
 

 

Minutes 

Meeting of the Municipal Council 

Wednesday, January 11, 2017 

WORK SESSION 

 

 

Attendee Name Title Status Arrived 

Eileen Chapman Councilmember Present  

Yvonne Clayton Councilmember Present  

Jesse Kendle Councilmember Present  

Amy Quinn Deputy Mayor Present  

John Moor Mayor Present  

Cindy Dye City Clerk Present  

Michael Capabianco City Manager Present  

Frederick Raffetto City Attorney Present  

 

City Clerk Cindy Dye called the meeting to order at 6:00 PM. 

 

City Manager's Report on Issues Raised at Prior Council Meeting(s) 

City Manager Capabianco had no issues. 

Special Event Applications 

Leesha Floyd was present to review the special event applications. 

Review of Agenda Items for January 11, 2017 Regular Meeting 

City Manager Capabianco reviewed the agenda for this evening's regular meeting. 

Discussion Items 

1. Payment in Lieu of Parking Ordinance  
 

 

Michael Manzella, Transportation Planner, discussed the payment in lieu of parking ordinance 

proposal. 

2. New Jersey School Board Association Resolution for School Board Recognition Week  
 

 

City Manager Capabianco discussed the New Jersey School Board Association Resolution for 

School Board Recognition Week. 

3. Amendment to Personnel Policy  
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City Manager Capabianco reviewed the amendments to the personnel policy. 

4. Capital Program  
 

 

City Manager Capabianco review the proposed capital program with the City Council. 

 

       Respectfully submitted by: 

 

       ___________________________________ 

       Cindy A. Dye, RMC, City Clerk 



CITY OF ASBURY PARK 
ONE MUNICIPAL PLAZA 
ASBURY PARK, NJ 07712 
 
 

PHONE: (732) 775 - 2100 
FAX:  (732) 775 - 0441 

 
 
 

 

 

  

 

 

 
 

CITY COUNCIL 
JOHN MOOR, MAYOR 
AMY QUINN, DEPUTY MAYOR 
EILEEN CHAPMAN 
YVONNE CLAYTON 
JESSE KENDLE 
 

MICHAEL CAPABIANCO,  CITY MANAGER 

 

Memo 

To: City Council 

 Michael Capabianco, City Manager 

Cc:  Fredrick Raffetto, City Attorney 

From: Michael J. Manzella, PP, AICP, Transportation Manager 

Date: December 2, 2016 

Re: Recommended Payment-in-Lieu-of Parking Ordinance 

The City has been assessing a payment-in-lieu-of parking (PILOP) fee in recent years to allow 

developers to reduce the amount of off-street parking that is required for a particular site within 

the Central Business District (CBD).  The fee of $3,000 per space can be paid in lieu of 

providing the minimum required off-street parking requirements.  However, this PILOP fee has 

not been codified, and it has generally been deemed by many that the fee is too low, given a 

number of factors. 

The City Parking Committee compiled rationale to raise the PILOP fee to $25,000 per space.  

The rationale includes: 

1. Per the Parking Committee, the cost of a parking space in two of the major condo 

complexes in the City are $25,000-30,000. 

2. Recent studies indicate that the cost of structured parking is approximately $28,000 per 

space. 

3. The revenue generated by an individual parking space in the City is approximately 

$3,000 per year.  At current rates, the revenue would be approximately $30,000 per space 

over 10 years. 

4. Each parked car that is added to the on-street parking network could be considered to 

remove almost $3,000 in annual revenue since another vehicle could occupy that space. 

The Director of City Planning and Redevelopment conducted an analysis of the CBD 

Redevelopment Area and determined that many of the major potential redevelopment parcels 

within the CBD Area have already received approvals and would be locked in at the $3,000 per 
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space fee.  There are potentially up to 12 additional parcels which may be eligible for an 

increased PILOP fee, should it be adopted. 

Several other cities in New Jersey have adopted PILOP fees in their downtowns.  The Borough 

of Metuchen adopted a PILOP ordinance in 2015 for its downtown area, establishing a fee of 

$2,500 per required parking space for all affordable housing units and $5,000 per required 

parking space for all other uses.1  The City of Rahway Parking Authority assessed a PILOP fee 

of $3,500 per parking space for a development project in 2013 to satisfy the developer’s parking 
requirements2.  The Borough of Fort Lee established a PILOP fee for its Parking Improvement 

Parking of $20,000 per parking space.3  PILOP fees have been utilized all over the nation as 

well. In a study “Parking Matters” prepared for the State of New Jersey in July 20064, it was 

found that the average PILOP fee in the State of California was $6,000 to $9,000 per space.  In 

the South Beach area of Miami Beach, FL, the PILOP fee was $15,000 per parking space in 

2006. 

Upon review of a recent NJ League of Municipalities study, the cost per square foot for 

construction of structured parking in the was found to be between $45 and $90 per square foot.5  

A study from Carl Walker in 20146 found the cost of construction in New York City to be $70.85 

per square foot and the national median cost of $18,038 per space.  T&M Associates priced a 

structured parking space at approximately $19,000.  The industry standard for the area of a 

structured parking space is 300 square feet, which includes a 9’ x 18’ parking stall as well as 
associated drive aisles and common areas associated with the development of a parking garage. 

One strategy that is recommended in the parking industry is to set the fee level attractively lower 

than the cost of constructing parking on-site in order to produce meaningful revenue while not 

discouraging development and redevelopment.  Another strategy that may be employed in 

conjunction is to combine a lower base fee with per-space incremental fees that will allow the fee 

to be affordable for smaller developments, while incentivizing larger parcels to provide more on-

site parking. 

Based on a summary of the above findings, I recommend that the City of Asbury Park implement 

a base PILOP fee in the amount of $14,500 per space with an incremental fee of $500 per space.  

In order to prevent an overburden for the construction of affordable residential units, I 

recommend a base PILOP fee in the amount of $7,750 per space with an incremental fee of $250 

per space for those units. The base fee that is recommended for non-affordable units corresponds 

to $50/square foot for parking, which is lower than the typical cost per square foot in New 

Jersey.  A sample incremental fee table for the non-affordable units is provided below.  

                                                           
1 http://ecode360.com/documents/ME1460/source/LF839039.pdf  
2 http://www.rahwayparking.org/Portals/0/Forms/Minutes/2013/05-13%20RPA%20Meeting%20Minutes.pdf  
3 http://ecode360.com/10068172  
4 http://www.state.nj.us/state/planning/publications/180-parking-matters-070106.pdf  
5 http://www.njslom.org/magart0306_pg72.html 
6 http://www.carlwalker.com/wp-content/uploads/2014/04/April-Newsletter-2014.pdf  
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Number of Parking Spaces 

Per Space Fee ($14,500) 

plus Incremental Fee ($500 

x number of spaces) 

Total PILOP Fee 

1 $15,000 $15,000 

2 $15,500 $31,000 

3 $16,000 $48,000 

4 $16,500 $66,000 

5 $17,000 $85,000 

6 $17,500 $105,000 

7 $18,000 $126,000 

8 $18,500 $148,000 

9 $19,000 $171,000 

10 $19,500 $195,000 

However, it is believed that the development community will react to this figure unfavorably.  

With the implementation of a higher fee, the downtown will most likely see less residential units 

developed.  The price must be such that downtown development is not impeded, but ensures that 

the downtown parking supply is not exasperated.  Therefore, it is recommended that the City of 

Asbury Park implement a base PILOP fee in the amount of $4,900 per space with an incremental 

fee of $100 per space.  For affordable housing units, the base PILOP fee would be $2,450 per 

space with an incremental fee of $50 per space.  The base fee that is recommended corresponds 

to $16/square foot for parking.  A sample incremental fee table for non-affordable units is 

provided below. 

Number of Parking Spaces 

Per Space Fee ($4,900) plus 

Incremental Fee ($100 x 

number of spaces) 

Total PILOP Fee 

1 $5,000 $5,000 

2 $5,100 $10,200 

3 $5,200 $15,600 

4 $5,300 $21,200 

5 $5,400 $27,000 

6 $5,500 $33,000 

7 $5,600 $39,200 

8 $5,700 $45,600 

9 $5,800 $52,200 

10 $5,900 $59,000 

It is recommended that an ordinance be adopted to codify the PILOP fee for the CBD as soon as 

possible. 

        Sincerely,    

        ____________________________ 

        Michael J. Manzella, PP, AICP 

Transportation Manager 
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 1 

 
 
 
 

PURPOSE OF THIS PERSONNEL MANUAL 
 

This Personnel Manual is intended to present an overview of employment with the City of Asbury Park.  
The manual outlines certain Civil Service Commission policies, certain City employee benefits and 
policies and other information to assist employees during their employment with the City.  Each 
employee of the City has both the right and the responsibility to know and understand the operation 
policies and procedures which govern employment with the City of Asbury Park.  This manual has been 
prepared and distributed as a way to communicate that information. 
 

To the maximum extent permitted by law, the employment practices of the City shall operate under the 

legal doctrine known, as “employment at will.”  Within Federal and State law, (including the New Jersey 
Civil Service Act) and any applicable bargaining unit agreement, the City shall have the right to terminate 

an employee at any time and for any reason, with or without notice, except the City shall comply with all 

Federal and State legal requirements requiring notice and an opportunity to be heard in the event of 

discipline or dismissal.    

DISCLAMER…. 
 

THIS MANUAL IS TO BE USED AS A GUIDE ONLY AND IS NOT A CONTRACT BETWEEN AN EMPLOYEE 
AND THE CITY.  If more detailed information is necessary, contact your Supervisor for guidance.  This 
manual may be changed and/or supplemented at any time throughout the year, at the discretion of 
the City Manager to provide clarification. The governing body may “codify” the Manual annually if 
substantial changes have been implemented or proposed. 
 
Most City employees are covered by a Collective Bargaining Agreement between the City and their 
bargaining unit.  This personnel manual is provided to all employees of the City.  Employees covered by 
a contract (Collective Bargaining Agreement) shall refer to the contract for exact language on 
personnel policies not covered in this manual or which may conflict with this manner.  THE CONTRACT 
CONTROLS THE EMPLOYMENT OF A UNION EMPLOYEE. 
 
     Periodically, changes in laws, administrative code, policies regulatory agency rulings, Transitional Aid 
or other types of aid requiring agreements with other funding agencies, consent decrees or similar 
directors and contract rulings may require revisions or additions to this manual which will be issued by 
the City.  In the event any statement herein conflicts with law, administrative code, regulatory rules or 
contract, the applicable law, administrative code, ruling or contract shall govern. 
 
     City employees are responsible for safeguarding and maintaining in good order their Personnel 
Manual which is issued on hire.  Employees are also required to return their Personnel Manual on 
termination of their employment, for any reason(s).  Every employee will sign for this Personnel Manual 
and a record acknowledging receipt will be kept in his/her personnel folder.  A replacement manual will 
be provided to an employee who has lost his/her manual at the employees’ cost. 
 

Manual Effective & Distribution Date – August 17, 2016 
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 2 

CITY OF ASBURY PARK GOVERNMENT 
 
FORM OF GOVERNMENT 
 
The form of government for the City of Asbury Park adopted by public referendum on November 5, 
2013, and effective January 1, 2015, shall be known as the “Council-Manager Plan,” N.J.S.A. 40:69A-81 
to 40:69A-98, under the Optional Municipal Charter Law, also known as the Faulkner Act.  The form of 
government provided in N.J.S.A. 40:69A-81 through 40:69A-98, together with N.J.S.A. 40:69A-26 to 
40:69A-30, and 40:69A-150 to 40:69A-210, shall govern the City of Asbury Park, the voters of which have 
adopted this plan pursuant to law 
 
THE CITY COUNCIL 

As per the City Code, the City Council members shall be elected by the voters of the City 
through non-partisan regular municipal elections under the Uniform Nonpartisan Elections Law, 
N.J.S.A. 40:45-5 et seq., at the general election held on the first Tuesday after the first Monday 
in November or at such other time as may be provided by law for holding general elections, and 
the term of office of the City Council members shall begin on January 1 next following their 
election.  (N.J.S.A. 40:69A-83.1) 

The City Council members elected at the first election following the adoption of the plan shall 
serve for the following terms: The Mayor shall serve for a term of four (4) years.  The length of 
the respective term of the remaining members of the first City Council shall be determined by 
lot at the organization meeting, with one member of the first City Council serving for a term of 
four (4) years and three (3) members of the first City Council serving for terms of two (2) years 
each.  This will initiate the staggering of terms. Thereafter, the term of each City Council 
member shall be for (4) years.(N.J.S.A. 40:69A-83.3) 

The Mayor shall be elected directly by the voters of the City at the non-partisan regular 
municipal election held during the general election.  At the first election following the adoption 
of the Council-Manager form of government under N.J.S.A. 40:69A-81 et seq., and each 
appropriate subsequent election, one position of City Council member to be elected at large 
shall be designated and voted for under the title of Mayor, and candidates for the position shall 
be clearly designated as candidates for Mayor in their respective nominating petitions.(N.J.S.A. 
40:69A-86) 

The Council members comprise the policy-making body of the City government and as such, have the 
authority to do all that is necessary to promote and maintain the health, safety and welfare of the 
citizens of the City of Asbury Park. 
 
