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Preliminary Statement

Please be advised that because this Empioyee Handbook covers both bargaining and non-bargaining staff members, it is
not meant to alter the terms of any current Collective Bargaining Agreement (“CBA”} or the nature of any “at-will” employment
relationship. This Employee Handbook is issued in order to provide nolice to staff members of different policies which impact the
terms and conditions of their employment. The Township reserves the right, at any lime, fo enforce the explicit terms of a CBA
or an individual employment contract. Further, this Employee Handbook does not create any separate/additional employment
relationship or right(s), and the contents herein are subject to change, at any time, and without prior notice.

1. INTRODUCTION

*  Welcome from the Leadership,

We are very pleased to welcome you to the Township of lrvington (hereafter “the Township”), and we wish you a long and
successful career. Our Townshrp is full of opportunltles for career.advancement and skill deve]opment of our staff. We
offer a number of benefrts to support the varied needs of our staff. You are here because we beheve you are qualified and
possess the talent to support the Township s single mission of providing lrvrngton resrdents wi a clean and safe
environment that contmually meets therr needs through the provision of exceptronal serwce

As you review this handbook please be reminded that this handbook is not mclusrve of all the mformatlon you will need to
be successful in this Townshlp but rather provides some of the most helpful policies and information regarding several
aspects of the terms and conditions of your employment. You are directed to consult Federal/State law, the full breadth of
Townslup_PoIrcres your respective Colleclive Bargaining Agreement (hereafter "CBA”) and union representatlve (if
applrcable ‘and speak to your immediate super\risor for more mformatlon

:'_5 about the Orgamzatronr ,. _

The Townsh|p envisions a communlty of contnbutors and collaborators dedrcated to the Township’ s excellence through a
combination of dedication and hard work, rdeas compassron and practical application of acquired skills and knowledge,
with the goal being the resurgence of the reputatrog’r of the Townsh|p and a stark rmprovement in the qualrty of life for our
residents, ::: .

. Community'SiewiceNolunteerlng

The Township believes that when staff members give additional ime fo community events and activities; they provide an
invaluable contnbutlon to the lives of our residents. We encourage all staff to volunteer and partrcrpate before and after
work, in positive actwrtres sponsored endorsed andfor spear-headed by the Townshlp and community organizations.

+  Organizational Chart

Please familiarize yourself wrth the Orgen:zatronal Structure of the Townshrp {See Appendrx ). The Organization Chart
not only spells out the chain of command, but it identifies our various departments and identifies specific officers you may
need to contact. Please ensure you abide by the chain of authority in addressing and resolving workplace issues, Where
applicable, the Township encourages the participation of the Union in addressing workplace issues, and requests staff are
always mindful to include their Union in any meetings where they feel representation is necessary.

+« Professionalism and Customer Service

Notwithstanding the Organization Chart, all staff are reminded that they are the employses of the residents of the Township
of Irvington. All manner of engagement (i.e. in-persen, telephone and email) is to be informative and professional at all
times. The Administration takes complaints by residents very seriously and will investigate all complaints against employees
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who are identified by the public as having been curt, disrespectful or otherwise unprofessional. Repeat offenders will be
disciplined, via suspension without pay. The public is to be treated with the respect.

JOINING THE ORGANIZATION
Working Hours

Town Hall's business hours are 9:00 am — 4:30 pm Monday through Friday. Your work hours may vary depending on your
title, duties and whether you are part of a collective bargaining unit. .In addition, there are holidays, professional
development days and leave time, which you: are entitled to, that will make your work days and time vary during the year.
You are reminded {o remain aware of yourworkmg hours and the need to arrive at y ur location, prepared to work, in a
timely manner. S " -

The Township utilizes a hand scanner at various tocatlons throughout the townshlp, in order to__r_e_cord your arrival /
departure times and your lunch. You must enter your emptoyee ID number, whlch can bé obtained from Payroll, place your
hand in the scanner, and wait for confirmation of your punch. Speak to your superwsor to tearn where the scanner is for

your site, and meet with Payrolt to be entered into the system.
Access to Buifdlng and Car Parklng
With exceptlon to Town Hall Township building hours, access and parklng vary by tocatton Your access and parking are

determined by permissions on your Township 1.D. Card, which also doubles as your building key, and the i |ssuance of a
parking permlt as set forth by ordinance and poilcy

The Townshtp s primary goal is the safety of our staff and resrdents PEease be mindful when entering/exiting the parking
lots of each building and be aware of your surroundings at all times whrle trave]mg through the Township. Ptease stow your
personal effects out-of-sight and ensure your vehicle is iocked When traveling to Town Hall or other locatlons wrthln the
Townshlp ‘pleasé be prepared to produce your Townshlp I D: Card as you may be asked to produce same by securtty,
upon entering the building. o

To be ass:gned an |.D. Card or to be assrgned a parklng space, p[ease contact the Office of the Business Admrmstrator
Replacement of alost I.D. Card is subjecttc a fee charged to the staff member. Violations of the parkmg ordmance will
subject you to tlcketlng, towing, andfor disciptine.

Dress Code .

The Township’s dress code is clearly articulated in Administrative Directive No. 6. The Administration believes the attitude
of staff members regardmg their professional responsibilities is reflected in each staff member’'s dress and appearance.
Accordlngly, please align® your dress and appearance w1th the standards establtshed by the Admlnlstratron

REMUNERATION AND BENEFET—S______

Compensation Time and Overtime

Must be pre-approved, in wriling, by your Director and the Business Administrator and on the proper form. If same does not
aceur, you will not be compensated for time worked and discipline may ensue for muitiple violations. It is the responsibility
of the employee to have an executed form approving his/her overtime prior to working same.

Salary and Wage Payments

For all staff members of a collective bargaining unit, your salary is set by your respective salary guide and you will receive
increases as appropriate based on salary agreements between your respective Union and the Administration, in addition to
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any increases based on the salary guide and Township ordinance.

