








































3 

 

Table of Contents 

SECTION ONE: GENERAL PERSONNEL POLICIES ............................................................................. 7 

Americans With Disabilities ......................................................................................................................... 7 

Equal Employment Opportunity Policy ........................................................................................................ 9 

Policy Against Harassment ......................................................................................................................... 10 

Policy Prohibiting Workplace Violence ..................................................................................................... 16 

Whistleblower Policy .................................................................................................................................. 18 

SECTION TWO: EMPLOYEE BENEFITS ............................................................................................... 21 

Types of Employees: ................................................................................................................................... 21 

Compensation ............................................................................................................................................. 21 

Overtime ..................................................................................................................................................... 22 

Paid Holidays Policy ................................................................................................................................... 23 

Medical, Dental, Prescription, And Optical Benefits .................................................................................. 24 

HIPAA Compliance .................................................................................................................................... 27 

Workers’ Compensation ............................................................................................................................. 27 

Employee Assistance Program.................................................................................................................... 28 

Deferred Compensation: ............................................................................................................................. 28 

Pension Life Insurance: ............................................................................................................................... 28 

Retirement System: ..................................................................................................................................... 29 

Social Security: ........................................................................................................................................... 29 

Unemployment Compensation: .................................................................................................................. 30 

SECTION THREE: LEAVES OF ABSENCE ........................................................................................... 31 

Vacation Leave Policy ................................................................................................................................ 31 

Personal Day Policy .................................................................................................................................... 32 

Sick Leave Policy ....................................................................................................................................... 32 

Part Time Employees – Paid Time Off (PTO) ............................................................................................ 34 

Donated Leave Program ............................................................................................................................. 35 

Family and Medical Leave .......................................................................................................................... 39 

New Jersey Family Leave ........................................................................................................................... 43 

Bereavement Leave ..................................................................................................................................... 47 

Personal Leave Of Absence ........................................................................................................................ 48 

Military Service Leave Policy .................................................................................................................... 48 

Jury Duty Leave .......................................................................................................................................... 50 



8 

 

dog, wheelchair, or other remedial appliance or device, or any mental, psychological or 

developmental disability resulting from anatomical, psychological, physiological or neurological 

conditions which prevents the normal exercise of any bodily or mental functions or is 

demonstrable, medically or psychologically, by accepted clinical or laboratory diagnostic 

techniques.  Disability shall also mean AIDS or HIV infection.  

A qualified individual is an individual with a disability who, with or without reasonable 

accommodation, can perform the essential functions of the employment position held or sought.  

An individual who poses a threat to the health and safety of oneself or to others is not qualified.  

Reasonable accommodation means any change or adjustment to a job or work environment that 

does not impose an undue hardship on the Employer that permits a qualified applicant or employee 

with a disability to participate in the job application process, perform the essential functions of the 

job, or enjoy benefits and privileges of employment equal to those enjoyed by employees without 

disabilities.  

Requesting Accommodation.  Qualified employees or prospective employees with disabilities may 

request accommodations to perform the essential functions of their job or gain access to the hiring 

process.  Employees or prospective employees should direct their written request to the Mayor of 

the City of Northfield.  In the written request, the employee or prospective employee should 

identify themselves as a person with a disability, eligible for protection, and identify the nature of 

the accommodation or consideration desired.   

The City of Northfield may require the employee to provide adequate medical or other appropriate 

documentation of the disability and the need for the desired accommodation.  The City of 

Northfield will reasonably accommodate the known physical or mental limitation of an otherwise 

qualified applicant or employee with a disability unless the accommodation would impose an 

undue hardship on the City of Northfield’s business operation.  

To further the City of Northfield’s nondiscrimination policy, the City of Northfield will:  

• Identify the essential functions of a job;  

• Determine whether a person with a disability, with or without accommodation, is qualified to 

perform the duties; and  

• Determine whether a reasonable accommodation can be made for a qualified individual.  

The Employer will endeavor to make every work environment handicap accessible and consider 

reasonable accommodations, when appropriate.  Future construction and renovation of facilities 

will be in accordance with the ADA Accessibility Guidelines, as well as the ADA Amendments 

Act. 
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Reasonable accommodations that the City of Northfield may provide in connection with 

modifications to the work environment or adjustments in how and when a job is performed may 

include the following:  

• Making existing facilities accessible and usable;  

• Job restructuring;  

• Part-time or modified work schedules;  

• Acquiring or modifying equipment or devices;  

• Appropriate adjustment or modifications of testing materials, training materials, and/or policies;  

• Reassignment to a vacant position.  

The City of Northfield is also committed to not discriminating against any qualified employee or 

applicant because he or she is related to or associated with a person with a disability.  If any 

applicant or employee has questions concerning the City of Northfield's equal employment 

opportunity policy, he or she should contact the Mayor of the City of Northfield. 