THE CITY MANAGER 

The City Manager shall be chosen by the City Council solely on the basis of his/her executive 
and administrative qualifications with special reference to his/her actual experience in, or 
his/her knowledge of, accepted practice in respect to the duties of his/her office as hereinafter 
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 3 

set forth. At the time of his/her appointment, he/she need not be a resident of the City, but 
during his tenure of office he/she may reside outside the City only with the approval of City 
Council. He/she shall have his or her principal residence in this State pursuant to N.J.S.A. 52:14-
7. 

(N.J.S.A. 40:69A-92) (N.J.S.A. 52:14-7) 

The City Manager shall hold office for an indefinite term and may be removed by a majority 
vote of the City Council. At least thirty (30) days before such removal shall become effective, 
the City Council shall by a majority vote of its members adopt a preliminary resolution stating 
the reasons for his/her removal. The City Manager may reply in writing and may request a 
public hearing, which shall be held not earlier than twenty (20) days nor later than thirty (30) 
days after the filing of such request. After such public hearing, if one be requested, and after 
full consideration, the City Council by majority vote of its members may adopt a final resolution 
of removal. By the preliminary resolution the City Council may suspend the City Manager from 
duty, but shall in any case cause to be paid him/her any unpaid balance of his/her salary and 
his/her salary for the next three (3) calendar months following adoption of the preliminary 
resolution unless he/she is removed for good cause. For the purposes of this section, “good 
cause” shall mean conviction of a crime or offense involving moral turpitude, the violation of 
the provisions of N.J.S.A. 40:69A-163 through 40:69A-167, or the violation of any code of ethics 
in effect within the City. 

(N.J.S.A. 40:69A-93) 

The powers and duty of the City Manager are found in the City’s Code. 

EMPLOYEES OF THE CITY OF ASBURY PARK 
 
     The City of Asbury Park is a Civil Service Jurisdiction and therefore operates under the rules and 
regulations of the Civil Service Commission as set forth in N.J.S.A. 11a:1-1 et.seq. and N.J.A.C.  4a:1-1.1 
et.  As a City employee, you will be performing an important duty in rendering services to the citizens of 
your community.  Learning your job, getting to know your fellow employees and getting to know how 
your government operates is your first step.  You should be sure that you should report to your 
immediate supervisor at all times, unless a complaint or request is ignored. 
 
     Each employee, regardless of his or her position, may be the only representative of the City 
government with whom a number of people are acquainted.  Such people often judge the whole 
organization by what one employee says and does.  In order to form good public relations, you should 
always remember to serve the public in such a manner as to justify the respect and confidence of the 
citizens with whom you come into contact.  Take pride in your part of our City government.  Always be 
ready to explain City programs to the public, friends and neighbors.  If you don’t understand an issue, be 
sure to ask your supervisor, and then you can respond to questions correctly.   
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 4 

 
 
 

DEFINITIONS 
 

    This section of the manual defines terms and phrases used in the administration of the City’s 
personnel system.  The general terms are those used by the New Jersey Civil Service Commission, 
contained in city ordinances, negotiated employee bargaining units, and/or used by tradition as part of 
City operations. Federal or State law or regulations may supersede these general definitions. 
 
 The City employs three (3) types of employees: 
 
 Full Time: those employees who work year round for thirty-five (35) or more hours in  
   a business week. 
 
 Part Time: those employees working year round, but less than twenty-nine (29) hours  
   in a business week. 
 
 Seasonal: those employees, who work for specified period or season during the  
   year, normally the summer season.  Seasonal employees work either full  
   time or part time.  Most seasonal employees work 35 hours . 
 
     Generally, only full time, year round employees are covered by Civil Service Commission rules and 
regulations and receive a full benefits package provided by the City.  An employee must consult their 
collective bargaining agreement, eligibility with the State Health Benefits Plan or other Plans and the 
Fringe Benefits Section of this manual for specific information on benefits eligibility. 
 
     The New Jersey Civil Service Commission defines classes of positions for purposes of providing 
coverage and personnel action.  These classes’ definitions are: 
 

Unclassified Service: includes those positions not subject to Civil Service Commission rules or 
regulations; normally these positions are those to which the Council or City  
Manager make appointments for a specified period of time without competitive testing 
or a probationary period; these positions are those which are policy-making and 
 administrative in nature, i.e. certain department heads. 
 
Classified Service:  includes those positions covered by Civil Service Commission rules 
and regulations; normally those positions which are not appointive in nature and which are 
filled through competitive testing and probationary periods. 
 
Within the classified service there are three (3) categories of employees: 
 
Permanent Position:  positions created by ordinance and finally accepted by the Civil Service 
Commission.  A permanent position cannot be abolished without Civil Service Commission 
approval.  A permanent position can be either full or part time.  
 
Provisional Position:  positions created by ordinance, but not accepted by the Civil Service 
Commission.  It is during this status that the Civil Service Commission conducts various 
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 5 

investigations (i.e. desk audit, revising job description) to determine if it will accept the title as a 
permanent position. 
 
 
 
Temporary Position:  positions created for a specified period of time, generally less than six (6) 
months or on an emergency basis. This position does not require Civil Service Commission 
acceptance.  Some temporary positions depend upon the length of a grant and are not 
considered permanent employment.  
 
Within the classified service there are three (3) types or classes of employees: 
 
 Permanent Employee: an employee who has acquired Civil Service Commission  
 “permanent status” which is the attainment of tenure and rights resulting from  
 successful completion of an examination and working test period. 
 
 Provisional Employee:  an employee who is appointed to a permanent position 
 Pending an examination and working test period. 
 

Temporary Employee:  an employee appointed to a position for not more than six (6) 
months or appointed in an emergency. 

 
 
Probation Period 
 
     In order to obtain permanent status in a position in a classified service you must serve a three (3) 
month probationary period during which you are observed to determine your fitness for the job.  You 
may be discharged during your probation if you fail to meet the required standards.  The successful 
completion of your probation will result in permanent status as an employee of the City.  The 
probationary period of police officers is ninety (90) days as recognized by Civil Service. 
 
     A probationary employee may be required to take a Civil Service Commission test to achieve 
permanent status if they have not successfully passed a prior examination for the position. 
 
     There are four (4) exceptions to the working test period requirement.  Civil Service Commission rules 
preclude work test periods in the following situations: 
 

1.  Appointments from special, police and fire and regular re-employment lists; 
2. Appointments to a comparable or lower related title in lieu of layoff; 
3. Appointments to titles previously held on a permanent basis with current permanent continuous 

service; and 
4. For a lateral title change if the nature off work, education and experience requirements and titles 

are substantially similar. N.J.A.C. 4a4-5.1; N.J.A.C.:4-7.6. 
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 6 

     If you are promoted to a higher position you will be required to serve a three (3) month probationary 
period to become permanent in the higher position.  If you do not perform satisfactory work in the new 
position during your probation, you may be demoted to your former position. 

 

 

 

     Certain phrases or terms are used daily in the conduct of City business.  For purposes of clarity the 
definitions for these terms will be the ones utilized in this handbook. 

 

 Department:  a work unit, agency or office which performs one function and for which 
 there is a supervisor or administrator who reports directly to the Manager; examples 
 would be Police, Finance and Public Works. 
 
 Department Head:  the supervisor of a department.  Generally, department heads report 
 Directly to the City Manager, except those which are confidential by law, and supervise  

at least one employee.  Examples of department heads meeting this definition would be:   
 
 Director of Finance & Administration (unclassified, statutory), Director of Public Safety 

(unclassified), Tax Assessor (unclassified), City Clerk (unclassified), Director of Community 
Development (classified), Director of Economic Development (unclassified) 
Director of Public Maintenance (classified), Deputy Director Public Maintenance (classified) and 
Director of Social Services (unclassified).  For communication purposes 
(i.e. distribution of administrative information, department head meetings) and budget control 
purposes (i.e. responsibility for preparing the annual budget and monitoring and controlling 
expenditures within a budgetary account), the term department head is broadened to include 
those City employees who are responsible for running an office or a service.  

 
Bargaining units for the City of Asbury Park (Appendix A) 
 
 International Federation of Professional and Technical Engineers (IFPTE) Local 196 
  
 International Association of Fire Fighters (IAFF) Local 384 
  
 Patrolmen’s Benevolent Association (PBA) Local No. 6 
 
 Superior Officers Association (SOA) Local No. 6 
 
 The American Federation of State, County and Municipal Employees 

 (AFSCME) Local 225 
 

All employee questions regarding specific union membership should be directed to the City Manager’s 
office.  The City Manager will direct the employee to the appropriate union representative. 
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POLICIES AND PROCEDURES 
Non Discrimination Policy 

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

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

In compliance with the Americans with Disabilities Act, the ADA Amendments Act and the New Jersey Law 

Against Discrimination as amended by the New Jersey Pregnant Worker’s Fairness Act (LAD),, the City of 

Asbury Park does not discriminate based on disability , pregnancy, pregnancy related medical condition 

or childbirth..  The City will endeavor to make every work environment handicap assessable and all future 

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

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

Amendments Act. 

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

Disabilities Act, the ADA Amendments Act and the New Jersey Law Against Discrimination/LAD.  We will 

not discriminate against any employee or job applicant with respect to any terms, conditions, or privileges 

of employment on the basis of a known or perceived disability, pregnancy, childbirth or pregnancy related 

medical condition..  We will also make reasonable accommodations to known physical or mental 

limitations of all employees and applicants with disabilities, provided that the individual is otherwise 

qualified to safely perform the essential functions of the job and also provided that the accommodation 

does not impose undue hardship on the City. 

The City Manager and/or the ADA Compliance Officer, shall engage in an interactive dialogue with 

disabled/pregnant employees and prospective disabled/pregnant employees to identify reasonable 

Commented [O1]: From MEL updated language 

Commented [O2]: From MEL updated language 
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The procedure to fill a high level vacancy is the same as the procedure to fill an entry level position.  
Examinations for promotional opportunities may only be taken by eligible City employees. 

 An employee, covered by the Civil Service Commission, may be requested to accept a promotion into an 
unclassified position.  If the employee accepts the promotion, he/she may lose certain protections 
afforded in a classified position.  Before making the decision to accept the promotion, check with the 
City Manager.  The City of Asbury Park, under all circumstances, promotes employees solely on the basis 
of merit. 

 

 

 

Personnel Actions 

All personnel actions affecting permanent, classified and unclassified employees must be approved by 
the New Jersey Civil Service Commission as per the Commission’s guidelines. 

Anniversary Date 

Employees whose employment began with the City between 1st and 15th days of the month will have 
their anniversary date on the 1st day of that month.  Employees whose anniversary date falls between 
the 16th and 31st day of the month will have their anniversary date on the 1st of the following month. 

Credit Information and Wage Assignments 

The City will furnish credit references and other information about employees to authorized personnel 
upon written request.  All employees are expected to pay their just debits and child support/alimony 
obligations when due.  If employees fall behind on their credit payments, court ordered garnishment of 
wages may occur.  If this happens, the City is legally required to deduct a portion of the employee’s 
salary from each pay check and forward it to the creditor. 

Longevity Pay 

Certain employee contracts provide for longevity pay to employees hired before a certain date.  An 
employee must consult their collective bargaining agreement for the appropriate policy on longevity 
pay. 

Overtime and Compensatory Time 

Employees must consult their Collective Bargaining Agreement for the appropriate overtime policy.  No 
department head is to receive overtime or compensatory time. 

Non-union employees should consult with their department head or the City Manager’s office to 
determine what policy applies to them. 

All employees must use compensatory time within the quarter it is earned or must have approval to 
carry over to the next quarter.   All requests for compensatory time must be approved at least 48 hours 
in advance by the Department Director or authorized official. Exceptions may be granted by the City 
Manager for emergency personnel. Time not used shall be lost. 
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Direct Deposit 

Required if done by City Ordinance 

Promotions 

Promoted employees are paid at the salary stated in the applicable contract.  When an employee is 
promoted to a new position, he/she would normally receive the salary at the minimum of the range for 
that position.  However, if the minimum salary for the new position is less than the employee’s base 
salary in his/her prior position, he/she will receive the salary at the first step immediately above his/her 
current base salary unless the appropriate Collective Bargaining Agreement provides a different formula. 