Salary Deductions

Each employee is entitled to their full pay for time worked, subject to Federal/State deductions, Court Order, CBA (i.e.
Union dues) and any other deduction required by law or under the rule of law. In addition and as a matter of Township
policy, no additional deductions will be made from your salary without your authorization, except for time lost through leave
(with/without Township consent), overuse of days, and accident.

TRAVEL, REIMBURSEMENT AND PURCHASING POLICY .-

Mileage Reimbursement

For those employees who utrtrze ‘their persona1 vehlcles to conduct Townshlp business, based upon the prior written
consent of the Busrness Admrnrstrator you wrii be entitled to the IRS reimbursement rate.

Expense Reimbursement. o : SR AL e T s

Where expenses have been mcurred in the performance of your duties andlor to obtain goodslmatenais on behalf of the
Township, and provrded that you have obtained written pre-approval to incur this expense wrth rermbursement the
Township will reimburse you for all reasonable expenses incurred as part of undertakrng your role. You should submit all
receipts in accordance with the expenses claimed and follow all appropnate guidelines set by the Division of Purchasrng
Please note that where expenses are submitted to the Township for repayment more than thirty (30) days after the
expense rs 1‘ncurred the expense will not be relmbursed 3

PersonaE Effects]lnsurance

Outside _o'fE any Workers’ Compensation or other insurance rnaint_ained by the To_wnship for the safety of our staff you are
responsible for procuring and maintaining insurance coverage fo'r_"_your person and all personal property traveling with you.

Purchastné Requirements

Please be advrsed of the following with respect to. procurements requrrements for all departments/divisions: STAFF ARE
PROHIBITED FROM OBTAINING ANY GOOD/SERVICE WITHOUT A VALID PURCHASE ORDER. In order to properly
procure a good or service, staff must comp}ete the fellowmg steps

1. Obtain quotes for the good/service: * i
a. The vendor from which you request quotes must be properly registered with the Purchasrng Division in order to
generate a.PO (see below) If it is not, the vendor must complete approprrate paperwork tc be entered into the

purchasing program. For addrtronal guidance please contact Purchasrng, L

2. Create a requisition based on the quotes for the good/service and have your Director sign the requisition;

3. Obtain first level (Director), Second Level (Purchasrng) and third level {Revenue. and Finance) approvals in the
purchasing program and go to the Revenue and Finance Office to obtarn a pnnted Purchase Order once all approvals
are entered; and - -

4. Obtain all required signatures on the Purchase Order return same to Purchasmg and maintain a copy for your records.

There is a Purchasing Manual that provides additional guidance that can be obtained from the Department of Revenue and
Finance. '




VEHICLE POLICY

Uise of Company Cars

With the exception of Directors, all staff that operate Township vehicles while carrying out their professronal duties are
reminded of the following:

« the Township vehicle is for Township related business only and any personal use shall resuit in disciplinary action;

« you must remain fully qualified to operate a motor vehlcle under the laws of NJ and be prepared to present your license
upon demand; '

+ you must ensure the vehicle is operated in a safe and lawful manner, rncludmg advising the appropriate maintenance
staff of any unusual operatlon (1 e. the vehicle fails to start conmstently) or of any Incident which could impair the
mechanlcallphysrcal soundness of the vehicIe (l e. hlttmg a pothole) T

* noone other than a duiy authorized Township employee may operate the vehlole
*  you must not operate the vehicle in an lllegat manner (e 4. underthe influence of alcohol speedlng, etc.); and
+  youare reqmred to pay for any traft" c mfrmgement/parklng fines lmposed whr]e operatlng the vehrcle

Use of Own Car - Reimbursement' '

As stated above there will be ttmes when you use your car for work related busrness If YOU use your own car to conduct
the Township s business, then the foilowmg WI|| appiy :

. m:leage for the Townshlp s business WI|| be patd at the ERS approved rate(s) wrth proper pre-approval;

While it is the responsrbllrty of each staff member to perform the functions of his/her position as expeoted' nd necessary to
efficiently execute his/her duties, performance appraisals offer a staff member the opportunity to see their work habits from
the perspective of his/her supervisor and address actual and percelveci deficiencies before drscmhnary action ensues. To
that end, Directors {andfor Supervisors) are to ensure that each staff member within their Department/Division receives two
(2) written evaluations ~annually. Said evaluations are meant o objectively measure performance: and set future goals
related to the staff member's position. Evaluations cannot be performed less than four (4) months apart, and any
deficiencies between evaluat:ons are fo be noted via wntten repnmands and counse[tlng ietters

The aim of our perfonmance apprarsar‘ process is fo prowde you wrfh gurdance fo help you to achieve your job and career
goals, to recognize your achievements and fo enstire the Townshrp s strategic goafs are achieved. You will have the
opportunily to participate in planning your work and sertmg your goals in conjunction with your supervisor on a regular basis
~and formally during your annual appraisal meeting. Your supervisor will provide you with regilar coaching and feedback.

The performance appraisal process is an opportunity for two way communication and honest feadback about your work and
your future career with the Township.

Professional Development Plan (PDP)

It is the responsibility of each Department/Division Director to budget for and provide staff members with on-going
professional development opportunities in the areas that support the overall mission and function of the
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Department/Division. Although it is the expectation of the Township that each staff member shall satisfy the minimum
requirements of his her title, the Township, at its discretion, may provide additional professional development for any staff
member who fails or is struggling to meet the performance standards established by the Township, as documented in the
staff member's annual evaluations. The additional professional development shall be designed to correct the needs
identified in the annual evaluations and any other pertinent performance evaluation (i.e. written reprimand).

A corrective action memorandum shall be developed by the Director andfor Supervisor and staff member to address
deficiencies outlined in the evaluations when the staff member receives a rating that their Director/Supervisor deems
insufficient. The corrective action plan shall mcfude tlmeilnes for corre ive action and responsibiiities of the staff member
and the Township for implementation of the plan R - )

Training and Development and Study Support

While the Township be!:eves'the trainsng and devetopment of its employees is essenhal to achrewng its goals, it is imperative
that trainings take ptace during non-work hours to ensure contmued effectiveness of department operatlons and service to
the public. Notw:thstandmg, tram!ng/devetopment opportumtres that will JImpact the workrng hours of any staff member will be
approved on a case- -by-case basis, with the express consent of the Business Admrmstrator and DepartmentlDrwsron Director.
To qualify, you. must he employed a m:mmum of six (8) months and be a full- time staff member. While you are free to take as
many Courses as you choose the Townshtp will only approve up to a certain amount of funds dependent on. your applicable
CBA or Townshrp policy. The qualify for reimbursement, you must pass your course with a grade of *B” or better and produce
all documentatlon relative to proof of payment, unless your CBA does not requrre reimbursement.

