing by the IS Division Head. Incidents
involving un-approved system cracking (hacking), password cracking (guessing), file decryption,
bootleg software copying, or similar unauthorized attempts to compromise security measures may
be unlawful and will be considered serious violations of the Township of Woodbridge policy. User
requests that the Township of Woodbridge security mechanisms be compromised must NOT be
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satisfied unless: (a) the IS Division Head approves in advance, or (b) the Township of Woodbridge
is compelled to comply by law. Likewise, short-cuts bypassing systems security measure, as well
as pranks and practical jokes involving the compromise of systems security measures are
absolutely prohibited.
Violations
Township of Woodbridge workers who willingly and deliberately violate this policy will
be subject to disciplinary action up to and including termination as defined in the Employee
Handbook (Enforcement section). Violators may also be subject to criminal charges.
This Policy shall not be construed to restrict employees' rights to share information about
their employment terms and conditions communicate with each other; or engage in other
concerted activities for their mutual aid and protection.

Open Public Meetings Act Procedure

Policy: 7.14

Discussions by the governing body of the Township concerning appointment, termination,
terms and conditions of employment, performance evaluation, promotion or discipline, except
routine residency waivers granted prior to employment, of any current or prospective officer or
employee shall be held in accordance with State law 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 concerning such matters, the Clerk shall
notify the affected person(s) of the meeting date, time and place, the matters to be discussed and
the person's right to request that the discussion occur in open session. In the event more than one
person is affected by the discussion and one of the affected persons does not request that the
discussion be in open session, then the discussion shall be in closed session. If the individual(s)
does not request that the discussion be held in open session, the governing body or other body of
the Township may at its sole discretion invite the affected individual(s) to attend the applicable
portion of the closed session.
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REPORTING WORKPLACE COMPLAINT
Union Grievance Procedures

Policy: 8.1

If you are in a job title covered by a union contract, you should consult the appropriate
Union Steward who will review with you the grievance procedure outlined by the union contract
covering your department. The grievance procedure is typically a multi-step process that may
ultimately result in arbitration.
Non-Union Complaint Procedure

Policy: 8.2

We accept our responsibility of complying with applicable federal and state law, and to
provide our non-union employees with good working conditions, good wages, good benefits, fair
treatment and the personal respect to the extent permitted by law. We also welcome your ideas
and suggestions.
Periodic staff meetings are scheduled to allow face-to-face sessions to discuss policies,
work rules, wages, benefits, special activities, regulations and goals. Staff meetings afford
opportunities for important discussion and participation in decision making.
Otherwise, in addition to the Complaint Procedure for harassment and discrimination
referred to in the Prohibited Discrimination & Harassment Policy of this Handbook, we encourage
you to bring your concerns to your Department Manager, the Human Resources Department, or
any other member of the management team who are here to help you. We, in turn, promise to listen
to your concerns with respect and do our best to resolve your problems. Management accepts the
responsibility to provide favorable working conditions and competitive pay and benefits, to the
extent required by law.
This policy does not apply to complaints of discrimination, harassment, and/or retaliation,
and for those complaints, employees are to refer to the respective policies within this Handbook,
and contact the Human Resources Department.

Anti- Retaliation Policy

Policy: 8.3

It is the intent of the Township to adhere to all federal, state and local laws and regulations
that apply to the Township, many of which are reflected in the Township’s internal rules, policies
and procedures.
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The underlying purpose of this Policy is to support the Township’s goal of legal
compliance. The support of all employees is necessary to achieving compliance with various laws
and regulations. To that end, the Township encourages all employees to report wrongful,
fraudulent or illegal workplace activities, policies or practices.
Employees are expected and encouraged to bring any such conduct or activity to the
Township’s attention, and to provide management with a reasonable opportunity to investigate and
correct the alleged unlawful activity. The Township strictly prohibits retaliation in relation to such
reporting activity. Moreover, the Township will not tolerate the retaliation of any employee for
participation of any investigation of any such complaint as a witness or otherwise.
A Notice regarding rights and obligations regarding retaliation pursuant to New Jersey’s
Conscientious Employee Protection Act (“CEPA”) is posted within each work location. If you
have questions regarding the particular location of the CEPA notice in your particular workplace
location, please contact your immediate supervisor.
Any complaints regarding retaliation are to be directed to Human Resources. Complaints
may be written or oral. The Township will make every effort to correct any offending activity,
policy or practice.
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DISCIPLINE AND TERMINATION
Retirement