 

 

Work Rules 

Hours: 

The official hours for City Hall employees are 9:00 a.m. to 5:00p.m., Monday thru Friday.  Some 
departments (Police, Fire, Public Works, etc.) may have different hours due to shift work.  These 
employees should check with their supervisor for their weekly work schedule.  All employees are 
expected to report to work at the official starting time and work exclusively on City business until official 
finishing time. 

The Department of Public Works/Property Maintenance has office hours from 7:00 AM to 5:00 PM, 
Monday thru Friday. Other hours may vary depending upon the work. 

Employees who work outside of regular hours are not to bring friends or guests into City offices or 
buildings, unless cleared by the City Manager in advance, with the exception of a true emergency. 

Parents are not to bring their children to work unless approved by the City Manager or a special date is 
announced by the City. 

Time Clock 

The time clock is the official clock of the City and determines when an employee must report to work.  
There are no grace periods permitted regarding employees reporting time.  The time reported on the 
time clock is the exclusive clock to determine an employee’s reporting time regardless of the time 
displayed on any other clock in the City.  There are no exceptions to this policy.  An employee must clock 
themselves in; under no circumstance should another employee clock another in; disciplinary action will 
be the result. AN EMPLOYEE’S FAILURE TO REPORT TO WORK BY THE APPROPRIATE TIME DISPLAYED ON 
THE TIME CLOCK WILL RESULT IN DISCIPLINARY ACTION. 

Department Head Call-In 

All Department Heads, with the exception of Public Maintenance, must email the City Manager’s office 
by 10 a.m. each business day to report the attendance of their staff in the event that staff is out sick or 
utilizing personnel time. 
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 13 

Sign In/Out 

All employees of the municipality when entering or leaving the building for any reason must utilize the 
Sign In/Out sheets.  Department Heads are responsible for monitoring their staff’s compliance with this 
policy.  Any employee’s failure to comply with this policy will result in disciplinary action, up to and 
including discharge. 

 

 

Lunch 

Lunch must be taken between 11:30 AM and 2:00 PM. If working with a customer, lunch should be 
delayed until the customer’s needs/requests are completed. Lunch shall be an hour in length. 
Department’s should make every effort to provide coverage during the lunch hour. Lunch should not be 
taken at the employee’s desk area. Emergency personnel may make reasonable accommodations.  

Emergency Closing 

If there is a need for an emergency closing of the City’s offices, the decision will be made by the City 
Manager or his/her designee.  However, if due to weather conditions, an employee is unable to report 
to work, or if conditions, warrant you’re leaving, it must be with the permission of your department 
head.  In either case, the employee shall be charged one personal leave day or one vacation day for each 
day you are not at work.  Employees should consult the appropriate collective bargaining agreement for 
more information. This does not pertain to essential City workers. 

Dress Code 

Dress, grooming and personal hygiene must be appropriate for the position.  Uniforms are required for 

certain jobs and are to be worn in accordance with applicable departmental standards.  All other 

employees are required to dress in a manner that is normally acceptable in similar business 

establishments and consistent with applicable safety standards.  Employees shall not wear suggestive 

attire, jeans, athletic clothing, shorts, sandals, T-shirts, novelty buttons, baseball hats and similar items of 

casual attire that do not present a businesslike appearance.  Hair, sideburns, moustaches and beards must 

be clean, combed and neatly trimmed.  Shaggy, unkempt hair is not permissible regardless of length.    

With the advance approval of the CITY MANAGER title the City will make reasonable religious 

accommodations that do not violate safety standards.  Employees violating this policy shall be required 

to take corrective action or will be sent home without pay. Certain Departments will be exempt from this 

depending on the nature of the work; please check with your supervisor. 

The following is a guideline for appropriate dress: 

Police Officers, Superior Officers and Firefighters: 

Wear regulation uniforms as specified in the Police and Fire Departments Regulation Handbooks. 

Friday is “casual day” for non-uniformed municipal employees.   
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The following are not appropriated for casual dress day: tank/halter/cabana tops; shorts, miniskirts, 
sandals (dress sandals are ok), pajamas, beach thongs, bathing suits, transparent blouses/shirts; outfit 
which exposes the midriff area; hair curlers and nets; dangling and/or large jewelry that can be caught in 
machinery, doors, etc.; faded ripped or torn clothing, sweat pant outfits/work-out attire and tight 
clothing. 

Thursday is casual day for Court employees. 

Casual days are subject to change at the discretion of the City Manager. 

 

 

Public Works: 

All employees shall dress in an appropriate and safe manner which shall be at the discretion of 
supervisors and senior management.  

Telephone Policy 

Telephone manners are of the utmost importance to the City.  Employees must always be courteous and 
helpful on the telephone.  In many cases, the only contact an individual has with the City if via 
telephone.  Calls are to be answered and/or returned quickly and pleasantly.  Always remember to say 
please and thank you.  If a caller is angry and/or abusive, do not respond in kind.  When using a 
telephone on City business, remember you represent the entire City to the person calling.  When you 
answer calls promptly and courteously, you make a favorable impression on the caller. 

As employees of the City we must understand that our salary is paid by Asbury Park taxpayers.  The City 
will take steps to insure that this is the guiding principle that directs our actions. 

Personal use of the City’s telephone at any time is prohibited, except in an emergency.  Violation of this 
policy by an employee may result in disciplinary action.  Long distance telephone calls, except for city 
business, are prohibited at all times.  Violation of the long distance calls policy will result in personal 
reimbursement for non-sanctioned calls and/or disciplinary action up to and including termination. 

WORK SAFETY 

The City will provide a safe and healthy work environment and shall comply with the Public Employees 

Occupational Safety and Health Act (PEOSHA).  The City is equally concerned about the safety of the public.  

Consistent with this policy, employees will receive periodic safety training and will be provided with 

appropriate safety equipment.  Employees are responsible for observing safety rules and using available 

safety devices including personal protective equipment.  Failure to do so constitutes grounds for 

disciplinary action.  Any occupational or public unsafe condition, practice, procedure or act must be 

immediately reported to the supervisor or Department Head.  Any on-the-job accident or accident 

involving City facilities, equipment or motor vehicles must also be reported to the supervisor or 

Department Head as per the guidelines in this Policy 
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 15 

The City Manager may appoint a Safety Committee that meets on a regular basis to discuss and 

recommend solutions to safety problems.  Employees are encouraged to discuss safety concerns with 

their Safety Committee Representative and the City Manager.   

 

 

 

 

 

Safety Glasses 

As part of its accident prevention program, the City of Asbury Park requires employees who are involved 
in physical activities to have and wear safety glasses.  Eye injuries can be easily caused by flying debris 
and result in serious long term disabilities to an employee.  All employees engaged in physical activities 
shall wear safety glasses whenever on the job and must wear special masks/goggles when required to 
do so, they will be subject to disciplinary proceedings. 

If the City has provided safety glasses/goggles; the employee will be expected to wear the 
glasses/goggles and maintain them in good condition.  The City will replace any safety glasses/goggles 
broken as a result of job related accident.  However, if the glasses/goggles are damaged as a result of 
the employee’s negligence, then the employee must have them repaired or replaced at their own 
expense. 

No Smoking Policy: 

The New Jersey Legislature has declared that in all governmental buildings the rights of non-smokers to 

breathe clean air supersedes the rights of smokers.  In accordance with State law, the City has adopted a 

smoke-free policy for all buildings.  City facilities shall be smoke-free and no employee or visitor will be 

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

buildings and such locations as not to allow the re-entry of smoke into building entrances.  Smoking inside 

vehicles owned by the City and near equipment that may be sensitive to smoke is also prohibited.  This 

policy shall be strictly enforced and any employee found in violation will be subject to disciplinary action. 

At the Public Works facility, there shall be no smoking within the fenced-in yard. 

There shall be no smoking in City owned vehicles. 

Workplace Violence Policy: 

The City will not tolerate workplace violence.  Violent acts or threats made by an employee against 

another person or property are cause for immediate dismissal and will be fully prosecuted.  This includes 

any violence or threats made on City property, at City events or under other circumstances that may 

negatively affect the City’s ability to conduct business.    

Prohibited conduct includes:  
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functions of their positions because of injury or illness.  Traditional duty is not guaranteed and will not 

exceed forty-five workdays.   

An employee requesting transitional duty or the Workers’ Compensation Physician shall notify the 
Department Head and copy the City Manager as soon as the temporarily disabled employee is able to 

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

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

period.  The City Manager will consult with the department head to determine if there is any meaningful 

work that can be performed consistent with the restrictions.  Transitional duty assignments may be in 

any department and not just the employee’s normal department.  The City Manager and/or Department 

Head will decide if it is in the best interest of the City Manager to approve a transitional duty request 

and will notify the employee of the decision.  The City reserves the right to terminate the transitional 

duty assignment at any time without cause. 

Employees may not refuse transitional duty assignments that are recommended by the Workers’ 
Compensation Physician.  In such cases, failure to report to work as directed shall result in disciplinary 

action including but not limited to termination.  If the employee believes that the transitional duty 

assignment is beyond the employee’s abilities, the employee may request a meeting the City Manager 
who will render a written response within 24 hours. 

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

outside employment of any kind unless they receive prior written approval from the Workers 

Compensation Physician that no further harm may occur in said secondary job and the City Manager 

must also approve.  If transitional duty is approved, the employee or Workers’ Compensation Physician 
must keep the Department Head informed of the medical progress.  Employees assigned to transitional 

duty will be allotted time off to attend medical or physical therapy appointments but must request leave 

time for any other reason.  If at the end of the transitional duty period the employee is not able to 

return to work without restrictions, the City reserves the right at its sole discretion to extend the 

transitional duty or place the employee back on workers’ compensation or disability.  This policy does 
not affect an employee’s rights under the Americans with Disabilities Act, the Family and Medical Leave 
Act, the Fair Labor Standards Act, the Contagious or Life Threatening Illnesses Policy or other Federal or 

State law. 

“Whistle Blower” Policy: 

Employees have the right under the “Conscientious Employee Protection Act (CEPA)” to complain about 
any activity, policy or practice that the employees reasonably believe is in violation of a law, rule, or 

regulation promulgated pursuant to law without fear of retaliation or reprisal. This right shall be 

communicated to all employees in an annual letter outlining the specific employee complaint procedure 

and in a posted notice. A written acknowledgement that the employee received, read, and understood 

this letter will be included in the employee’s official personnel file. The annual notice shall be in English 
and Spanish and must contain the name of the person who is designated to receive written notification 
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systems can result in discipline up to and including termination. 
 
No employee is permitted to view, continually watch, search, copy or otherwise use one of the City video 
surveillance camera systems or tamper with access, archive, alter, add to, or make copies of any data that 
has been recorded and stored within any of these systems without (1) a specific legitimate purpose and 
(2) permission for the designee of the City.  
 
The City shall designate a person to be responsible for the maintenance and administration of the video 
surveillance camera system.  Such designee will be responsible for maintaining a user access log detailing 
the date and name of individuals who view/access a stored recording.    
 
Any employee who becomes aware of any unauthorized disclosure of a video record in a contravention 
of this policy and/or a potential privacy breach has the responsibility to ensure that the City Manager are 
immediately informed of such breach. 
 

Safety Vests 

The City has purchased reflecting safety vests to be worn by those city employees who work in the 
streets.  These vests are to be worn by employees when working in the streets to protect employees 
from vehicle accidents.  Employees who refuse to wear the safety vest while working in the street will be 
subject to disciplinary action. 

Electronic Equipment 

The City’s Communication Media are the property of the City and, as such, are to be used for legitimate 

business purposes only.  For purposes of this Communication Media Policy, “Communication Media” 
includes all electronic media forms provided by the City, such as cell phones, smart phones, computers, 

electronic tablets, access to the internet, voicemail, email, and fax.   

All data stored on and/or transmitted through Communication Media is the property of the City.  For 

purposes of this policy, “Data” includes “electronically-stored files, programs, tables, data bases, audio 

and video objects, spreadsheets, reports and printed or microfiche materials which serve a City business 

purpose, regardless of who creates, processes or maintains the data, or whether the data is processed 

manually or through any of the City’s mainframe, midrange or workstations; servers, routers, gateways, 

bridges, hubs, switches and other hardware components of the City’s local or wide-area networks.” 

The City respects the individual privacy of its employees.  However, employee communications 

transmitted by the City’s Communication Media are not private to the individual.  All Communication 

Media and all communications and stored information transmitted, received, or contained in or through 

such media may be monitored by the City.  The City reserves the absolute right to access, review, audit 

and disclose all matters entered into, sent over, placed in storage in the City’s Communication Media.  

By using the City’s equipment and/or Communication Media, employees consent to have such use 

monitored at any time, with or without notice, by City personnel.  The existence of passwords does not 

restrict or eliminate the City’s ability or right to access electronic communications.  However, the City 

cannot require the employee to provide its password to his/her personal account.    
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to participate in an exchange of ideas and information.  However, information posted on a website is 

available to the public; therefore, employees must adhere to the following guidelines for their 

participation in social media.  Employees may engage in social media activity during work time through 

the use of the City’s Communication Media, provided that it is directly related to their work and it is in 

compliance with this policy. 