If you wist to pursue a course of academic study relevant to the- needs of the Townshlp and your role within lt please
discuss thls with your immediate supervisor. if it is seen to be beneficial to the Township then study support, rnctudlng
financial ard may be given with the approval of the Business Admmlstrator For more information, please contact the Office of
the Busmess Administrator to obtain a Pre- approval Form

CODE OF CONDUCT H

Conflrct of Interest

During your employment you must rot undertake any actiwty or have any mterest (e g. memberships, dlrectorshlps
shares, or contract) wrth any person or in any organlzatlon which may constitute a conflict of interest Wlth ihe Township,

must notify your rmmedrate supervisor immediately Upon becommg aware of any potential or actual confllct of |nterest
involving you or another staff member during your ernployment.” -

Code of Ethics

The Township believes each staff member has an inherent reeponsrblhty {o serve as an exampte to the residents of this
Township and to act towards hlslher colleagues residents and community organlzatlons wrth the highest possible degree of
ethical conduct. e

Code of Conduct (Judiciary Employees)

Municipal Court staff are also required to follow the Code of Conduct for Judiciary Employees. For further guidance, please
conduct the Director of the Municipal Court.

Inappropriate Staff Conduct

The Township holds all staff to the highest level of professional responsikility in their conduct with all residents. Such
conduct should be solely purposed to protect the health, safety and welfare of each resident. Staff members shall conduct
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themselves appropriately at all times and shail not engage in inappropriate conduct, language and/or expression towards or
in the presence of residents and visitors to the Township. Further, to the extent not covered by the above, staff members
shall comport themsetves in a manner that aveids actual and/for the appearance of inappropriate conduct.

» Smoking in the Workplace

The Township operates a non-smoking workplace an all premises owned/cantrolled by the Township. Smoking is not
permitted anywhere on Township property, including private areas not open to the public. This prohibition includes
traditional cigareltes/pipes as well as e-cigarettes and other vapour-based products. In addition, there is no smoking within
100 feet of any Township property. Anyone m_v;o]atron ‘of this policy will be subject to severe disciplinary action.

+ Confidentiality

The Township is a public entity subject to the disclosure laws of the Open Public Records Actand the Open Public
Meetings Act, in addition to subpoenas, Court Orders and other legally issued documents. Nolwﬂhstandmg, those same
laws and additional. Iaws {e.g. HIPPA) requ:re that the Townshlp ma[ntam empioyee records and conduct other business
with the strictest conf dence. To that end, m the course of your employment you may come in contact w1th or have access to
confidential rnformat;on Such lnformation is strictly confidential and must not be used or dwulged (dlrectly or indirectly) by
you, either durlng or after your employment with the Township. A breach of conf denttallty isa very serrous matter and may
be grounds for your dlsmtssal

. Copynght and Protectlon of Intellectual Property

You agree that you are not entitled to any copyright or moral rlght inor ansrng from any work you produce in the course of
your emp!oyment with the Township. This includes any program, strategy or system you develop during your employment
with the Township Any copyright or merchandising nghts in sl ch ork sha[l be the sole and exclusive property of the
Townshlp In accordance with the Copynght Act 1994 TR .

. D[strlbution of Medla and Other Solrcrtatlon

The wntten approval of the Business Adminlstrator is requured before any staff member distributes any matefial/solicitation
on or around Township property. This l;mrtat:on also applies to verbal soficitations, but does not apply to those materials
and dlscussmns allowed under any CBA or any other’ recognized right of a Union under Weingarten.

*»  Privacy Re[ating to the Treatment of Personal,lnformation T ISR R

The Township is a pub!tc entity subject to the requirements of the Open Public Records Act (OPRA) “Notwithstanding,
personnel records are not public and therefore not open to inspection, except as requrred by release, authorization and/or
law. These official empioyee personnel records are maintained by the Office of the. Busmess Admmrstrator and the
confidentiality of the contents therein are protected by Federal/State statute and regulation.”

8. DISCIPLINARY PROCEDURES -

The Township imposes discipline only where appropriate and seeks to do so in a progressive manner. The Business
Administrator, your Director andfor immediate Supervisor shall deal with disciplinary matters on a case by case basis and
can issue discipline ranging from verbal warnings to a recommendation to the Business Administrator for termination. Please
refer to Administrative Direclive No. 3 for more information. If you are a member of a bargaining unit, please refer to your
collective bargaining agreement as well.

. Disciplinary Action

The Township may invoke the following procedures in a situation where there is, for example: inadequate performance,
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misconduct, a breach of the employment agreement andfor employee handbook. The Township may, but is not limited to:

Step 1. Issue a verbal warning or a formal written warning for violation of any pdlicy, process/procedure;
Step 2. Issue a written warning noted to the Persennel file for the violation of any process/procedure;

Step 3. Counselling meeting with written memorandum noted to the Personnel file for violation of any directive, policy,
practice or procedure;

Step 4. Three (3) day suspension noted to the Personnel file for the violation of any palicy, practice or procedure;
Step 5. Six {8) day suspension or termination.

Please refer to Administrative Directive No. 3 for further guidance. .