Policy: 9.1

A. Public Employees' Retirement System
All eligible permanent employees working 32 hours or more per week (with the exception
of the police who are covered by their own retirement system and those prohibited by law) will
be enrolled in the New Jersey Public Employees' Retirement System (P.E.R.S.).
This pension system is financed by municipal contributions and employee contributions
in the form of payroll deductions. The amount of your individual contribution shall be determined
in accordance with the particular policies in place at the time. P.E.R.S. provides eligible public
employees with retirement income based on years of service and final salary. The system also
provides financial protection in case of disability or death, additional insurance programs, and loan
privileges. Special retirement programs are provided for veterans. The booklet "Public Retirement
in New Jersey" is available in the Human Resources Department.
B. Pre-Retirement Interviews
To ensure that all Township employees receive the necessary information to make suitable
decisions concerning retirement, the Human Resources Department requires that each employee
considering retirement contact the Human Resources Department for a pre-retirement interview.
This interview should be held at least four to six months prior to the anticipated date of retirement.
An employee's spouse or other family member is welcome to take part in the interview. Requesting
such an interview does not commit you to retire. The interview is simply the means by which the
Township ensures that you have the information you need to make an educated decision.
C. Continuation of Health Benefits Program
Consistent with the Township’s labor agreements, the Township will allow any retiree
having served a minimum of ten (10) years with the Township as the employer the right to
participate at the employees’ own full cost in the Township’s Health Benefit Program. Retirees
who retire with 25 or more years of service are eligible for medical and hospital benefits in
retirement, with contribution rates based on c.78 rates applied to the pension benefit.
Notwithstanding the above sentence, employees who had 20 years of service with the Township
on June 28, 2011, and who retire with 25 or more years of service, shall continue to be eligible for
medical and hospital benefits in retirement, at no cost to the employee. Health insurance coverage
is available for eligible retirees who retire from Township employment with either (1) twenty-five
(25) years of service with the Township; or (2) thirty (30) years of service in either PERS or PFRS
of which not less than the final ten (10) years of service were as a Township employee. Retirees
shall make contributions to their health care plan in accordance with the percentage of premium
that was required at full implementation under P.L. 2011, c.78, unless a different amount was/is
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otherwise required by law. Employees who were grandfathered by P.L. 2011, c.78, may be eligible
to have their insurance premiums paid by the Township if they retired from the Township with 25
years of service or more, and met the other eligibility requirements set forth by statute and by
Township ordinance or resolution, unless a different amount was/is otherwise required by law.
There is no mandatory retirement age except for police officers.

Resignation/COBRA

Policy: 9.2

If you resign your position with the Township, you are encouraged to, as a courtesy,
submit a written resignation to your supervisor at least two weeks in advance of the date that you
expect to leave. Your cooperation in this matter is requested as a courtesy since your supervisor
needs notice to make the necessary arrangements for a replacement.
When you terminate your employment with the Township, pursuant to COBRA, eligible
employees have the opportunity to remain in the group health plan for a period of up to 18 months,
provided you pay the current premiums at the required times and the termination of your
employment was not due to gross misconduct. If you are a qualified beneficiary who is eligible for
an 18-month period of COBRA continuation and who has lost coverage because you are divorced
or legally separated from an employee, because you were covered as a child and have now passed
the age for dependent coverage, the covered employee died or became entitled to Medicare, you
may be eligible to continue coverage for up to 36 months, provided you pay the required premiums
at the required times.
You must contact the Human Resources Department to obtain the premium rates and
payment schedule. Continued coverage information in any of the Township health plans is
available.
Layoff

Policy: 9.3

Because of economy, efficiency or other reasons, it may become necessary to reduce the
number of employees working for the Township. During these periods, layoffs will be made
pursuant to N.J.A.C. 4A: 8-1.1. Layoffs of permanent township employees shall be made
according to New Jersey Civil Service rules.
Discipline Action