The City encourages employees to share information with co-workers and with those outside the City for 

the purpose of gathering information, generating new ideas and learning from the work of others to the 

extent such sharing is permitted by the City.  Social media provide inexpensive, informal and timely ways 

to participate in an exchange of ideas and information.  However, information posted on a website is 

available to the public; therefore, employees must adhere to the following guidelines for their 

participation in social media.  Employees may engage in social media activity during work time through 

the use of the City’s Communication Media, provided that it is directly related to their work and it is in 

compliance with this policy.   

Employees must not reveal or publicize confidential City information.  Confidential proprietary or sensitive 

information may be disseminated only to individuals with a need and a right to know, and where there is 

sufficient assurance that appropriate security of such information will be maintained.  Such information 

includes, but is not limited to the transmittal of personnel information such as medical records or related 

information.  In law enforcement operations, confidential, proprietary or sensitive information also 

includes criminal history information, confidential informant identification, and intelligence and tactical 

operations files. 

Employees are prohibited from releasing or disclosing any internal working documents to social media 

sites. This includes, but is not limited to, screenshots of computer stations, pictures of monitors and/or 

actual documents themselves without the prior approval of the City Manager . pPhotographs, pictures, 

digital images of any crime scenes, traffic crashes, arrestees, detainees, people or job related incident or 

occurrence taken with the City’s Communication Media to any person, entity, business or media or 

Internet outlet whether on or off duty without the express written permission of the City Manager(CITY 

MANAGER Title).  Except in “emergency situations, “Employees are prohibited from taking digital images 
or photographs with media equipment not owned by the City.  For purposes of this section, an “emergency 
situation” involves a sudden and unforeseen combination of circumstances or the resulting state that calls 
for immediate action, assistance or relief, and may include accidents, crimes and flights from accidents or 

crimes and the employee does not have access to the City’s Communication Media.  If such situation 

occurs, employee agrees that any images belong to the City and agree to release the image to the City 

and ensure its permanent deletion from media device upon direction from the City.   

No media advertisement, electronic bulletin board posting, or any other posting accessible via the 

Internet about the City or on behalf of the City, whether through the use of the City’s Communication 

Media or otherwise, may be issued unless it has first been approved by the City Manager or Director of 

Communication.  Under no circumstances may information of a confidential, sensitive or otherwise 

proprietary nature be placed or posted on the Internet or otherwise disclosed to anyone outside the 

City. 
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Because (authorized) postings placed on the Internet through use of the City’s Communication Media will 

display on the City’s return address, any information posted on the Internet must reflect and adhere to 

all of the City’s standards and policies. 

All users are personally accountable for messages that they originate or forward using the City’s 

Communication Media.  Misrepresenting, obscuring, suppressing, or replacing a user’s identity on any 
Communication Media is prohibited.  “Spoofing” (constructing electronic communications so that it 
appears to be from someone else) is prohibited.   

Employees must respect the laws regarding copyrights, trademarks, rights of public City and other third-

party rights.  Any use of the City’s name, logos, service marks or trademarks outside the course of the 

employee’s employment, without the express consent of the City, is strictly prohibited.  To minimize the 
risk of a copyright violation, employees should provide references to the source(s) of information used 

and cite copyrighted works identified in online communications. 

To the extent that employees use social media outside of their employment and in so doing employees 

identify themselves as City’s employees, or if they discuss matters related to the City on a social media 

site, employees must add a disclaimer on the front page, stating that it does not express the views of the 

City, and the employee is expressing only their personal views.  For example:  “The views expressed on 
this website/web log are mine alone and do not necessarily reflect the views of my employer.”  Place the 

disclaimer in a prominent position and repeat it for each posting that is expressing an opinion related to 

the City or the City’s business.  Employees must keep in mind that, if they post information on a social 

media site that is in violation of City policy and/or federal, state or local laws, the disclaimer will not shield 

them from disciplinary action. 

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

regarding wages, hours or other terms and conditions of employment.  City employees have the right to 

engage in or refrain from such activities. 

ALCOHOL AND DRUG POLICY 

Employees must check with their Supervisor to see if a particular alcohol and/or drug policy applies to 
their department (i.e. Department of Public Safety, employees with a CDL license and/or in safety-
sensitive position).  If so, the policy for the specific department is the only Alcohol and Drug Policy which 
applies to those employees. 

This policy conforms to current State of New Jersey law upon the publication of this manual.  This policy 
will at all times be interpreted and enforced in accordance with current New Jersey law. 

The City recognizes that the possession or use of unlawful drugs and the abuse of alcohol pose a threat to 

the health and safety of all employees.  Any employee who appears to be intoxicated or under the 

influence of alcohol or drugs during working hours or is under reasonable suspicion of same shall be 

immediately tested and is subject to discipline up to and including termination.  The supervisor or 

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

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

premises, vehicles or during work hours by employees is strictly prohibited.  

Employees must notify their supervisor within three (3) days of conviction for a drug or alcohol related 

violation, whether or not the violation occurred in the workplace.  

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

Employees using prescription drugs that may affect job performance or safety must notify the City 

Manager and the Personnel Officer who is required to maintain the confidentiality of any information 

regarding an employee’s medical condition in accordance with the Health Insurance Portability and 
Protection Act.  City personnel who hold a Commercial Driver’s License (CDL) are subject to the provisions 
of the Commercial Driver’s Licenses Drug and Alcohol Testing Policy.    (A program to assist employees 
who may have a drug/alcohol problem is provided through the City’s Employee Assistance Program.) 

No prescription drug should be used by any person other than the individual to whom it is prescribed.  

Such substances or non-prescription (over-the-counter) drugs should be used only as prescribed or 

indicated.  Employees are prohibited from consuming prescription drugs that are not prescribed in their 

name on City property or while performing City business.  Soliciting or distributing prescription drugs for 

or to other employees is also strictly prohibited.  

SEXUAL HARASSMENT POLICY 

AT ANY TIME ANY PERSON FEELING THAT THEY ARE THE VICTIM OF SEXUAL HARASSMENT MAY 
BYPASS THE CHAIN OF COMMAND AS OUTLINED AND IMMEDIATELY SEEK OUT THE INVOLVEMENT OF 
THE CITY MANAGER.    It is the policy of the City of Asbury Park to prohibit sexual harassment of any 
employee by another employee, supervisor or a third party.  Harassment of third parties by an 
employee of the City is also prohibited.  The purpose of this policy is to assure that in the work place, no 
employee is subject to sexual harassment.  Sexual harassment includes: unwelcome sexual advances, 
requests for sexual and/or verbal or physical conduct of a sexual nature, including, but not limited to 
drawings, pictures, jokes, teasing, uninvited touching or other sexually related comments. 

Sexual harassment of an employee will not be tolerated by the City of Asbury Park.  Violations of this 
policy will result in the disciplinary action, up to and including termination.  There will be no adverse 
action taken against employees who report violations of this policy or participate in the investigation of 
such violations. 
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ANY employee who feels that (s)he is a victim of sexual harassment should immediately report such 
actions in accordance with the following procedure.  All complaints will be promptly and thoroughly 
investigated. 

AN EMPLOYEE WHO FEELS HE/SHE HAS BEEN SEXUALLY HARASSED SHOULD: 

1. Tell the harasser in no uncertain terms that the behavior is unwanted and remove themselves as 
best possible from the situation 

2. Keep a log, record the incident, in detail, note the date, time and place of each incident and any 
possible witnesses; 

3. Inform the immediate supervisor and/or the next supervisory level immediately, in writing, 
immediately.  A complaint of sexual harassment form is provided in this manual as Appendix B.  
(An employee may consult with the City Manager, if he/she cannot comfortably hold a discussion 
with the supervisor); 

4. The immediate supervisor of the employee will report the incident to the Affirmative Action 
Officer if not bypassed directly to the City Manager; 

5. The Affirmative Action Officer will promptly schedule individual review meetings with the 
complainant and the accused and respond to the complaint.  The Affirmative Action Officer may 
also: 

A.  Permit the attendance of counsel or union representative, if applicable. 

B. Make sound or video recordings of the meetings if he or she feels same is advisable.  

C.  Obtain signed statements from the complainant, the accused and all witnesses at the 
conclusion of the meeting(s) to verify information they presented. 

D. The Affirmative Action Officer shall present his/her findings in a written report to the City 
Manager and the City Council promptly upon the conclusion of the investigation for review 
and action. 

6. The City Manager will make his/her decision, based on the findings of the report and notify all 
parties involved.  The City Manager will then take the appropriate disciplinary action, if 
necessary. 

The City’s Affirmative Action Officer as outlined above will promptly investigate every reported incident 

of sexual harassment immediately.  The City will conduct all investigations in a discreet manner.  

Confidentiality will be maintained throughout the investigation process.  The City recognizes that every 

investigation requires a determination based on all the facts in the matter.  The investigation may 

include, but need not be limited to, interviews and written statements from the victim, the alleged 

harasser and any witnesses.  The City Manager or Affirmative Action Officer may request the assistance 

of the City Labor Attorney, other supervisory personnel, or outside sources, such as the County Human 

Relations Commissions, in conducting the investigation. 
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False Accusations of Sexual Harassment 

A charge of sexual harassment is a grave and serious accusation.  A false accusation of sexual 

harassment will be treated as a disciplinary offense and will result in a level of punishment appropriately 

for a person actually engaging in such behavior. 

A person who knowing or recklessly fails to give truthful statements to the Affirmative Action Officer 

shall also be guilty of having made false accusations. 

 

 

 

 

 

 

 

 

 

EMPLOYMENT INFORMATION 

 

Outside Employment 

     Outside employment will be subject to any relevant provisions in a collective bargaining agreement.  

In the absence of appropriate contractual language, a written request to engage in outside employment 

shall be submitted to the City Manager or his/her designee for approval.  Notice of any approved 

outside employment will be given by the City Manager to the appropriate department head and Payroll 

Supervisor. The Department Head, City Manager or designee may approve or deny such as request. 

Change of Vital Information 

An employee is responsible for notifying the Payroll office within three (3) work days of any change in 

name, address and/or phone number.  Further, it is an employee’s responsibility to ensure that all 

necessary information for taxes and health benefits is kept current and accurate. 
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  3. Suspension or fine for five (5) working days at any one time; 
  4. Suspension or fine for five (5) working days or less where the aggregate  
   number of days suspended or fined in any one calendar year is fifteen (15) 
   working days or more. 
    
 
The processing of all disciplinary charges and the implementation of any suspension or fines against an 
employee shall be conducted pursuant to statute and Civil Service Commission rules (See N.J.A.C. 4A:2-
1.1,et seq.). 
 
The causes of both minor and major discipline are found in N.J.A.C. 4A:2-2.3 General causes 
(a) An employee may be subject to discipline for: 

1. Incompetency, inefficiency or failure to perform duties; 

2. Insubordination; 

3. Inability to perform duties; 

4. Chronic or excessive absenteeism or lateness; 

5. Conviction of a crime; 

6. Conduct unbecoming a public employee; 

7. Neglect of duty; 

8. Misuse of public property, including motor vehicles; 

9. Discrimination that affects equal employment opportunity (as defined in N.J.A.C. 4A:7-1.1), including 
sexual harassment; 

10. Violation of Federal regulations concerning drug and alcohol use by and testing of employees who 
perform functions related to the operation of commercial motor vehicles, and State and local policies 
issued thereunder; 

11. Violation of New Jersey residency requirements as set forth in P.L. 2011, c. 70; and 

12.  Other sufficient cause. 

Resignation 
 
An employee must give at least fourteen (14) days written or verbal notice to his/her department head 
if he/she plans to resign, unless the appointing authority consents to a shorter notice.  An employee 
may also be deemed to have resigned not in good standing if he meets the conditions set forth in 
N.J.A.C. 4A:2-6.2  Employees will be paid for unused vacation time minus any leave advanced to him/her 
that was not earned prior to the termination of employment.  Failure to give sufficient written notice 
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may jeopardize payment for unused vacation time. No payment shall be paid until all City property has 
been returned to the City Manager. 
 
It is considered automatic resignation if an employee is absent from his/her job for a period of five (5) 
consecutive days without reporting the absence during said time period.  
 
Retirement 
 
An employee should give at least three (3) months notice to his/her department head if he/she plans to 
retire.  Applications must be prepared and approved prior to the effective date, which must be the 1st of 
the month.  All vacation and compensatory time must be used prior to the effective date of retirement 
except in cases as outlined in existing contracts and State law. 
 
Leave of Absence 
 
Permanent employees may be granted a leave of absence without pay if they have compelling reasons.  
While on leave of absence, an employee does not receive a salary or health benefits and does not 
accumulate vacation or sick leave, but does retain all Civil Service Commission rights. 
 