Where serious misconduct is déemed to have occurred you may be dismissed without notice. In the case of Civil Service
staff members, appropriate dismissal procedures will follow. The Township reserves the right to issue a corrective action
plan to correct deﬂcie'nt:performance. Examples of seriousmlsc‘onduct may include, but are not liml_ted fo:

(a) Any material breach of the terms of lhe employment agreement or employee handbook

(&) Any dlshonesty or theft; '

(c) Any snuatlon where you behave in a manner likely to bring you, or the Townshlp into dtsrepute
{(d) Wilful damage of the Township’s property;

{e) Falsmcatlon of the Township's records;

) Any. acts of violence, threatened violence or harassment agamst another person while in the course of dutles for the
Townsh|p, o X

(g) Any srtuatron where you take unauthor;zed absence from work

h Wrongfuliy dlsclosmg the Township's records!' nformatlon =

(i} lntoxrcatlon or usmg illegal substances or drugs wh|lst on the Township s business; and
@ The lnapproprlate use of electronic medla_ mcludlng p|ctures and the internet

+ Resolving Employment Relattonshlp Problerhs

mdlwduals mvolved

+  [Ifthe problen{ can't be resolved informally, all members of a bargaining unit are directed to cons:ull their respective
collective bargammg agreement and follow the grievance procedure therein. For non- bargalnmg employees please
seek the asmstance of the next-level administrator in resolvmg the issue.

» [ the malteris of a dlscnmtnatory, retalratory or harassmg nature please refer to the Employment Related Policies
 below. -

9. EMPLOYMENT RELATED POLICIES
+ Equal Employment Opportunity (EEQ)

The Township is an equal opportunity employer and is committed to promoting equal opportunities regardless of religious
belief, age, color, race, creed, marital status, gender, sexual orientation, political affiliation, ethnic origin, family status,
pregnancy or any disability you may have. This commitment applies to all areas of the work environment, all employment
activities, resource allocation and all employment terms and conditions. Selection criteria and procedures aim to ensure that
employees are selected, promoted, and treated on the basis of their relevant experience, merits and abilities.

7




Discrimination and Harassment

Employees need not tolerate harassment in the workplace. If any staff member feels they have been subjected to any form
of discrimination/harassment (sexual, racial, political, social, or religious) it may be discussed (confidentially) with the
Business Administrator who will thereafter refer the matter to the Township Attorney for investigation. The Township does
not condone or tolerate harassment in any way and such conduct may lead to dismissal or other appropriate action being
taken with respect to the person found guilty of such conduct.

What is discrimination? L

Discrimination is the prejudicial (prejudlc:lal or inferior) treatment ofan |nd|V|duaI or group based on their actual or
perceived membership in a certain group or category. It is megal to dlscnmmate on the basis of age, sex, sexual

orientation, race, dlsablllty famlly, mantal or empioyment status, political op:nlon relrglon and ethmc origin.

What is harassment?. R IR

Inappropriate, ur wanted behawor that offends another or makes a person feel humrlrated or :ntlmrdated at work.
Harassment may mc!ude bul]ymg, |ntrm|dat|on insults, malicious 9035|p, insults andfor wctlmtzatton B

What is sexua! harassmenﬁ

Sexual harassment is behavior of a sexual nature (including the use of words actions or visual material) that ;s unwanted
by the rece:ver and has a detrimental effect on thelr work performance or jOb satisfaction.

Examples re:

. sexuai assault

, unlnwted touchmg SRR
+  jokes or comments of a lewd character B | R i

, makrng promises or threats in return for sexuaE favors B :

. obsceneror pornographic email messages, images, items

. inapprobﬁate or excessive comments on clothing or physical characteristics; and
. unwelcom'e_§_c>cial attention or telephone calis at'home or work ' ¢ =" -

How do | deal wrthd crfmination and/or harassment?

Any person who is be:ng dtscr:mmatect agalnst or harassed has the right to comptaln and takeactlon to stop this behavior. If
you experience harassment or d:scr:mlnatlon you should

+ immediately notify the violator that the behavior is unwanted 'and unacceptabte’ 'ta you and

Attorney. If the violator is your immediate superwsor (who in some instances, may be your Director) all ‘
reports/complaints are to be made in writing to the attention of the Business Administrator, who will refer same to Legal
for a full investigation.

The Township will maintain a written record of each formal complaint and how it was investigated and resolved.
Wiritten records will be maintained in confidence to the extent practical and appropriate. The keeper of the records
will be the Legal Depariment. Written records will be maintained for at least the same period as the personnel
records are maintained.




* Health and Safety and Workers Com' )

How do [ deal with retaliation?

The Township strictly forbids any form of discipline or negative treatment towards any staff member because that staff
member has consclentiously acted in accordance with Federal/State law, reported any unwanted treatment or discrimination
and/or provided information to any public body respensible for the oversight of the Township. Any staff member who feels
they are heing retaliated against andfor subjected to a hostile work environment is entitled to protection from this treatment
by the Business Administrator and shall forward, in writing, allegations to this effect to the Business Administrator, in order
fo allow an opportunity to investigate these claims. Further thrs mdlwdual can follow the same process for reporting

discrimination and/for harassment. e T LI R

The Township takes the we!fare of its staﬂ' members wﬂh the utmost care. To that end, staff members are directed to follow
all safety protocals for each bulldlng, emergency situations and work procedures as a fallure to. do so could result in harm
to yourself and others Staff members are remlnded of the following: : sk

The Township Wi,!,l take all st_ep_s necess_a_r’y to ensure that your heaith and eafety is profecteci at all tlmes

As your emp]oyer it is our responsib‘iliiy to:

. identify, manage and control hazards to establish safe work practlces
. prowde information to foster awareness of health and safety,

. prowde protective clothing and equrpment as requlred

+  make adequate preparations for emergencies; F T

. record all accidents and “near misses” and mvestlgate where necessary to ensure future accidents are avoided;
J ensure you are properly trained and supervrsed to do your work ina hea[thy and safe manner, and

. provude reasonable opportunmes for you to be mvolved in the development of further health and safety

. contnbute to the process of hazard identification, anaiysrs and control
+  ensure a[_l_:__\:g'_vork accidents and illnesses are reported and recorded,;

* useany protective clothing and equiprﬁerit provided, :"-: . ;!

+  avoid any work which is unsafe; B

»  look out for the safety of fellow employees; and

« observe all workpla'c_e_safety rules and_ hazard controls.