 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 

The City of Northfield 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) and all other 

applicable state or federal laws.   

The Employer will make all personnel decisions without regard to race, creed, color, national 

origin, ancestry, religion, age, marital status, civil union status, domestic partnership status, 

affectional or sexual orientation, familial status, genetic information, sex, gender identity or 

expression, disability (including perceived disability, physical, mental, and/or intellectual 

disabilities, AIDS or HIV infection), pregnancy, childbirth, breastfeeding, political affiliation (to 

the extent protected by law), atypical hereditary cellular or blood trait, or because of the liability 

for service in the Armed Forces of the United States, veteran status, citizenship status, or any other 

group status protected by law, unless required by a bona fide occupational qualification. 

Accordingly, personnel decisions are made in accordance with principles of Equal Employment 

Opportunity by imposing only nondiscriminatory job requirements.  If any employee or 
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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, the Mayor or his designee, 

or r any other supervisor with whom they feel comfortable, using the complaint procedure set forth 

in the Policy Against Harassment set forth in this Manual.  

Any employees with questions or concerns about any type of discrimination or harassment in the 

workplace are encouraged to bring these issues to the attention of management through the 

complaint procedure set forth in the Policy Against Harassment set forth in this Manual. 

 

POLICY AGAINST HARASSMENT 

The City of Northfield is committed to providing a work environment that is free of discrimination.  

The City of Northfield will not tolerate harassment of or by employees towards anyone, including 

any supervisor, co-worker, or non-employee, including vendors and citizens.  

Applicability.  This policy applies to all people employed by the City of Northfield, as well as 

volunteers working on behalf of the City of Northfield, and prohibits such conduct by or towards 

all such employees/volunteers. Independent contractors, vendors and all other parties, engaged in 

a professional business relationship with the City of Northfield are also expected to abide by the 

policy.  In addition, no employee shall be required to withstand behavior from the public which 

violates this policy. Any employee who experiences harassment by a non-employee, or who 

observes harassment of an employee by a non-employee should report such harassment to the 

designated Affirmative Action Officer, to the Mayor, or to any management representative which 

he or she feels most comfortable to relay the problem.  Appropriate action will be taken against 

any non-employee.   

Purpose.  This policy is designed to ensure all employees a work environment free of any type of 

discrimination based upon a protected status, including freedom from sexual harassment. The 

purpose of this policy is to inform employees that harassment based upon a protected status is 

prohibited, to educate employees about harassment based upon a protected status and to provide 

employees with a procedure to bring complaints to management’s attention.  

Provisions.  All employees are expected to avoid any behavior or conduct of a harassing or 

discriminatory nature. The City of Northfield prohibits any form of harassment or discrimination 

related to an employee's protected group status, including race, creed, color, national origin, 

ancestry, religion, age, marital status, civil union status, domestic partnership status, affectional or 

sexual orientation, familial status, genetic information, sex, gender identity or expression, 

disability (including perceived disability, physical, mental, and/or intellectual disabilities), 
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atypical hereditary cellular or blood trait, or because of the liability for service in the Armed Forces 

of the United States, veteran status, citizenship status, or any other group status protected by law. 

Harassment includes, but is not limited to:  

A. Treating an individual less favorably based on a person’s protected group status;  

B. Using derogatory or demeaning slurs to refer to a person’s protected group status;  

C. Calling another by an unwanted nickname which refers to one or more protected group statuses, 

or telling ethnic jokes that harass an employee or create a hostile work environment;  

D. Using derogatory references regarding a protected group status in any job-related 

communication;  

E. Engaging in threatening, intimidating, or hostile acts, in the workplace, based on a protected 

group status; or  

F. Displaying or distributing material in the workplace that contains language or derogatory or 

demeaning images, based on any protected group status.  

Any form of harassment or discrimination related to an employee’s protected group status violates 

this policy.  

This policy applies to all employment practices such as recruitment, selection, hiring, training, 

promotion, transfer, assignment, layoff, return from layoff, termination, compensation, fringe 

benefits, working conditions and career development.  

Violations of this policy will result in appropriate disciplinary action up to and including 

termination of employment.  

Sexual Harassment.  It is the City’s policy to prohibit sexual harassment of an employee by another 

employee, management representative, supplier, volunteer, or business invitee. The City of 

Northfield prohibits sexual harassment from occurring in the workplace or at any other location at 

which City sponsored activity takes place.  Sexual harassment of non-employees by our employees 

is also prohibited.  The purpose of this policy is not to regulate personal morality or to encroach 

upon one’s personal life, but to demonstrate a strong commitment to maintaining a workplace free 

of sexual harassment.  The City of Northfield prohibits sexual harassment by its employees in any 

form.  Such conduct shall result in appropriate disciplinary action up to and including immediate 

dismissal from employment.  