Policy: 9.4

The purpose of this policy is to set forth the Township's policy on administering discipline
for unsatisfactory conduct in the workplace and for violation of Township policies. The major
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purpose of any disciplinary action is to correct the problem, prevent recurrence and prepare the
employee for satisfactory service in the future. We ask for your full cooperation in meeting your
responsibilities so that we can continue to maintain the positive, constructive atmosphere that has
made the Township the successful operation that we now enjoy.
It is important to note that every employee of the Township is expected to act in a
professional manner. Such behavior enhances the quality of the work environment. Out of
necessity, employees must conform to certain rules of conduct. Therefore, disciplinary measures
must be applied when, through carelessness or deliberate intent, these rules are violated.
Classified Employees
Disciplinary action may result in an oral reprimand, written reprimand, suspension,
demotion, fine (under certain circumstances) or permanent removal from employment.
1. Disciplinary Action
Any Woodbridge Township employee may be disciplined, up to and including,
termination. Examples of conduct that may warrant discipline are (this list is not exhaustive):
--Neglect of duty
--Incompetency or inefficiency or failure to perform duties
--Insubordination
--Intoxication while on duty
--Chronic or excessive absenteeism or lateness
--Disorderly or unprofessional conduct
--Violation of Civil Service regulations
--Negligence of or damage to public property or waste of public supplies
--Violation of Township rules and regulations
--Discrimination that affects equal employment opportunity including sexual harassment
--Violation of Federal Regulations and the Township’s policy concerning drug and alcohol use
--Other sufficient cause
--Inability to perform duties
--Conduct unbecoming a public employee
--Misuse of public property, including motor vehicles
--Violation of New Jersey residence requirements
--Violation of rules, policies and the Township’s Employee Handbook
2. Removal
A classified employee who has attained permanent status may not be removed from
employment in Woodbridge except for cause upon charges by the dismissing authority and after
the employee has had an opportunity to explain his or her position. Causes for removal are the
same as those listed above for disciplinary action. The Township must follow the Civil Service
procedures and statutory requirements. This procedure does not apply to unclassified employees.
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Unclassified Employees
Unclassified employees are not protected by civil service disciplinary procedures.
Statutory tenure provisions apply for certain positions.
Unclassified employees who fail to comply with Township rules or federal, state or local
rules/regulations may be disciplined, up to and including termination, at the sole discretion of the
Township. The following is a partial list of behaviors which may lead to such discipline and/or
termination:
-

Violation of any of the policies set forth in this Handbook
Unauthorized presence on Township premises
Failure to maintain regular attendance and schedule
Failure to perform assigned work
Contributing to poor housekeeping, unsanitary or unsafe working conditions
Failure to immediately notify management of time delays, shortages, break downs, or
delivery problems
Posting, defacing or removing materials from bulletin boards without authorization
Stealing or unauthorized removal of Township property, customer property or personal
property of another employee
Unauthorized possession, distribution, disclosure or use of privileged, proprietary or
confidential Township information
Mischief, horseplay or other conduct that results in the injury of another employee or
destruction of Township property
Intentional sabotage by an unauthorized stoppage and/or interference with the
equipment or property
Disorderly or unprofessional conduct
Insubordination
Falsification of employment applications or falsification of production records, time
sheets, or similar internal records
Reporting to work under the influence of drugs or alcohol or possessing, using or
bringing intoxicating beverages or drugs on Township premises (Contact the Human
Resources Department for accommodations related to the use of medical marijuana.)
Possessing weapons on Township premises
Making false, vicious, profane, or malicious statements concerning any employee,
customer, the Township or its products
Falsifying or withholding information when accidents or other incidents in the
Township are being investigated
Acts of violence or harassment
Sleeping on the job
Violations of the anti-discrimination, harassment and retaliation policies
Working on other than Township business during working hours
Failure to return to work on the specified return date of a leave of absence
Substandard or unsatisfactory job performance
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- Any of the causes for disciplinary action for classified employees, as provided in
Section A.1 of this policy.
This policy is not intended to alter the at-will relationship between the Township and its
unclassified employees, and the Township expressly reserves the right to terminate the
employment relationship at any time and for any reason, with or without notice.
This Policy shall not be construed to restrict employees' rights to share information
about their employment terms and conditions communicate with each other; or engage
in other concerted activities for their mutual aid and protection.
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CODE OF ETHICS