A leave of absence beyond one (1) year may only be granted for military service, and then only with the 
approval of the Civil Service Commission. 
 
Reinstatement shall be consistent with all applicable laws and regulations.  Employees must consult the 

appropriate collective bargaining agreement for the specific leave of absence policy which applies to 
their bargaining unit.  
 
The leave must include the use of any accrued vacation and sick leave time, regardless of the length of 
leave requested.  The portion of the leave that runs beyond the exhaustion of vacation and sick leave 
will be without pay or longevity credit. 

 
Personal leaves are not granted for the purpose of seeking or accepting employment with another 
employer, or for extended vacation time.  Employees on personal leave of absence for more than two 
weeks in any month will not receive holiday pay, and will not accrue personal leave, sick leave or vacation 
time for that month.  Health benefits may also be impacted. If the employee fails to return within five 
business days after the expiration of the leave, the employee shall be considered to have resigned.   
 
Grievance Procedures 
 
A grievance is any controversy arising over the interpretation, application or alleged violation of the 
terms and conditions of a collective bargaining agreement, and may be raised by an employee, his/her 
union representative or the City. 
 
 The grievance procedure is set forth in your collective bargaining agreement. 
 
 Non-union employees may file a grievance directly with the City Manager’s Office. 
 
Political Activity 
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cannot be taken in less than ½ day increments.  Those employees whose leave records currently indicate 
hours or fractions of hours in credited leave will have those records adjusted to the nearest ½ day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Submission of Leave Slips 
 
Each employee should consult their appropriate collective bargaining agreement for the specific policy 
on the submission of leave slips that applies to their bargaining unit. 
 
All vacation, compensatory and personal leave (with the exception of emergencies) must be requested 
and approved prior to the start of said leave.  Failure to abide by this may result in disciplinary action.  
Prior to approving said leave; all department heads must verify that said leave is available to the City 
Manager’s approval. Leave should be requested, at a minimum, seventy-two hours (72) in advance. The 
City recognizes that emergencies do exist. 

 
Holidays 
 
Holidays are governed by the applicable collective bargaining agreements.  For employees not covered 
by a collective bargaining agreement, the following holiday schedule applies: 
 
City employees will receive the following holidays with pay, provided the department head determines 
that the absence of the particular employee or employees on the designated holiday will not interfere 
with the efficient operation of the department.  An employee not receiving time off on the designated 
holiday shall be paid as stated in the applicable contract. 
 
  
  New Year’s Day    Labor Day 
  Martin Luther King Day   Columbus Day 
  Lincoln’s Birthday   Veteran’s Day 
  President’s Day Birthday  Election Day 
  Good Friday    Thanksgiving Day & Friday after 
  Memorial Day    Christmas Day  
  Independence Day   Employee’s Birthday 
  Easter Sunday (only if worked on schedule) 
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If the holiday should fall on a Sunday, the following Monday will be recognized as the holiday; if the 
holiday should fall on a Saturday, the preceding Friday will be observed.  The City Manager retains the 
right to grant all employees off on any other holiday not specified above. 
 
Sick days are not permitted before and/or after a scheduled holiday or vacation. In the event of an 
emergent sickness, then a doctor’s note must be provided or you will not be paid for the scheduled day 
off. 
 
 
 
Sick Leave 
Sick leave is governed by the applicable collective bargaining agreements.  Any employee, who is out 
sick for five (5) days or more, must return to work with a doctor’s note. A doctor’s note may be 
requested, at the discretion of the Department Head, for absences less than three (3) days.  Non-union 
employees may be requested, at the discretion of the City Manager, to provide a doctor’s note for 
absences totaling less than five (5) days. For voluntary procedures, a doctor’s note shall be required for 
estimated time off to ensure a department is staffed. 
 
Donated Leave Program 
 
 I. PURPOSE 
 
  Under a donated leave program, approved by the Commissioner of the State 
  of New Jersey Civil Service Commission, employees of the City of Asbury Park 
  may voluntarily donate whole accrued vacation and/or sick days to a fund for 

distribution to eligible co-workers who have exhausted all accrued leave time and 
compensatory time.  This program is for employees who are suffering from a 

  catastrophic illness or injury, which necessitates the employee’s prolonged   
 absence from work.  Employees who are needed to provide care to a member of   
 the employee’s immediate family who is suffering from a catastrophic health   
 condition or injury may also use it.  This program is authorized by the New Jersey  
 Civil Service Commission in accordance with N.J.A.C.4A:6:22. 
 
 II. ELIGIBILITY 
  A. RECIPIENT: 
 
  An employee must meet the following criteria in order to be eligible to receive  
  donated leave: 
 
  1. The employee must have at least one (1) year of continuous service 
   with the City; and 
  2. The employee must: (a) be suffering from a catastrophic health 
   condition or injury which is expected to require a prolonged 
   absence from work; (b) need to provide care to a member of the 
   employee’s immediate family who is suffering from a catastrophic 
   health condition or injury; and 
  3. The employee must have exhausted all earned and accrued paid 
   leave time, including sick, vacation, personal and compensatory 
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   time; and 
  4. The employee must provide acceptable medical documentation for  
   him/herself or the employee’s immediate family member, which ___ 
   ______________________________________________ of the City   
  Manager or his/her designated agent.  The medical documentation 
   must indicate the diagnosis, date of onset, severity and prognosis; 
 

             5.       The employee must apply to participate and consent to the posting of a  
                 notice of his/her need to participate in the program.  If the employee is  
                 unable to consent to this posting his/her family must be able to consent on  
                 the employee’s behalf; and 
       6.      The employee must receive at least five (5) sick and/or vacation days from  
                 one (1) or more donor(s). 

 
  B.  DONOR  
 
   To be eligible to donate sick and/or vacation leave to the fund, a donor 
   must meet the following criteria: 
 
  1. The donor must be an employee of the City; and 
  2. The employee shall donate only whole vacation and/or whole sick 
   days; and 
  3. The employee shall donate no more than ten (10) sick or vacation  
   days to any one recipient. 
  4. If the employee is donating sick days, the employee must have at  
   least twenty (20) remaining accrued sick days.  If the employee is 
   donating vacation leave, the employee must have remaining at least 
   twelve (12) vacation days. 
  5. The employee must agree not to revoke any donated leave. 
  6. An employee may donate leave time to an eligible employee in another 
   department or agency within the City. 
  7. The employee must apply to participate in the Program and be  
   determined eligible to participate. 
 
 
 III. DEFINITION 
 
  A catastrophic health condition or injury is a chronic illness or traumatic injury   
 which is imminently life threatening or terminal and requires a prolonged 
                          absence from work.  The catastrophic health condition or injury must be readily  
                          subject to diagnosis and verification by objective, medically acceptable clinic and   
 laboratory diagnostic  techniques.  The catastrophic health condition or injury   
 usually requires a specialized and intense course of medical treatment and/or   
 therapy.  The City may require an employee to be examined by a physician   
 designated and compensated by the City to  assess whether an illness or injury   
 qualifies as catastrophic for purposes of this program. 
 
 IV. CONDITIONS 
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  1. The lifetime maximum an employee can receive under this program is  
   one-hundred eighty (180) donated leave days.   
  2. Donated time cannot be revoked once the donation form has been  
   signed. 
 
  3. Upon retirement, a recipient of donated leave shall not be granted  
   any supplemental compensation for any donated leave time under 
   any collective bargaining agreement or retirement system. 
  4. An employee shall not threaten or coerce or attempt to threaten 
   or coerce another employee for the purpose of interfering with  
   rights involving donating, receiving or using donated leave time. 
   Such prohibited acts shall include, but are not limited to promising 
   to confer or conferring a benefit such as appointment or promotion 
   or making a threat to engage in, or engaging in, and act of retaliation 
   against an employer.  Any employee who violates this provision shall 
   be subject to discipline. 
  5. The donation of time under this Program shall not have any impact 
   upon any attendance program or incentive plan for any employee,  
   donor or recipient. 
  6. Employees may donate to any City employee, regardless of department 
   or bureau. 
 
 V. PROCEDURES 
   
  1. The donor and recipient must complete the appropriate from. 
   The recipient must attach the necessary medical documentation  
   to this form. 
  2. Within ten (10) work days from receipt of the intended recipient’s 
   application and medical documentation, the City Manager or his/her 
   designated agent shall retain the sole discretion to grant or deny the 
   recipient’s request; which shall not be subject to arbitration under any 
   Collective Bargaining Agreement. 
  3. If the City approves an employee as a leave recipient, the City shall, 
   with the employee’s consent, post or circulate the employee’s name 
   along with those of other eligible employee’s in a conspicuous manner 
   to encourage the donation of leave time, and shall provide notice to all   
  Union representatives. 
 
   If the employee is unable to consent to this posting or circulation, 
   the employee’s family may consent on his/her behalf. 
 
  4. In an employee is determined to be eligible, he/she will be notified 
   in writing of the decision, 

5. While using donated leave time a recipient continues to accrue sick and    
vacation. 

  6. Upon return to work, termination or retirement, any unused donated 
   leave shall be returned to the leave donor on a prorated basis. 
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   Unused donated leave time is to be reaccredited in the type of leave 
   given, i.e. sick time donated restored as sick time. 
 
  7. All time donated by an employee(s) shall be designated on all 
   City records as Donated Time Donor (“DL-D”) and shall not affect 
   any attendance program. 
 
    
  8. A receipt of donated leave will not bar the City from filing disciplinary  
   charges of chronic or excessive absenteeism, if applicable. 
 
 VI. TERMINATION OR SUSPENSION OF DONATED LEAVE PLAN 
 
  A.  The City may suspend or terminate the donated leave plan at any time,  
        provided that thirty (30) days written notice is provided to the Commissioner, 
        all affected employees and labor negotiations representative. 
 
 VII. FORMS 
 
  A.  The appropriate forms for the donated leave program are located in the  
        Appendix of this manual. 
 
Vacation Leave 
Vacation leave is governed by the applicable collective bargaining agreements.  Non-union employees 

receive the same vacation leave as set for the in the AFSCME contract. 
 
Bereavement Leave 

 
Bereavement leave is governed by the appropriate collective bargaining agreements.  Non-union 
employees receive the same bereavement leave as set forth in the AFSCME contract. 

 
Military Leave 
 
When a full-time employee (either permanent or temporary) who is a member of the reserve 

component of any United States armed force or the National Guard of any state including the Naval 

Militia and Air National Guard is required to engage in field training or is called for active duty, the 

employee will be granted a military leave of absence for the duration of the service.  The first thirty (30) 

workdays of the leave shall be with full pay except that a member of the New Jersey National Guard 

shall receive full pay for the first ninety (90) days.  Thereafter, the leave shall be without pay but without 

loss of time. The paid leave will not be counted against any available time off including but not limited to 

vacation, sick or personal time.  A full-time temporary employee who has served less than one-year shall 

not be entitled to paid leave but shall be granted non-paid military leave without loss of time.   

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

Pursuant to the Uniformed Services Employment and Reemployment Rights Act, any employee released 

from active duty under honorable circumstances shall return to work without loss of privileges or seniority 

within the following time limits: for service less than thirty-one (31) calendar days, the employee must 

return to work on the beginning of the first regularly scheduled workday or eight (8) hours after the end 

of military duty, with reasonable allowances for commuting; for service of thirty-one (31) to one hundred 

eighty (180) calendar days, the employee must submit an application for reinstatement within fourteen 

(14) calendar days after completing military duty; for service greater than one hundred and eighty (180) 

calendar days, the employee must submit an application for reinstatement within ninety (90) calendar 

days after completing military duty.   

 
Maternity Leave / Family Leave 
Employees may be eligible for an unpaid family and medical leave under the federal Family and Medical 

Leave Act (“FMLA”).  Employees also may be eligible for family and/or medical leave pursuant to the New 

Jersey Family Leave Act (“FLA”).  In order to be eligible for such leave, employees must have: one (1) year 
of service with City; and, at least 1,000 hours of work (for New Jersey leave) and 1,250 hours of work (for 

Federal leave) during the previous twelve (12) months and is employed at a worksite where 50 or more 

employees are employed by the employer within 75 miles of the worksite (for Federal leave). Eligible 

employees may receive up to twelve (12) weeks of leave per year (FMLA) or twelve (12) weeks every 

twenty-four (24) months (FLA). 

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

Upon written notice, eligible employees are entitled to a family or medical leave for up to twelve weeks 
to care for a newly born or adopted child or a seriously ill immediate family member, including civil union 
partner, or for the employee’s own serious health condition that makes the employee unable to perform 
the functions of the employee’s position.  Eligible employees who take leave under this policy must use 
all accrued available vacation and personal days during the leave.  The use of accrued time will not extend 
the leave period.  After exhausting accrued time, the employee will no longer be paid for the remainder 
of the leave. 
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The period of leave must be supported by a physician’s certificate.  An extension past twelve weeks can 
be requested, but medical verification of the need must be submitted prior to the expiration of the leave.  
The City reserves the right to deny any request for extended leave.  Additional information concerning 
the Family Leave Policy and eligibility requirements are available from the (Personnel Administrator title). 
 