12 

 

A. Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, sexually 

motivated physical conduct or other verbal or physical conduct, gestures or communications, 

expressed or implied, of a sexual nature when:  

(1) Submission to that conduct or communication is made a term or condition, either explicitly or 

implicitly, of obtaining or retaining employment; or  

(2) Submission to or rejection of that conduct or communication by an individual is used as a factor 

in decisions affecting that individual's employment, or  

(3) That conduct or communication has the purpose or effect of substantially or unreasonably 

interfering with an individual's employment, or creating an intimidating hostile or offensive 

employment environment.  

B. Prohibited Conduct:  No supervisory employee shall threaten or insinuate either directly or 

indirectly, that an employee's refusal to submit to sexual advances will adversely affect the 

employee’s continued employment, evaluation, compensation, assignment, advancement, or any 

other condition of employment.  Similarly, no supervisory employee shall promise or suggest 

either directly or indirectly, that an employee's submission to sexual advances will result in any 

improvement in any term or condition of employment for the employee.  

Other sexually harassing conduct in the workplace, whether committed by supervisory or non-

supervisory personnel is also prohibited.  This includes, but shall not be limited to:  

(1) Sexual flirtations, advances, propositions, subtle pressure for sexual activity, flirtatious 

whistling, discussing sexual activities;  

(2) Verbal abuse of a sexual nature including sexually oriented "kidding" or "teasing," "practical 

jokes," jokes about gender-specific traits, and foul or obscene language or gestures;  

(3) The display of sexually graphic pictures or pictures of an offensive nature, or objects in the 

workplace, including sexually suggestive written material such as letters, notes, facsimiles, text 

messages and e-mails;  

(4) Any unwelcome sexually motivated touching, including, for example, patting, pinching, 

hugging, cornering, blocking or impeding movement and repeated brushing against another 

employee's body.  

Sexual harassment also occurs when one person harasses another solely because of the victim's 

gender.  This type of sexual harassment may involve unwelcome sexual demands or overtures, but 

it may also take the form of other harassing conduct not necessarily sexual in nature.  For example, 

this would include gender stereotyping such as comments about the lesser abilities, capacities, or 
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the "proper role" of females.  It also includes subjecting a woman or a man to non-sexual 

harassment solely because of her or his gender.  Sexual harassment is prohibited whether the 

harasser is male or female, and whether the harassment is opposite sex or same-sex harassment.  

Complaint Procedure.  Any employee who feels he or she has been subject to harassment should 

report the incident directly to the designated Affirmative Action Officer. The designated 

Affirmative Action Officer will ask the employee to complete a Harassment Complaint Form.  

Employees, however, are not required to complete the complaint form to initiate a harassment 

complaint under this policy.  

Alternatively, any employee who feels he or she has been subject to harassment should report the 

incident directly to the Mayor of the City of Northfield. The Mayor will ask the employee to 

complete a Harassment Complaint Form.  Employees, however, are not required to complete the 

complaint form to initiate a harassment complaint under this policy.  The names and telephone 

numbers of the designated Affirmative Action Officer and Chief Administrative Officer are 

contained in the Contact Information attached to this policy.   

Any individual uncomfortable reporting an incident to the designated Affirmative Action Officer 

and/or Mayor should feel free to go to any management representative which he or she feels most 

comfortable to relay the problem.  When any management representative learns of a violation of 

this policy, the management representative shall assist the victim in reporting the alleged 

incident(s) of harassment.   

All City of Northfield employees should notify the alleged harasser that the behavior in question 

is thought to be offensive and unwelcome.  However, failure to inform the alleged harasser that 

the behavior is unwelcome does not prevent the victim from filing a complaint pursuant to this 

policy.  The harassment or discrimination does not have to occur on the City of Northfield’s 

property during regular work hours for an employee to file a complaint under this policy.  

Notification of appropriate personnel of any harassment problem is essential to the success of this 

policy and the City generally.  The City of Northfield cannot resolve a harassment problem unless 

it knows about it. The City of Northfield strongly encourages employees who witness conduct 

which they believe violates the City of Northfield’s Policy Against Harassment to report the 

violation pursuant to this complaint procedure.  The City of Northfield encourages the prompt 

reporting of complaints so that rapid response and appropriate action may be taken.  Any complaint 

should be reported within sixty (60) days to be considered current.  Nevertheless, due to the 

sensitive nature of these problems, all complaints will be investigated, regardless of when they are 

filed.  

Investigation Procedure.  The City of Northfield shall conduct an investigation into the harassment 

complaint to determine the merits of the allegations.  The designated Affirmative Action Officer 
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and/or Mayor shall designate an objective investigator to determine the validity of any complaint.  

The objective investigator may include any third party deemed appropriate.  