Any accident or injury at work should be recorded in writing pursuant to Administrative Directive No. 8 and brought to the
atention of your health and safety representative, your immediate superviser andfor Director. If you have any concerns
about health and safety in your building {at your: location) or any.ideas about how health and safety can be improved,
please discuss these with your Union representative ‘andfor your- immediate supervisor.

Staff members on Workers' Compensation are responsible for keeping their immediate supervisor, Director and Business
Administrator informed of their work status. Alf disability documentation from the physician noting the employee’s date(s) of
absence from work and the diagnosis of the injury or illness must be provided to the Business Administrator. If this
documentation is not provided, the employee's continued ahsence from work will be considered unauthorized and the Workers
Compensation benefits, if any, will be suspended and disciplinary action will follow.

When an employee is able to fully return to work, written clearance from the treating physician documenting that the employee is
9




fully capable of performing regular job duties must be provided to the Business Administrator. Any employee returning from an
absence due fo Workers' Compensation must obtain a Relum to Work Notice from the Office of the Business Administrator. All
Workers' Compensation claims are subject to investigation by the Township and the Township’s third party administrator, Lastly,
the Township reserves the right to have any employee independently examined for fitness for duty.

The Township does provide for “light duty” on a case-by-case basis. All light duty assignments are at the discretion of the
Business Administrator and your assignment is subject to the needs of the various departments/divisions throughout the
Township. if &t any time the need for a “504 Accommodation,” which will allow a staff member to perform his/her essential
functions, arises, staff members are expected to engage in the “interactive process” with the Administration. For further
guidance on the applicable form and process pEease sée Administrative D;rectwe No 9

The Township reserves the right to have any employee who i is out due to Workers Compensauon to undergo a fitness for duty
examination before h:s/her return : - ST

+ Abandonment ofEmployment et

The Township adheres to strrct requwements regardrng staff attendance. The Townsh:p expects employees {o be present
for their schedu[ed work days. Notwnthslandlng any feave of absence, sick day, personal day or vacation a[lotted or taken
by a staff mem,ber your whereabouts and reason(s) for your absence are to be communicated to_tne Townshlp. via your
Departmen_t{[;lvision Director at ali times and where appropriate, the Paid Time Off (PTO) forms are to be compileted.

Any absence period in excess of three (3) days without contacting your immediate supervisor will be designeted Absent
Without Leéve (AWOL} and will resuit in disciplinary action, up to and including termination. In addition, you may suffer a
loss in pay. for being absent from work and failing to properly submit a request for PTO. In addition, you may suffer alossin
pay for belng absent from work and fallmg to. properly submlt a request for-PTO.

For addttaonal gurdance please refer to lhe "Leaves of Absence 'sectlon below and Admlntstratwe Dlrectlve Nor 10.

« Alcohol and Drugs

The Townsh:p recognizes that chemical dependency fS an iliness. Notwnthstandmg, employees under the mfiuence of
drugs, alcoho] and medication{s) can cause: mjury to themselves and others.” The Township has a responsnblllty to ensure
the health, safely and welfare, at work, of their students, employees and visitors. While at work, an employee is prohibited
from the followmg i

s : H O

. possessmg or usrng illegal drugs at lhe workplace and
+  being under the. |nﬂuence of drugs or alcohol

Further, thereis a range of medication which can affect performance, Including pain relievers and sleeping pills. An
employee, who is using legally presonbed medication that may impair performance is requ:red to advise histher immediate
supervisor of this. T L

If there is any doubt about the employee s alcohol or drug use on the Iob or dunng business related activities the Township
will require a test. The Township may if circumstances warrant help employees who are addicted to alcohol or drugs by
referring them to cur Employee Assistance Program

(EAP). The Township will pay for a one-time referral. An employee who is referred to our EAP for drug or alcohol
rehabilitation must enter the program and stay in it the prescribed time period as a condition of continued employment. if
necessary, additional leave will be granted for the employee to participate in a rehab treatment program. Our Township's
drug testing policy is aimed at stopping drug abuse through rehabilitation.

it is every employee’s responsibility to take reasonable care of the health and safety of others in the workplace and ensure
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that their performance and actions are not impeded by the use of drugs (either legal or illegal). If you suspect that any
employee is under the influence of drugs or alcohol, i is your responsibility to communicate this to your immediate
supervisor.

+  Media
Only the Mayor (or his designee) and the Business Administrator are permitted to speak with local, regional and national

media on behalf of the Township. You must refer all media requests to the Office of the Mayor or in the absence of the
Mayor from the Township, the Business Administra_tg_r, T

»  Employment of a Spouse or other Retatwe -

It is the Township's policy not to dlscnmmate in emp[oyment and perscnnet actlons with respect to employees, prospective
employees, and appiicants on the basis of marital status. No employes, prospective employee, ‘or applicant will be

denied employment or. benef:ts of employment solely on the ba5|s of marital status. However the Township retains the
right to: S L TR S R

.;

*» Refuse to p[ace cne spouse (or other retatrve) under the direct supervrsrcn of the other spouse where there is the potential
for creating an adverse rmpact on supervisron safety, or morale. : E,

» Refuse to place both spouses (or. otherwise related persons) in the same department d|V|S|on or facrllty where there is the
potential for creatmg an adverse effect on supervision, safety security, or morale or conflict of interest. :

The Townshlp will allow the transfer of spouses between departments i m order to accommodate married employees when
possible and consistent with the Township's busmess needs N

10. LEAVES:OF ABSENCE

' ical Leave Act {FMLA)

The Town__hlp prowdes FMLA in accordance wrth Federal Iaw Elrglble staff members shall be entlt[ed up to twetve {12)
weeks of Ieave in any twelve (12) month perlod upon advance notice, for the allowable reasons provided under FMLA.
FMLA is unpald and not provided in accordance wrth any leave allowance under an applicable CBA., In addrtlon FMLA may
run concurrently with any other leave time prov:ded by contract and/or State law. For additional gmdance tease consult
Admlnislratlve Directive 10. '