Commencing July 1 2009, Family Temporary Disability (“FTD”) payments for up to six (6) weeks in a twelve 
(12) month period will become available for eligible employees who are caring for a seriously ill immediate 
family member who is incapable of self-care or care of a  newborn or adopted child.  To be eligible, the 
employee must have worked at least 20 weeks at minimum wage within the last 52 weeks or earned 1000 
times the minimum wage.  The weekly benefit is 2/3 of weekly compensation up to a maximum of $524 
per week (this amount is subject to change).  FTD will run concurrently with FMLA and/or FLA leaves and 
there is a one week waiting period.  Employees may also be required to use accrued sick, vacation or 
personal leave for up to two weeks. 
 
Employees taking paid family leave in connection with a family member’s serious health condition may 
take leave intermittently or consecutively.  Intermittent leave is not available for the care of a newborn 
or adopted child.  Intermittent leave may be taken in increments  necessary to address the circumstances 
that precipitated the need for leave. An employee seeking intermittent paid family leave is required to 
provide the City with 15 day notice unless an emergency or other unforeseen circumstance precludes 
prior notice.  The employee seeking intermittent leave shall make a reasonable attempt to schedule leave 
in a non-disruptive manner.  Employees requesting such leave shall provide the City with a regular 
schedule of days for intermittent leave.  
 
Employees may also be eligible for an unpaid leave for up to twenty-six (26) workweeks in a year to care 
for a family member on active duty in the military or a covered veteran (a covered veteran is an individual 
who was discharged or released under conditions other than a dishonorable at any time during the five-
year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran) 
with a serious injury or illness incurred in the line of duty on active duty for which the service member is 
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise 
on the temporary disability retired list, or up to twelve (12) weeks in a   year for a qualifying exigency.  A 
qualifying exigency occurs when a  military member is called to covered active duty (requires deployment 
to a foreign country)and a close member of his/her family must attend official ceremonies or family 
support or assistance meetings, there is a short-notice deployment, to attend to childcare matters, attend 
to financial and/or legal matters, or counseling. . A serious injury or illness means an injury or illness 
incurred by a covered service member in the line of duty on active duty that may render the service 
member medically unfit to perform the duties of his or her office, grade, rank, or rating.   
 

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

1. a continuation of a serious injury or illness that was incurred or aggravated when the veteran 
was a member of the Armed Forces and rendered the service member unable to perform the 
duties of the service member’s office, grade, rank, or rating; or  
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The City realizes that the citizens of Asbury Park require a well trained work force.  Accordingly, the City 
encourages its employees to participate in relevant training programs and has adopted a policy of 
paying reasonable costs for fees for seminars and training courses, subject to the availability of funds.  
Administrative guidelines for traveling expenses are issued through the City Manager’s Office. 
 
A request for conference leave must be submitted in writing, to the City Manager.  The request must 
include the number of days requested, the reason for the conference, the dates and an explanation of 
the relation the conference has to the employer’s position. 
 
Employees are entitled to all normal pay and benefits while attending conventions, conferences and 
seminars relating solely to City business.  
 
The City reserves the right to require those attending conferences to share the cost with  
the City.  The formula for this will be established by the City Manager’s office.  Conference leave must be 
approved in advance, in writing, by the City Manager. 
 
Upon return from the conference, all employees shall provide the City Manager a report of sessions 
attended and verification of said attendance. This maybe written or verbal.  

 
 

RETIREMENT SYSTEMS 
 
Public Employees Retirement System – In accordance with State laws 
 
All permanent employees and provisional employees after one (1) year of service must contribute 
toward a state plan which combines the Public Employees Retirement System (PERS) and Federal Social 
Security.  Under the combination program, retirement, death and disability benefits are among the most 
liberal in the United States.  In the event that you transfer to other public employment in the State of 
New Jersey, your continue membership in the PERS without interruption.  
 
This Employee’s Handbook will highlight various aspects of the retirement program.  Further 
information on benefits, costs, etc., can be found in the booklet Public Employment Retirement System 
or the Police and Fire Retirement System.  If you have additional questions that are not answered in the 
manual or in the above mentioned booklets, please contact the State of New Jersey Division of Pensions 
and Benefits. 
 
 1. Financing-Both the City and each member contributes to the program.  The 
  City pays its share of Social Service taxes and contributes towards the 
  retirement and insurance benefits of the pension system. 
 2. Withdrawals – If you terminate your employment, you will be paid the amount 
  of your aggregate contribution toward the pension, but you will not be paid 
  your contributions toward Federal Social Security or insurance. 
 3. Borrowing - if you have thirty-nine (39) months of service in the pension 
  system, you may borrow up to fifty percent (50%) of your contributions at a 
  determined rate of interest.  The loan may be no smaller than $50 and is to be 
  repaid through payroll deductions.  You may borrow only twice in any one 

(1) calendar year.  You may obtain the maximum amount you may borrow by  
calling the “automated Information system” at (609) 777-1777.  Application 
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APPENDIX A 
 

OFFICIAL BARGAINING UNITS FOR THE CITY OF ASBURY PARK – May not be exhaustive; please contact 
the Union or Union Representation for more information 

 
International Federation of Professional and Technical Engineers (IFPTE) 
    General Office Employees 
    Department of Public Safety Clerical Employees 
    Municipal Court Clerical Employees 
    Welfare Employees 
    Senior Citizen Program Employees 
    Sewerage Employees 
    Department of Public Maintenance Employees 
    Street Cleaning Employees 
    Construction Code 
    Beach Employees 
    Office of Development Employees 
 
International Association of Fire Fighters (IAFF) 
    Fire Fighters 
    Captains 
    Fire Prevention Specialists 
    Fire Prevention Inspector 
    Fire Prevention Sub-code Official  
    Battalion Chiefs 
 
Patrolmen’s Benevolent Association (PBA) 
    Probationary Police Officers 
    Police Officers 
    Detectives 
 
Superior Officers Association (SOA) 
    Sergeants 
    Detective Sergeants 
    Lieutenants 
    Detective Lieutenants 
    Captains 
    Detective Captains 
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The American Federation of State, County and Municipal Employees (AFSCME) 
 Assistant Chief Sewerage Plant Operator   Tax Assessor 
 Assistant Municipal Tax Collector   Tax Collector 
 Chief Sewerage Plant Operator   Assit. Public Works Superintendent 
 Construction Official     Beach Supervisor  
 
 
 
 
 
 
Dir. of Community Development    Chief Housing Inspector 
Dir. of Community Relations and Social Services   Mechanics Foreman 
Dir. of Economic Development Program    Municipal Court Administrator 
Supervisor of Senior Citizen Program    Planning Director 
Program Coordinator/Facilitator     Program Monitor 
Supervising Accountant      Public Health Nurse 
Supervising Data Processing Operator    Sub-Code Official 
Supervising Laborer      Supervising Maintenance Repair 
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APPENDIX B 
 

DISCRIMINATION/SEXUAL HARASSMENT 
COMPLAINT PROCUDURE 

 
COMPLAINT REPORT FORM 

 
 
 
From:   ___________________________________________________ 
                                                      (Print) 
 
 
Dated: ____________________________________________________ 
 
 
DETAIL COMPLAINT: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     Signature of Complainant:__________________________ 
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     Department:                      ___________________________ 
 

 
 
 
 
 
 

APPENDIX C 
 

MATERNITY/FAMILY/MEDICAL LEAVE 
 
Family Leave Act 
 
The New Jersey Family Leave Act (N.J.S.A. 34:11:b-1et seq.:N.J.A.C 13:14-1et seq.) covers  
eligible employees who have been employed for twelve months or more and have worked 1,000 or 
more regular hours of work during the preceding twelve month period.  Employees may be eligible for 
paid or unpaid leave, but unpaid leave will not be granted until employees have exhausted accrued paid 
leave.  
 
Family Leave may be taken for up to twelve months within any 24 month period in order to provide care 
made necessary by reason of: 
 
 a. the birth of a child of the employee 
 b. the placement for adoption of a child with the employee 
 c. the serious health condition of a family member of the employee. A “family 
  member” means a child, parent, or spouse of the employee.  (A guide to the 
  statutory definition of “serious health condition” is provided in this appendix) 
 
Eligible employees must provide an advance written request to take a family leave except in cases 
where emergent circumstances justify oral notice.  Eligible employees must confirm oral requests in 
writing immediately thereafter.  
 
Employees must request family leave on the New Jersey Family Leave and/or Federal Family and 
Medical leave Request Form, and a Family Leave request must be supported by a Certification or Health 
Care Provider.  Employees shall provide the leave request no later than 30 days prior to the 
commencement of the leave for the birth or adoption of a child, or 15 days for the care of a family 
member (parent, spouse, or child) with serious health condition as defined.  Copies of the certification 
and request forms are provided in this appendix. 
 
Employees may be eligible for three types of leave: 
 
 Consecutive Leave, which is taken interruption for up to 12 weeks within any 24 month period; 
 Reduced Leave, which is a non-consecutive leave of up to the equivalent of 12 workweeks or 
              60 days, which is taken in increments of not less than one workday, but less than one workweek 
              at a time for not more than 24 consecutive weeks;  
              Intermittent Leave, which is medically necessary non-consecutive leave consisting of intervals, 
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             each of which is at least one but less than 12 workweeks, within a consecutive 12 month  period. 
 
An employee on Family Leave may not engage in other full time employment during the term of the 
leave.  
 
 
 
 
 
 
Family and Medical Leave Act (FMLA) 
 
The Federal Family and Medical Leave Act (29 U.S.C.2654 et seq.;29 CFR 821.100et seq.) covers eligible 
employees for certain defined leave events.  Employees may be eligible for up to 60 days of paid or 
unpaid leave and must request family leave on the New Jersey Family Leave and/or Federal Family and 
Medical Leave Request Form, a copy of which follows.  Leave requests must be supported by a 
completed, signed Certification of Health Care Provider, a copy of which follows. 
 
Eligible employees must provide advance written request to take a family leave except where emergent 
circumstances justify oral notice.  Eligible employees must confirm oral requests in writing immediately 
thereafter. 
 
The City complies with Federal law in administering FMLA.  Should City management question the 
validity of a medical certification, the City may require the employee to obtain a second opinion at the 
City’s expense.  If the opinions of the employee’s and the City’s health care providers differ, the City may 
require the employee to obtain a third final and binding opinion at the City’s expense.  The employee 
and the City are required to select a provider in good faith by joint agreement. 
 
The FMLA request form follows. 
 
Upon commencement of FMLA leave, the forms required by the employee are found on the Federal 
Department of Labor website here: 
http://www.dol.gov/whd/fmla/2013rule/militaryforms.htm 
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NEW JERSEY FAMILY LEAVE AND/OR 
FEDERAL FAMILY AND MEDICAL LEAVE 

REQUEST FORM 
 

TO BE COMPLETED BY THE EMPLOYEE AND SUBMITTED TO THE EMPLOYEE’S SUPERVISOR FOR 
PROCESSING TO THE CITY OF ASBURY PARK 

 
 
 
Employee Name/Job Title: _____________________________________________________ 
 
    _____________________________________________________ 
 
Department:   _____________________________________________________ 
 
 I am herby requesting family/medical leave due to (check one): 
 
 □  The birth of my child, or the placement child with me for adoption or foster care 
 

□  A serious health condition that makes me unable to perform the essential functions  
     of my job. 

 
 □  A serious health condition affecting my spouse/child/parent (circle one) for which I    
                 am needed to provide care. 
 
 I will need this leave beginning on  ___________________________________ 
 
 I expect this leave to continue on or about ___________________________________ 
  
 I am seeking the following type of leave (check one): 
 
  Consecutive Leave (taken without interruption for up to 12 straight weeks) 
 
  Reduced Leave (nonconsecutive leave taken in increments of not less than one   
  day but less than one workweek at a time up to the equivalent of 12 workweeks  
  over a period of not more than 24 consecutive weeks) 
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  Intermittent Leave (medically necessary non-consecutive leave of intervals of    
                            one to twelve workweeks within a consecutive 12 month period.) 
 