Policy: 10.0

The Code of Ethics is the set of guidelines and procedures developed for use by public officials,
advisors, and employees of Woodbridge Township. This statement of values and standards as
well as of prohibited actions has been developed to help you perform your duties in the manner
best guaranteed to maintain public confidence in Township government.
CODE OF ETHICS
FOR MUNICIPAL OFFICERS &
EMPLOYEES SERVING UNDER THE
SUPERVISION OF THE MAYOR OF
WOODBRIDGE TOWNSHIP
Section I - INTENT AND PURPOSE
The Code of Ethics is a guideline and procedure for municipal employees whereby the
expectations for ethical conduct in the fulfillment of their duties and responsibilities is
recognized, understood and exercised. Its purpose is to establish the means by which ethical
practice is judged fairly.
Section II - CONSTRUCTION OF THE CODE OF ETHICS
Given the intent and purpose of the Code of Ethics it is hereby constructed to include
the following:
1.
A statement of Values and Principles associated with ethical behavior; an
indication of the basic elements contained in ethical behavior to describe the very broad nature
of the subject and to act as the framework upon which standards written, spoken or implied are
developed.
2.
Ethical standards for Township Officers, Advisors and Employees; a set of
specific prohibitions and expectations for situations not addressed by the standards.
3.
A continuing program of enlightenment; to explore and address the many facets
of the subject.
4.

Enforcement; methods for compliance with the Executive Order.

Section III - STATEMENT OF VALUES AND PRINCIPLES ASSOCIATED WITH
ETHICAL BEHAVIOR
There follows a set of ethical principles which incorporate the characteristics and values
most commonly associated with ethical behavior. These principles are the roots from which the
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standards listed in Section IV are drawn. An ethical decision or act systematically considers the
applicability of each principle standing alone and in conjunction with each other.
[The following list of values and principles has been taken from Ethics: Easier Said Than Done,
Vol. 1, No. 3, The Josephson Institute for the Advancement of Ethics, Washington, D.C.]
A.
HONESTY. Honest persons are truthful, sincere, forthright, straightforward,
frank, candid; they do not cheat, steal, lie, deceive, or act deviously.
B.
INTEGRITY. Persons with integrity are principled, honorable and upright; they
are courageous and act on convictions; they will fight for their beliefs and will not adopt an
“ends justifies the means” philosophy that ignores principles or be expedient at the expense of
principles.
C.
PROMISE-KEEPING. Persons worthy of trust keep promises, fulfill
commitments, abide by the spirit as well as the letter of an agreement; they do not interpret
agreements in an unreasonably technical or legalistic manner in order to rationalize
noncompliance or create justifications for escaping their commitments.
D.
FIDELITY. Persons worthy of trust demonstrate fidelity and loyalty to persons
and institutions by friendship in adversity, support and devotion to duty. They safeguard the
ability to make independent professional judgments by scrupulously avoiding undue influence
and conflicts of interest.
E.
FAIRNESS. Fair persons manifest a commitment to justice, the equal treatment
of individuals, tolerance for and acceptance of diversity, and they are open-minded.
F.
CARING. Concern for the well-being of others manifests itself in compassion,
giving, kindness and serving; it requires one to attempt to help those in need and to avoid
harming others.
G.
RESPECT. Ethical persons demonstrate respect for human dignity, privacy, and
the right to self-determination of all competent adults; they are courteous, and decent, they
provide others with the information they need to make informed decisions about their own lives.
H.
LAW ABIDING. Public sector professionals have the responsibility to
encourage participation of others and a special obligation to respect and honor democratic
processes of decision making and avoiding unnecessary secrecy or concealment of information
and assuring that the citizenry has all the information needed to exercise responsible
citizenship.
I.
EXCELLENCE. Ethical persons concerned with the quality of their work; they
pursue excellence, they are diligent, reliable, industrious, and committed. A public-sector
professional must be well informed and well prepared to exercise public authority.