+ New Jersey Famrly Leave Act (NJFLA) - 1o 07 @77 i vl

The Township prov'ides NJFLA in accordance with State law. Eligible staff member shall be entitled o up to twelve (12)
weeks of leave in any twenty four (24) month period, upon advance notice, for the allowable reasons provided under
NJFLA. NJFLA is unpaid and not prowded in accordance with any leave allowance under an appllcab[e CBA. In addition,
FMLA may run concurrentty wrth any other leave tlme provided by contract and/or Federal law. For additional guidance,
please consult Administrative Dlrectwe 10 :

+  New Jersey Family Leave Insurance Prograit*i'f(b._lt_}ﬁl__'_tj_ e
The Township provides NJFLI in accordance with State law. Eligibte staff members shall be entitled to up to six (6) weeks
of family leave insurance benefits payable to covered employees from the New Jersey State Plan upon advance notice. In
addition, NJFLI may run concurrently with any other leave time provided by contract, State and/or Federal law For additional
guidance, please consult Administrative Directive 10.

+ Disability

The Township will provide for a disability leave in accordance with Federal and State law and any CBA (if applicabte).
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Military Leave

The Townshlp will provide for military leave in accordance with the Uniformed Services Employment and Reemployment
Rights Act (USERRA). Further, members of State militia (i.e. New Jersey National guard, New Jersey Naval Militia Joint
Command) shall be entitted to pay for the duration of any deployment.

Sexual Violence Leave

The Township Wl|| provide for leave in accordance w1th the prows;ons of N.J.8.A. 34:111C- 1 et s8q. For additional guidance
please consult Administrative Darectwe 10 it :

Other types of Leave (i.e. Pai:d_j'l'_ime Off): -

+  Sick Leave:

o Sick days mre to be utll:zed for 1!lness only Abuse of 3|ck days when there is no tilness wﬂl result in disciplinary
action; . g g

+  Personal Leave = s . o -
o Personal days can be taken at the discretion of the staff members and ' i
. Vacatlon :

Requests for Vacatqon must be entered no fewer than seven (7) days prior to the antlolpated date it will be

_taken and :

MNo staff member will be allowed {o carryover excess unused vacatlon days unless he/she can demonstrate in
' writing, that hisfher request fo use time was denied by h|s/her Director, due to the pressure of Towhship

business (please use the proper PTO form)

Jury Ser:\'r e

Jury duty isa civic requ1rement of all employees and the Townshlp expects each employee to pamc1pate in thls service and
will support their participation in same. Noththstandmg abuse of jury duty to gam additional time-off will not: be tolerated.
For example. if you are called for jury duty but dtsmsssed so early as to not recewe credit for service, you aré expected to
return to work, Only those days, noted by § the Court as “credited” for service will be accepted by the Township, and you are
required to produce written documentation from your Court of service for all absences due to Jury Duty All time, not
accounted for; may resuylt in disciplinary actton e

Applying for a m_"eve

While the Administration-understands this will not always be possible due to emergency and other circumstances, you are
strongly encouraged to apply for a leave, in writing, at least thirty (30) days in advance of your anhcnpated ahsence, in order
to receive timely approval. You must attach all necessary documents to your request for a leave, including a doctor's
certification. For additional guldance please refer to Administrative D1rectwe 10 and!or contact the Office of the Business
Administrator x 6682, Sieo i

Returning to Work

For all approved leaves involving physical injury {i.e. Workers’ Compensation) or medical need, you are required to obtain a
clearance to return to work, with or without restrictions from a physician, and a Report to Work Notice from the Office of the
Business Administrator. For all other approved leaves you are required to obtain a Report to Work Notice from the Office of
the Business Administrator. You must contact the Office of the Business Administrator five (5) business days ih advance
{where possible) of your anticipated return date to schedule a meeting to obtain your Report to Work Notice,
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+ Donating Days

in some instances, the Township may allow employees to donate PTO to olher employees who are in need. This is not a '
“Sick Bank”. For further guidance please refer to Administrative Directive No. 14,

11. INTERNET/EMAIL/PHONE USAGE

The Township strictly forbids the use of Township owned equipment (i.e. phones, computers, iPads, copiers, etc.) and
servers/wififinternet for personal use at any time during the course of the work day, including lunch and break time(s). The
Township further forbids the personal use of any Township property beforefafter working hours while on/off Township
property. All personal data located on Township property, including downloads, prctures documents and other data is
subject to seizure by the Townsh|p at any time. For addmona[ gurdance on ail usage restrlctrons outlined helow, please see
Administrative Directive Nos '_4 and 5 : : -

+  Misuse of Internet, Emarl anq F_’hone__s
The Township’s efecrronic media are not to be used for any unauthorized ou"rposes i-no[u_oir_‘rg_,_'b_ut n-dt"_iin:rited to;

+ The transmlssron of abuswe defamatory, obscene or racist commumcataons .

+ The searchmg for, perusal and for downloading of pornographrc or. other objectionable materla!
. Offenswe material through the internet; Hh
+ The transmrssmn of sensitive 1nformatron about an individual; or

. Where such transmission would, or would be likely to, place the company in breach of the Privacy Act of 714974 and its
rewsmns federal statute and/or State Iawlregulatlon ' :

Vandahsm is any malicious attempt to harm or destroy equlpmentldata of another user or any other agency or network(s)
that are connected to the Township's system. This includes but is not limited to, the physical destructron of eqorpment and
the up}oadang or creation of computer viruses. Such conduct as descrrbed above is grounds for immediate termrnatron

s+ Security

You should never share access with someone else by giving him or her your password, unless it is a supervisor or Director.
If this does occur then you should afert IT and change the password (immediately), to ensure that your computer files are
not exposed to abuse. You are responsible for your own account(s) and this means taking measures to_ensure others
cannot use i, Passwords are only effective if they are selectéd wisely; therefore your spouse’s name. “your birth date are
not acceptable. :

You should ensure yo'u'r'""r;:omputer(s) or other efectronic device (ie. iPad) is shut_dow_n correc_tt;r"_arro turned off when you’
leave the office. This ensures unauthorized persons do not have access to the network in your absence.