 
 
 
 
 
 
 
TO THE EMPLOYEE: 
 
 
Please read the following paragraph and sign below to indicate your understanding of the same.  If you 
have any questions, please inform your supervisor: 
 
I, the above named-named employee, understand that I have a right to up to twelve weeks of unpaid 
leave under the FMLA in a 12-month period, for the reasons listed above, and that I may be eligible for 
paid leave for the same reasons under the New Jersey Family Leave Act, provided I have worked for 12 
months or more and have worked 1,000 or more regular hours of work during the preceding 12 months.  
I understand that my health benefits must be maintained during any period of unpaid leave and under 
the same conditions as if I had continued to work, and that I must be reinstated to the same or an 
equivalent job with the same pay, benefits, terms and conditions of employment on my return from 
leave.  I also understand that I may not engage in any other full time employment during the term of the 
leave.  If I do not return to work following FMLA or family leave for a reason other than; (1) the 
continuation, recurrence, or onset of a serious health condition which would entitle me to FMLA leave; 
or (2) other circumstances beyond my control, I may be required to reimburse the City for its share of 
health insurance premiums paid on my behalf during my FMLA leave. 
 
I have read the comparison chart of the Federal Family and Medical Leave Act and the New Jersey 
Family Leave Act located in Appendix C of the City of Asbury Park Personnel Manual.  I am requesting a 
leave under: 
 
 
 □ Federal Family and Medical Leave Act or; 
 
 □ New Jersey Family Leave Act 
 
 
Employee Signature _____________________________ 
 
Date   _____________________________ 
 
 

 
TO BE COMPLETED BY THE CITY MANAGER 
 
Circle One: 
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REQUEST IS:   APPROVED   DISAPPROVED 
 
_______________________________   ________________ 
(City Manager)      Date 

Appendix D DONATED LEAVE 
 

PROGRAM DONOR 
 

TRANSFER FORM 
 

TO BE COMPLETED BY THE DONOR ANDSUBMITTED TO THE DONOR’S SUPERVISOR FOR PROCESSING TO 
THE CITY OF ASBURY PARK 

 
 
I HERBY DIRECT THE City of Asbury Park to transfer _____ vacation day(s)  and/or _____ 
sick day(s) to the donated leave fund to be used by ________________________________ (specify 
name of intended recipient). 
 
I certify that I have not solicited or accepted anything of value for the donation of paid leave time. 
 
 

PRINTED NAME: 
 
 
 

SIGNATURE:        DATE 
 
 
DEPARTMENT ________________________________ OFFICE PHONE_________________ 
 
 

 
FOR USE BY THE CITY: 
 
Your request to transfer the above sick day(s)  __________  has been approved ______. 
              has been disapproved ____. 
 
Reason(s) if disapproved: 
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       ____________________________________ 
       City Manager   Date 

 
 
 
 

Appendix E Donated Leave 
Program 

 
DONATED LEAVE REQUEST FORM 

 
THE FORM MUST BE COMPLETED BY THE RECIPIENT AND SUBMITTED TO THE RECIPIENT’S SUPERVISOR 

FOR PROCESSING TO THE CITY OF ASBURY PARK 
 
1. I have read the procedures regarding the Donated Leave Program and I consent to 
 participation in this program. 
 
2. I hereby request to participate in the Donated Leave Program for the following reason(s) 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 ________________________________________________________________________ 
 
3a. I have attached a doctor’s certification attesting to the nature of my catastrophic health 
 condition or injury.  According to my doctor, I expect to be absent from work until: 
 ______________________________________ 
 
3b. I have attached a doctor’s certification attesting to the nature of ___________________ 
 (name) catastrophic health condition or injury.  This person is my _________________ 
 (specify family relationship). 

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

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

 
6. I have not interfered with any right which another employee may have with respect to contributing, 

receiving or using paid leave under this program. 
 

 
7. I understand that receipt of donated leave will not preclude the City from filing disciplinary    

       charges, if applicable. 
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8. I represent that I have used all of my accrued leave (sick/vacation and personal) and/or 

 compensatory time prior to receipt of any donated leave time. 
 

Recipients Name: Office Tel: 

Signature: Date: 

Recipients Depart:  

 
Appendix F 

 
DEPARTMENT HEAD 

REQUEST FOR NEW HIRE/PROMOTION 
 

This form is to be used by Department Heads ONLY 
Use this form to request the hire of new employees and promotional requests.  Complete this form and 
submit to the City Manager for approval prior to beginning your search for new employees or requesting 
a list from the Civil Service Commission. 
 
DEPARTMENT ________________________________ 
 
TITLE:  ___________________________________ NUMBER OF POSITIONS:_______ 
 
Circle one:    FULL TIME   PART TIME 
 
TEMPORARY EMPLOYMENT? YES    NO 
 
NOTIFICATION OF TEMPORARY STATUS:  ______________________________________ 
 
Circle one:    NEW HIRE   PROMOTION 
 
IF PROMOTION, SPECIFY TITLE CHANGE: 
   
 FROM:  ________________________________   TO:  ___________________________ 
RESIDENCY – Circle One 
  
    ASBURY PARK ONLY      COUNTY     SURROUNDING COUNTIES STATE 
 
BUDGET ALLOCATION 
 
Circle One:   GRANT ALLOCATION  REGULAR (NON –GRANT) 
 
IF GRANT, SUPPLY INFORMATION REGARDING THE SPECIFICS OF THE GRANT: 
 

APPROXIMATE HIRE DATE:  __________________________ 
 
REQUESTED BY:  _____________________________________________________________ 
           (Print Name)     (Signature) 
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TO BE COMPLETED BY THE CITY MANAGER 
 
Circle One: 
REQUEST IS    APPROVED   DISAPPROVED 
 

City Manager        (Date) 
 

Appendix I 
 

COMMERCIAL DRIVERS LICENSES DRUG AND ALCOHOL TESTING POLICY FOR THE CITY OF ASBURY PARK 
 
PURPOSE: 
 
The purpose of this program is to comply with federal and state statutes which require drug and alcohol 
testing for commercial drivers licensed Employees, and maintain a safe drug free work environment. 
 
AUTHORITY: 
 
This policy is intended to comply with all applicable federal and state statutes which relate to 
regulations relating to Commercial Drivers Licensed Employees, including but not limited to the 
following.  
 
49 CFR Part 40:  Procedures for Transportation Workplace Drug Testing Programs. 
 
49 CFR, Part 391: Subpart H, Controlled Substance Testing, Covering Federal Highway Administration 
(FHWA) and controlled drivers. 
 
Section 382-401 Federal Motor Carrier Safety Regulations 
 
49 CFR, Part 394:  Notification and Reporting of Accidents 
 
CITY OF ASBURY PARK POLICY: 
 
In an effort to ensure that the City of Asbury Park complies with Department of Transportation 
Regulations, a drug and alcohol testing program will be in effect for all commercial drivers licensed 
holders, hereinafter referred to as employees.  This program will provide for pre-employment, random, 
post-accident testing, reasonable suspicion, return to duty, and follow-up testing.  The City has retained 
an independent contractor, (Hereinafter referred to as the agent), to manage and administer the testing 
program. 
 
Any employee possessing a commercial driver license reporting for work visibly impaired is unable to 
properly perform required duties and will not be allowed to work.  If possible, the supervisor will first 
seek another supervisor’s opinion of the employee’s status.  The supervisor will subsequently consult 
privately with the employee about the observation.  If, in the opinion of the supervisor, the employee is 
considered impaired, the employee will be required to be tested for alcohol and illicit substances, 
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depending on the supervisory determination of the observed impairment.  (Under no circumstances will 
an impaired employee be allowed to drive.) 
 
Prescription drugs prescribed by the employee’s physician which do not adversely affect safety or work 
performance may be taken during working hours.  The employee should notify the supervisor of the use 
of any properly prescribed prescription drugs which may adversely affect the employee’s work 
performance.  The abuse of prescription drugs will not be tolerated. 
 
 
 
TESTING PROCEDURES: 
 
The Department of Transportation rules require drug and alcohol testing for employees possessing 
Commercial Driver’s licenses.  Required drug and alcohol testing is done by two separate and distinct 
methods.  Drug testing is done by urinalysis and alcohol testing is done by breath testing.  Below you will 
find explanations of how this testing will be performed.  
 
Drug Testing: 
 
All drug testing required by the City of Asbury Park will be performed in accordance with Department of 
Transportation guidelines.  This testing process will look for the presence of the following substances:  
Amphetamines, Cocaine, Opiates, Marijuana, and Phencyclidine. Under no circumstances will any other 
tests be performed on any specimen provided under Department of Transportation guidelines by a City 
employee. 
 
Drug testing shall be by urinalysis using split samples.  Split sample testing requires the specimen be 
divided into two separate bottles during the collection process.  These two bottles are designated as (1) 
the primary specimen which shall contain no less than 15 ml of urine, and (2) the “split” specimen which 
shall contain no less than 15 ml of urine.  Upon arrival at the laboratory the primary specimen will be 
opened and tested.  In the first screening test, immunoassay techniques are used to screen urine 
specimens for classes of drugs.  In the second or confirmation test, any positive results found in the first 
screening will be confirmed using the tandem technique of gas chromatography/mass spectrometry 
(GC/MS) which positively identifies and quantifies the presence of specific drugs.  Not test result will be 
reported by the laboratory to the Medical Review Officer (MRO) as a positive drug test result unless 
both the initial screening test and the confirmation test are positive.  
 
The laboratory shall report the test results to the Medical Review Officer (MO) who shall evaluate the 
chain of custody, urine custody form, and test results.  If a test is reported positive by the laboratory, the 
MRO will interview the employee to make an independent evaluation of whether the test should be 
reported as negative or positive.  The MRO will report the results of a drug test to the City’s designee. 
 
Should an interview with the employee be necessary, the MRO will make two attempts on consecutive 
business days to call the employee.  Should the MRO fail to make contact, he/she shall contact the City’s 
designated representative to request that the employee contact the MRO. 
 
The City’s designated representative shall inform the employee of the MRO request in a confidential 
matter.  Failure to respond within five days will be noted by the MRO when positive results are 
reported.  If the MRO and the City’s designated representative re unable to contact the employee; the 
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employee may be placed on unpaid medical leave pending dismissal.  It is the employee’s responsibility 
to provide a phone number at which he/she can be contacted on the chain of custody form. 
 
Alcohol Testing: 
 
The Department of Transportation rules require breath testing for alcohol.  This testing must be done 
using an evidential breath testing device (EBT) approved by the National Highway Traffic Safety 
Administration (NHTSA).  This testing can only be performed by a Breath Alcohol Testing Technician 
(BAT) that is certified in the equipment being used. The testing rules, regulations and outcomes shall 
follow Federal and State rules. 
 
 
PRE-EMPLOYMENT TESTING: 
 
All prospective employees applying for positions that require a commercial Driver’s License will be 
required to undergo a pre-employment test for the presence of illicit drugs.  Receipt by the City of 
negative test results is required prior to engaging in any safety sensitive function or an offer to 
employment.  A positive test result will disqualify an applicant from further consideration at that time. 
 
Failure to keep an appointment with the agent, which was previously agreed to by both the prospective 
employee and the Agent, will be viewed as an attempt to elude the testing or alter its results.  No 
further consideration for employment will be given the prospective employee at that time. 
 
 Employability Proof:   
 After acceptance, but before starting employment, all new employees shall be required to fill 
out an employment verification form (I9) and to provide acceptable proof of right to employment in the 
United States. 
 
 
RANDOM TESTING: 
 
All employee’s covered by service contracts which require random testing and all employees who must 
have Commercial Driver’s License to perform their duties for the City will be subject to random, 
unannounced alcohol and drug testing.  Selection criteria, number of tests and test frequency will be 
determined by the language of FHWA regulations and will be communicated to employees by City 
management of Agent. 
 
Upon notification of selection, the employee will report to the designated collection center within one 
hour.  Failure to report will be viewed as an attempt to elude the test or alter its results and could result 
in disciplinary action up to and including termination. 
 
REASONABLE SUSPICION TESTING: 
 
All employees are subject to a fitness for duty evaluation, to include urine and breath testing, when 
there is reason to believe that alcohol or drug use is or will adversely affect job performance.  A 
reasonable cause referral for testing will be made on the basis of documented, objective facts and 
circumstances which are consistent with the long and short term effects of substance abuse. 
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Examples of reasonable suspicion include, but are not limited to, the following: 
 
Adequate documentation of unsatisfactory work performance or on-the-job behavior. 
 
Physical signs and symptoms consistent with substance abuse. 
 
Evidence of the manufacture, distribution, dispensing, possession or use of controlled substances, 
alcohol, or drugs. 
 
Fights, assaults, or flagrant disregard of violations of established safety, security or operating 
procedures.  

 
 
 
 
 
Reasonable cause testing determination will be made by a supervisor of City official who is trained to 
detect the signs and symptoms of drug and alcohol use and who can reasonably conclude that an 
employee may be adversely affected or impaired in his/her work performance due to substance abuse.  
If another supervisor or City official is immediately available, he/she will verify that there is reasonable 
cause before the employee is transported to the agent’s facility.  At no time will this determination be 
made on the basis of third party reports without verification. 
 