79

J. ACCOUNTABILITY. Ethical persons accept responsibility for decisions, for the
foreseeable consequences of their actions and inactions, and for setting an example for others.
K. PROTECTION OF PUBLIC TRUST. Persons in the public sector have special
obligations to lead by example, to safeguard and advance the integrity and reputation of the
legislative process, to avoid even the appearance of impropriety, and to take whatever actions
are necessary to correct or prevent inappropriate conduct of others.
Section IV - ETHICAL STANDARDS
A. PROHIBITED ACTS
Said code of ethics shall prohibit any public official, advisor and employee from
committing the following acts:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Engaging in conflicting employment;
Representing others before the Council or any public body of the municipality;
Failing to disclose one's financial or personal interest in any business transaction
with any public body in the municipality;
Knowingly and purposely acting in an official capacity, by advising,
voting or otherwise, on any matter in which one has an undisclosed financial or
personal interest;
Knowingly and purposely acting in an official capacity, by advising,
voting or otherwise, on any matter in which one has a conflict of interest;
Soliciting or accepting gifts or favors tending to influence the performance of
one's public duties;
Using or attempting to use one's public position to secure unwarranted privileges
or advantages for one's self or others;
Using Township employees or property for a private purpose other than for
protected union activity;
Disclosing or using confidential information which one has received or acquired
in the performance of one's public duties for financial or personal gain;
Except where protected by statute, disclosing information concerning the
governmental affairs of the municipality without prior authorization or privilege;
and
Reporting for work under the influence of alcohol or drugs.

B. EXPECTATION FOR BEHAVIOR NOT ADDRESSED IN PROHIBITED ACTS
STANDARDS
A set of standards for ethical behavior cannot address all the many situations and
complications thereof which can or will arise to test one's compliance with ethical practice. It is
expected that in such situations, the Township employee will do the following:
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1.
2.

He or she will test the issue against the eleven points of Section III, Statement of
Values and Principles, and act accordingly;
Should testing the issue as described immediately above leave one without
direction, it is expected that he or she shall request a written response on the
matter from the Director of the Law Department.

Section V - ENFORCEMENT
The Mayor and/or Business Administrator on the Mayor's behalf shall provide for the
disciplining of any official, advisor or employee who violates said rules, regulations or by-laws
as provided for by ordinance or union contract. The discipline may range from private
reprimand, public censure, suspension without pay, demotion, removal or discharge from office
or employment, among other options, in addition to any penalty or civil remedy that may be
available under any other law.
Section VI - RIGHTS & OBLIGATIONS OF OFFICERS, ADVISORS &
EMPLOYEES
A.
Any officer, advisor or employee charged with a violation of a code of ethics
shall enjoy all rights and privileges provided under the applicable provisions of the law and any
applicable contractual provisions or requirements;
B.
Every officer, advisor and employee shall cooperate with any official or
administrative investigation of the governmental affairs of the municipality and the conduct of
any officer, advisor or employee of the municipality, subject to the rights and privileges
protected by the Federal and State Constitutions and the Public Employees Immunity Act. The
Director of Law may represent any officer, advisor or employee summoned to appear as a
witness in any official or administrative investigation aforesaid;
C.
No officer, advisor or employee shall suffer disciplinary action for disclosing,
consistent with the law, any action which a reasonably prudent person would believe to be a
violation of any federal, state or municipal law, ordinance, rules, regulations or by-laws. An
exception exists when the office, advisor or employee is found to have participated in
misconduct in violation of the policies of the Township or applicable laws. Furthermore, the
Mayor shall appoint three (3) department heads to act as informees for any officer, advisor or
employee to report suspected violation of the code of ethics; and
D.
In case any violation of any duly adopted code of ethics occurs, the Director of
Law, after authorization from the Mayor, and in addition to any other remedies available, may
institute an action to enjoin, declare and/or remedy by damages or otherwise, any such violation.
Section VII - INCONSISTENT AND CONFLICTING PROVISIONS
Where inconsistent, this Handbook overrules all existing handbooks.
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Section VIII – SEVERABILITY
If any portion of this order is held invalid or unconstitutional by any court of competent
jurisdiction, such portion shall be deemed a separate, distinct and independent provision and
such holding shall not affect the validity of the remaining portions of the order.
Section IX - APPLICABILITY
The provisions of this executive order do not apply to the Municipal Court, employees
of the Police Department covered by departmental regulations, and boards and commissions as
provided for in Ordinance 88-53.
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In the event of any conflict between this Handbook, and any collective negotiations agreement covering
Township employees, or any other independent employment contracts, the provisions of the collective
negotiations agreement or independent employment contract will prevail. Employees represented by a
union representative are not eligible for the benefits described in this Handbook unless the applicable
collective negotiations agreement makes them eligible for these benefits.
Revised June 1, 2021