»  Physical Security of Computer and Phones

You are required to take reasonable steps to ensure the brdtecribﬁ of all Township equipment provided to you in connection
with your duties, including your computer and phone, from damage from improper use, food and drink spillage, and good
housekeeping procedures.

+  Software Purchases and Copyright Infringement

All software used on the Township's computing systems is copyrighted. All purchases of new software must be approved by
the Business Administrator. Software must not be copied unless the relevant license agreements allow it. You cannot use
Township equipment and software to violate US copyright laws and any viclation(s) will result in disciplinary action,
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12.

Mobile Phone Use

SEPARATION PROCEDURES SRR TRt

including dismissal.
Internet Use

Internet usage is limited to work purposes and must not result in the access of material that is offensive or objectionable.
Moreover, the emall system must not be used to send or receive, without prior authorization, confidential information
including but not limited to copyright materials, company, financial or personnel information or similar materials. Further,
the email system cannot be used to commit acts which are objectlonable discriminatory, and/cr illegal. Personal use of the
internet is PROHIBITED. :

The Township may, at any time, review, mtercept access and drsclose your mtemet usage Staff must comply with US
copyright law and all other appircab!e Iaws _ :

Email Use

Email messages are tlmited to work | purposes and must not contarn offengive or ob;ectlonab[e materral and the email
system must not be used to send or receive, without prior authorization, conﬁdentlal mformatron including but not limited to,
copyright matenals company, financial or personnel information or similar materials. Further the email system cannot he
used to comm'lt acts whlch are objectronable discriminatory, and/or Jllegal Personal use of emall is PROHEBITED

The email system belongs to the Townshlp and all email messages created sent or received are the property of the

Township and subject to publication, distribution and/or deletion at any time. Further you should be aware that there is no
guarantee ; of privacy with an email message and that the Township reserves the nght to access all aspects of employees
email at any time for any reason without notlce to the emptoyee .

. The gan of the Townshlp is to serve |ts resrdents To that enci personal phone usage should be kept to a bare minimum,

and usage:of a personal phone shoutd never mterfere wrth the performance of your duties.

The Townsmp s internet, email and phone pollcy may be amended or re\nsed from time to time. Public notlce of all revised
policies will occur in accordance with the Townsth S 3egal obligations. All staff will be required to be aware of current
policies at all tlmes A breach of these policies may resuit in disciptinary action which could resuit in drsmls al.

Required Notlces

it is incumbent upon sf;od"to provide appropriate notice to the Township when you are conclu_ding your employment:

» resignations - if you sntend to voluntanly end your emponment relatronshrp with the Townshrp, you must provrde
written notice ¢f same and prowde an expl:cn end date. In the event you are overpaid, due to your failure to give
adequate notice, the Township will pursue _!egat]___go_tlonragamst yo__q__t_g recoup any overpayment.

» retirements — retirements can oceur immediately when based on health or other factors which render appropriate notice
impossible. However, notice in accordance with a resignation is the responsibility of each employee. Moreover, with
respect to payment of retirement benefits, such notice allows the Township to provide timely payments through
appropriate planning.
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Exit Interviews

Prior to your separation from the Township, you will be required to complete an Exit Contral Form with your immediate
supervisor. Any

additional compensation to which you may be entilled {i.e. payment of vacation or sick days) will not be processed until all

Township property issued upon the initiation of your employment ed during your employment and an executed copy
of this form are returned to the Office of the Business Administrator

15




DECLARATION:

Employee Name:

| have received a copy and understand it is my responsibility to read the Township of Irvington Employee Handbook. Further, |
understand this document forms part of the Terms and Conditions of my employment, and | am bound to adhers to the
requirements therein. e

Signed:

Dated:

Please Sign_thfs page and return to the Office of the Buéiness Administrator.

16




Appendix 1

Organizational Chart
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Appendix 2

PTO(Paid Time Off) Form




IRVINGTON TOWNSHIP

TIME OFF REQUEST FORM
Date of Request: , 20
Month ’ Day
Employee Name: ' Department:

Yacation Day(s) Requested: No. of days at a minimum of 2 day increments

Date Beginning:

: ( }PM
Month :

Date Einding: ( YPM

Month

No.of days at a'minimium of % day ine

Tements:

Compensatiﬁv Dav(s) Requested: N

Date Beginning:

Date Beginning?

Date Ending:

Month

Employee Signature:

*Supervisor Signature:

Director Signature: | Date:
BA Signature: ‘ Date:
Payroll Receipt Confirmation: ' Date:

*Supervisor signature is required where Director is not immediate the supervisor
Payroll will copy the employee’s Personnel File when all signatures appear on the document




Appendix 3

~ Overtime/Comp. Time Form




- IRVINGTON TOWNSHIP
OVERTIME AUTHORIZATION FORM

Please refer to Administrative Directive No. 11 for more information on the usage of this form.
This form is to be completed, in its entirety, by your Director.

Staff Name . Title Department

Specific task to be completed by this authorization:

Total number of hours authorized: -:

Staff Name

ized by the staff

Payroll Representative Nam:

Date

- A copy of this form must be returned to the staff member for his/her records after execution by Payroll




IRVINGTON TOWNSHIP .
COMPENSATION TIME AUTHORIZATION FORM

Please refer to Adminisirative Directive No. 11 for more information on the usage of this form.
This form is to be completed, in its entivety, by your Director.