Note:  Employees are cautioned that various over-the-counter and prescribed medications can adversely 
affect ability to operate vehicles and other equipment.  It is the employee’s responsibility to report to 
work each day fit for his or her duties.  
 
Employees who are deemed to require a fitness for duty evaluation based on reasonable cause will be 
sent to a health facility of the City’s choice.  The attending physician will make every attempt to 
determine the cause of the observed behavior, including authorizing, when his/her medical opinion 
dictates, an additional alcohol or drug test which is more comprehensive than that required by FHWA, 
state or contractual requirements.  Employees will be placed on unpaid medical leave of absence until 
the results of the examination are received by the City.  Receipt of a negative drug test result and/or 
doctor’s statement that the employee was and is fit for duty is required prior to continued employment.  
Employees who are returned to duty by this means will be reinstated without prejudice.  
 
Employees who are medically determined to be temporarily unfit to perform their duties, but who test 
negatively for alcohol or drugs, will return to duty when they obtain the original examining doctor’s 
written statement that they are fit for duty. 
 
DISCIPLINARY ACTION  

 
(This section applies only to those who test positive for random or Reasonable Cause.) 
 
Alcohol Testing Positives: 
.02-.039 
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Employees who test positive during alcohol breath testing (first offense) in the range of .02 to .039 will 
be suspended from work for a minimum of twenty-four hours and be required to pass a return-to-duty 
breath alcohol test before returning to work.  In addition, the employee will be subject to disciplinary 
action.  (All return-to-duty testing will be done at the employee’s expense.) 
 
Employees who test positive during alcohol breath testing (first offense) in the range of .04 or higher will 
be suspended from work and subject to disciplinary action up to and including termination.  At a 
minimum the employee must remain suspended until: 
 
1.  The employee is evaluated by a Substance Abuse Professional.  This professional must meet the 
criteria outlined in the Department of Transportation’s Alcohol and Drug Rules for Substance Abuse 
Professionals. 
 
 
 
 
2.  The employee complies and completes all recommendations made by the Substance Abuse 
Professional and be able to document same. 
 
3.  The employee submits to a return-to-duty drug test and proof of a negative test result must be 
received by the City .  (All return-to-duty testing is done at the employee’s expense.) 
 
The employee will then be subject to follow-up testing for up to sixty months.  A minimum of six (6) 
follow-up tests must be performed within the first twelve months.  (All follow-up testing is done at the 
employee’s expense.) 
 
Employees who test positive during alcohol breath testing (second offense) in the range of .04 or higher 
may be terminated. 
 
DRUG TESTING POSITIVES: 
 
Employees who test positive during drug testing (first offense) may be suspended from work and subject 
to disciplinary action up to and including termination.  At a minimum the employee must remain 
suspended until: 
 
 1.  The employee is evaluated by a Substance Abuse Professional.  This professional must meet 
the criteria outlined in the Department of Transportation’s Alcohol and Drug Rules for Substance Abuse 
Professionals. 
 
 2.  The employee complies and completes all recommendations made by the Substance Abuse 
Professional and be able to document same. 
 
 3.  The employee submits to a return-to-duty drug test and proof of a negative test result must 
be received by the City.  (All return-to-duty testing is done at the employee’s expense.) 
 
The employee will then be subject to follow-up testing for up to sixty months.  A minimum of six (6) 
follow-up tests must be performed within the first twelve months.  (All follow-up testing is done at the 
employee’s expense.) 
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An employee who test positive during drug testing (second offense) may be terminated. 
 
In any cases where an employee who test positive during a random or reasonable suspicion test is 
required to remain out of work for a period of more than two (2) weeks, the City reserves the right to fill 
that position. 
 
POST ACCIDENT TESTING: 
 
Any employee involved in an accident will be required to submit to a post-accident alcohol and drug test 
if instructed to do so by a police officer, a Supervisor of the city of Asbury Park, City Manager or if: 
 
 1.  The driver’s performance either contributed to an accident or cannot be discounted as a 
contributing factor to the accident. 
 

  
2.  The driver involved in an accident receives a citation for a moving violation. 

 
 3.  There is a fatality as a result of an accident. 
 

4.  The accident meets the Department of Transportation criteria for an accident 
     that requires such testing. 

 
When a post-accident test is indicated, the City will make every effort to have said test performed within 
two hours of notification of the accident.  At no time will a period of more than eight hours transpire 
between notification and testing.  Documentation of the entire post-accident procedure should be made 
by all personnel involved in the notification and testing process. 
 
Receipt by the City of a negative alcohol and drug test result is required prior to return to duty.  A 
positive test result may disqualify an employee from further employment or reinstatement at that time 
or any time in the future.  Refusal to comply with the testing process will be considered insubordination 
and will subject the employee to the same disciplinary action as a positive result. 
 
RETURN TO DUTY TESTING: 
(All return-to-duty testing is done at the employee’s expense.) 
 
When the employee is cleared to return to work after a positive random or reasonable suspicion test, 
he/she will be required to pass an alcohol and drug test.  Upon receipt of a negative finding, the City will 
review the employee’s employment and will then determine whether or not the employee will be 
allowed to return to work.  If an employee is allowed to return to work, he/she will be subject to follow-
up testing, as determined by the City. 
 
FOLLOW-UP TESTING: 
(All follow-up testing is done at the employee’s expense.) 
 
Any employee returning to work with the City after being suspended for a positive alcohol or drug test 
or returning to work after a leave of absence for voluntary substance abuse treatment will be subject to 
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random follow up testing.  The employee will be tested at least six (6) times in the first twelve months 
after returning to duty, and may be subject to follow-up testing for up to sixty (60) months. 
 
Any employee who test positive for drugs or alcohol during the follow-up testing process may be 
terminated. 
 
CONFIDENTIALITY OF TEST RESULTS: 
 
The results of any drug test will be reported and recorded in a confidential manner.  Allowable 
communication of medical or test results will follow guidelines established in 49 CFR, Part 40.  The 
results will not be reported to any additional parties without the employee’s written authorization, 
except as outlined in 49 CFR, Part 40.  A copy of the individual’s test results will be available upon 
request. 
 
 
 
 
QUALITY ASSURANCE OF TESTING PROGRAM: 
 
The City, through its agent, will take steps in its arrangements for testing to ensure that the laboratory is 
certified by SAMHSA/NIDA and meets the requirements of the U.S. Department of Transportation (DOT). 
 
The chain of custody for any urine sample shall be maintained at all times.  If the chain of custody is 
broken, after the tamper-proof seal is applied, the employee shall be re-tested at the City’s expense. 
 
Any employee who receives a positive test result will have the right to ask the City’s Medical Review 
Officer (MRO) to re-test the sample at a NIDA certified laboratory of the employee’s choice at the 
employee’s expense. 
 
The City, through its Agent, will make every effort to ensure that the equipment being used for alcohol 
breath testing meets all the requirements of the Department of Transportation and that all testing will 
be performed by a qualified Breath Alcohol Technician. 
 
SUBSTANCE ABUSE RELATED BEHAVIOR: 
 
Any employee engaging in the manufacture, distribution, dispensing, possession or use of prohibited 
substance on City premises, in City vehicles, or while on City business will be immediately discharged.  
Any manufacture, distribution, dispensing, possession, or use of prohibited substances by any employee 
in any manner which affects the employee’s job performance, or which may cause the public or 
government or corporate body to lose confidence in the City’s ability to perform its responsibilities, will 
result in disciplinary action up to and including termination.  Law enforcement officials could be notified, 
as appropriate, where criminal activity is suspected.  Any employee convicted of violating a criminal drug 
statute will notify the designated City representative within five day of such conviction. 
 
An employee who refuses to comply with a request for drug testing shall be considered as having 
produced a positive test result and may be discharged.  Any employee who provides false information in 
connection with a test, or who attempts to falsify test results through tampering, contamination 
adulteration, or substitution, may be terminated for insubordination.  In the event that the laboratory 
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detects any substance which has been added to the sample to interfere with the normal testing process 
will be considered a “refusal to test” and the same sanctions will apply. 
 
The City reserves the rights to inspect, investigate, and search for controlled substances at any time, 
with or without prior notice, on or in any and all City premises and vehicles.  Refusal to cooperate with 
any inspection, investigation, or search that is authorized by a City representative may result in 
termination for insubordination. 
 
EMPLOYEES VOLUNTARILY SEEKING HELP: 
 
The City strongly encourages an employee with drug/alcohol abuse problem to voluntarily step forward 
to tell the City. 
 
 
 
The City will assist in referring the employee to community assistance programs.  An unpaid leave of 
absence will be granted for a reasonable period for treatment.  The City will make every effort to hold 
the employee’s position during the rehabilitation process, though this cannot be guaranteed. 
 
It is crucial to note that the accommodations in this section apply only when an employee voluntarily 
comes forward.  If a substance abuse problem is disclosed to the City only after there has been (1) a 
positive drug test, (2) violation of a City rule or standard, (3) a violation of law, or (4) a violation of this 
policy, the same conditions outlined in Sub-section A of the Return To Duty section of this policy shall 
apply.  If an employee fails to remain drug free after the first voluntary rehabilitation, he/she could be 
terminated. 
 
TRAINING: 
 
In an effort to educate employees in the dangers of drug use and the City’s commitment to keeping 
drugs out of the workplace, each employee will receive information covering the dangers of substance 
abuse, The City’s commitment to an alcohol and drug free workplace, and the penalties for violation of 
this policy are described elsewhere. 
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 Further Comments by Supervisor: 

 

 

 

 

 

 

 

 

 

 

 Employee Signature: Date: 

 

 

     

 

Date of Last 
Review     

 

Date of Next 
Review     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.3.a

Packet Pg. 74

A
tt

ac
h

m
en

t:
 P

er
so

n
n

el
 M

an
u

al
 2

01
7 

 (
20

17
-8

 :
 A

m
en

d
m

en
t 

to
 P

er
so

n
n

el
 P

o
lic

y)



 70 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Receipt of Employee Handbook 
City of Asbury Park 
1 Municipal Plaza 

Asbury Park, NJ 07712 
(732) 775-2100 

 
 This confirms that I received a copy of the City of Asbury Park Employee Handbook.  I 
understand that the Handbook contains management guideline only and that the City expressly reserves 
the right to change, modify, or delete the rules, policies, and benefits contained in the Handbook at any 
time.  The City shall have the maximum discretion permitted by Law and Civil Service Regulation to 
administer, interpret, modify, discontinue or enhance any policy or rule.  No statement or 
representation by a representative of the City, whether oral or written, can supplement or modify this 
Handbook. I also understand it is my responsibility to read this Handbook. 
 
 I understand that neither this Handbook nor any other communication by a management 
representative, whether oral or written, is intended to in any way create a contract of employment.  
Since employment with the City is voluntarily entered into, I am free to resign at any time.  Similarly, the 
City may terminate this employment relationship whenever it believes it is appropriate.  
 
 Lastly, I understand that bargained contracts and other operating procedures may take priority 
over this Handbook. 
 
 
 
_________________________________________   ______________________ 
Printed Name        Date 
 
 
_________________________________________   ______________________ 
Signature        Union (if applicable) 
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Department Item Hard Cost 2:20 Cost Total Cost Notes

Recreation Van $0 $0 $0 To replace 1998 van (from previous year?)

Police Three cars $150,000 $0 $150,000 Annual replacement program

Police

Accreditation 

Upgrades $35,000 $0 $35,000 Building improvements

Social Services Van $45,000 $0 $45,000 To replace bus, no CDL license required

DPW Sweeper $285,000 $0 $285,000 New sweeper (mechanical full size; not little one)

DPW Vehicle $50,000 $0 $50,000 Pickup truck

Building Vehicle $45,000 $0 $45,000 Annual replacement program/ old vehicle to other department

Administration General Plant $70,000 $0 $70,000 Security measures

Administration IT $75,000 $0 $75,000 City wide

Planning Main St Streetscape $150,000 $0 $150,000

As part of DOT project that DOT will not cover; grant applied for 

so this might just be to supplement grant

DPW Lighting $275,000 $25,000 $300,000 Replace traffic light (1) and 4 control boxes

Fire

Personal Protective 

Gear $50,000 $0 $50,000 2nd year of annual replacement program

Police Vehicles electronics $45,000 $0 $45,000 Upgrades to various cars

Administration General Plant $45,000 $0 $45,000 Equipment: cabinets, carpet, etc.

Administration Garbage cans $35,000 $0 $35,000 Around the City

Soft cost fees Soft costs $0 $20,000 $20,000 Cost associated with Capital Ordinance

$1,400,000

Department Item Hard Cost 2:20 Cost Total Cost Notes

Administration Road Repaving $1,000,000 $600,000 $1,600,000 Road Repaving; Construction Admin fees

Total:

$3,000,000

General Capital Total
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