Staff Name Title ) Department

Specific task to be completed by this authorization:

Date(s) acerued:

Department Fead Name

Date of Request A 7 7 BAnitials,s

K

._::j,-To be Completed by Payro]l

eGrds to be utilized by the staff

I hereby certify that the above total: time earned was recorded m the Townshlp s Payroll
member in the agreed upon maner. : D Taeen

Payroll Representative Name Signature

. Date

A copy of this form must be returned to the staff member for his/her.records after execution by Payroll




- Appendix 4

ID Request Form




Anthony Vauss
Mayor

Name:

TOWNSHIP OF IRVINGTON
DEPARTMENT OF ADMINISTRATION
MUNICIPAL BUILDING - CIVIC SQUARE
IRVINGTON, NJ 07111
Tel. (973) 399-6621
Fax: (973) 399-6766

Email: www.irvington.net

v Title:

Department:

Musa Malik
Business Administrator

Eye Color: *‘

Inches

Height: .~ Feet

Employee ID No.:

- D.O.B.:

OFFICE OF THE BUSINESS ADMINISTRATOR USE-ONLY; **

[ |New

Dﬁéﬁapement -




Appendix 5

Parking Permit Decal Form




TOWNSHIP OF IRVINGTON
DEPARTMENT OF ADMINISTRATION

MUNICIPAL BUILDING - CIVIC SQUARE

IRVINGTON, NJ 07111
Tel. (973) 399-6621

Fax: (973) 399-6766

Email: www.irvineton.net

Anthony Vauss
Mayor

Musa Malik, Esq.
Business Administrator

Employee Nam__gé

7

Driver’s Licénse No.

Vehicle me#
Calor ofvéz_%icle:"ﬁ ,
Make of Vehlcle -
Parking Permiél‘;{o.._ | Y, ﬁ £ _ =
Parking Spot Locatmn =
- e “Date:

Employee Signature




Appendix 6

Affirmative Action Complaint Form




The Township of Irvington (“the Township”) believes all staff members are entitled to work in an
environment free of discrimination, harassment and/or retaliation, and the Township strives to ensure this
freedom by granting all staff members the right to file an AAC in any situation where he/she may feel targeted
by another staff member for such treatment.

At the same time, filing an AAC is not a means to avoid 1) valid workplace supervision and scrutiny of your
performance, and 2) this AAC is not a means to avoid propgily instituted discipline. With respect to either of
the aforesaid, union members have the option to grieve any action relative to the terms and conditions of his/her
employment; while non-bargaining members can address the same issues with their immediate supervisor and
later appeal any detelmlnation by 1equestmg a meetmg w1th the Busmess Adrmmstl at01

The Township takes the: ﬁhng of an AAC vely seuously and w1ll 1nvest1gate alI clalms and issue discipline
and/or remedial actlon whele an aIiegatwn is deemed substanﬁated : L

Complalnant Information

Last Name: SiE e First Name: | Middle Name: -

Number and S{reet: City: S0 Stater | Zip:

Home Phone: i Cell Phoner

Job Title: r¢ Employed:

Name of Persoii(é) This Complaint is Against. ,sz/Are tlus/tllese Persnn(s) ) What is the Person(s)’s Job Title, Bu1ldmg/Locat|0n" Indlcatc if
) Yuur lmmed:atc Supcl visor? unknown i P

Yes o N‘{)‘ n

Yeso s FNop © i i

Yes o No o

Do you believe that you were harassed or discriminated against based upon your sex, race, religion,
age, national origin, sexual orientation, gendex 1dent1ty, pregnancy. status or some other characteristic you
believe is protected? If so, please describe in detail (i.e. date(s) of incident(s), time(s) and location(s) the act(s)
that support your belief and claim.

If you do not believe that the action(s) against you constitute discrimination or harassment but are rather
some other form of impermissible conduct, such as retaliation and/or hostile wotk environment, please explain
in detail every such act in support of your belief and include the date(s) of incident(s), time(s) and location(s).
Please attach additional pages as necessary.




Was/were the mCIdent(s) alleged above previously reported to anyone? If yes, who and on what dates(s)‘? If
such repor fmg was made in writing, please attach to your SllmeSSIO.YI. -

Fis

Name of Pers_o_'ri;Reported to If verbal, what was the substance of lhe discussion? Usc_a_ddi_tiunal pages if necessary.
and Date Reported: SO : SRR

Please identify any witness(es) below and provide-the substance of what he/she witnessed 1elat1ve to your
allegation(s). Use addmonal pages, if necessaly

Name of and Contact for Witn'c:;s_": Drescribe what was witnessed, Include date(s) and time(s)




At any time did you communicate with the accused regarding the conduct you deemed discriminatory, harassing and/or
otherwise impermissible? Yes 0 No o If yes, please state in detail the substance of your communication and the date(s) on
which same occurred. Use additional pages as needed.

-~ What is the Remedy/Relief Sought by you Relative to this Complaint? -

Attach Copies of all Docﬁm_e_ﬁts__ tl}ét'ré_l'ét_e_ (i'h émy _way) '_t_o._Ybur Allegation(s)

My sngnatute below mdlcates that I have 1ead tlus foxm and Celllf)’ that the mfm matlon contained hetem is accmate to the
best of my knowledge and not wﬂlfully false o

Employee Signature " Position -




Appendix 7

Exit Control Form




TOWNSHIP OF IRVINGTON
DEPARTMENT OF ADMINISTRATION
MUNICIPAL BUILDING - CIVIC SQUARE

IRVINGTON, NJ 07111
Tel. (973) 399-6621
Fax: (973) 399-6766
Email: ATV .
Anthl&zyo\rfauss mail: www.itvington aet Musa Malik
4 Business Administrator
NAME: D}EPAR’IV‘IV_[-ENT::V | b

Town‘ship:___l’;raperty- s Returned T jI\T:ig_t'Applfca_ib_.le
T : (YES/ND) T EE O I s
Laptop (compugepj L o T
Ipad
Keys/KeyFob} o U S S
Township ID y - . :_ -
Cellphone
Sens1t1ve/Prnprletarletmfidentlal - T
Documents -
Parking Decal

This is to certify that I, - , returned the above Townshlp property, and that I understand
that I am responsible for any cost related to’ charge_:s accrued (lf any) and damage to the property (if any) on or before the

below date. FiEidma s Sl g
EMPLOYEE SIGNATURE: DATE:

HEAD OF DEPARTMENT: DATE:
RECEIVED BY: DATE:




DECLARATION:

Employee Name:

| have received a copy and understand it is my responsibility to read the Township of trvington Employee Handbook. Further, |
understand this document forms part of the Terms and Conditions.of-my_employment, and | am bound to adhere to the
requirements therein. i T :

Signed:

Dated:

i6