The investigation shall be completed in a reasonable time to resolve the issue and minimize the 

effects of such investigation on the parties involved.  The investigation will, at a minimum, include 

an interview with the employee bringing the complaint and the accused.   

If the City of Northfield determines that the complaint has merit, the accused shall face appropriate 

disciplinary action based upon the severity of the complaint and any prior history of past charges 

against the individual.  Disciplinary action may include a written warning, suspension, demotion, 

and/or termination of employment.  Any disciplinary action shall be consistent with applicable 

collective bargaining agreements, regulations and applicable due process safeguards.  Upon 

completion of the investigation, the entire file shall be maintained in a secure location with the 

City of Northfield.  

In the event that the City of Northfield determines the complaint to be intentionally dishonest, 

appropriate disciplinary action may be taken against the employee who caused the complaint to be 

filed.  

Privacy.  To the extent possible, all persons involved in a harassment complaint will be given the 

utmost protection of privacy.  Specifically, the City of Northfield will strive, both during and after 

the investigation, to maintain confidentiality to the fullest extent possible, including confidentiality 

of the identities of all persons involved or alleged to be involved in the incident, revealing only 

those particulars of the matter to the extent necessary for a thorough investigation.  Any employee 

who unnecessarily compromises the confidentiality of an investigation will be subject to 

appropriate discipline.  

Responsibility of Supervisory Personnel.  Supervisors are to monitor the work environment to 

ensure that all subordinates comply with this Policy Against Harassment.  When a supervisor 

learns of a violation of this policy, the supervisor shall assist the victim in reporting the alleged 

incident(s) of harassment.  

Alternatively, the supervisor shall report the matter to the designated Affirmative Action Officer 

and/or Chief Administrative Officer for resolution.  

Retaliation Prohibited.  The City of Northfield encourages victims of harassment to bring their 

complaints to management by ensuring that no reprisals or retaliation will result from the good 

faith reporting of harassment.  The filing of a complaint, in good faith, shall not, under any 

circumstances provide cause for discipline.  Additionally, it is a violation of this policy for any 

personnel to retaliate against another because he or she filed a complaint or otherwise participated 

in the complaint procedure.  
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Any supervisor who receives a harassment complaint from any employee must bring it to the 

attention of the designated Affirmative Action Officer and/or Mayor.  Supervisors shall closely 

monitor the work environment for any forms of retaliation once an allegation has been made.  This 

will include but not be limited to verbal remarks, irregular assignments or any other activity that 

may contribute to a hostile work environment.  

Legal Effect.  This Policy Against Harassment is to be construed as a unilateral expression of the 

policy of the City of Northfield concerning harassment in the workplace.  It is not intended to 

create any contractual rights or duties and any such intention or effect is hereby disclaimed. This 

policy may be amended, supplemented, modified and/or revised at any time.  Any employee with 

questions regarding the City of Northfield's Policy Against Harassment should contact the 

designated Affirmative Action Officer and/or Chief Administrative Officer.  

Training.  The City of Northfield recognizes the need to reinforce its policies with effective 

training. Training is to be provided to all supervisory and non-supervisory employees. Ultimately, 

the goal of effective training is to build a culture in which all employees feel safe. Training may 

be conducted in person or through electronic means. To the extent economically and operationally 

feasible, training should be conducted live whenever possible. Training should empower 

participants to intervene appropriately when they witness harassment or discrimination. This 

means not only training participants on the requirements of the policy prohibiting harassment and 

discrimination, but also training participants on tools for response and lodging complaints. 

Training should emphasize the negative impact of harassment and discrimination on employees, 

workplace productivity, workplace culture, and encouraging those employees who either 

experience harassment/discrimination or witness it to report it. 

Monitor for Compliance. The City of Northfield acknowledges the importance of ensuring that the 

City of Northfield’s policies and procedures are actually working as intended to prevent sexual 

harassment and other forms of discrimination from occurring in the workplace. It is the expectation 

of the City of Northfield that all supervisors shall enforce anti-harassment policies and that setting 

the proper example is part of their job description and part of the evaluation of their job 

performance. The City of Northfield will engage in proactive efforts to monitor and ensure 

compliance with its policies within their workplaces. 

Contact Information 

AFFIRMATIVE ACTION OFFICER, MUNICIPAL CLERK, 609-641-2832 X 123 
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POLICY PROHIBITING WORKPLACE VIOLENCE 

The City of Northfield has adopted this Zero Tolerance Policy for workplace violence because it 

recognizes that workplace violence is a growing problem nationally that needs to be addressed by 

all employers.  Consistent with this policy, acts or threats of physical violence, including 

intimidation, harassment, and/or coercion which involve or affect the City of Northfield, its 

employees or which occur on the City of Northfield’s property, or at City of Northfield events, or 

under other circumstances that may negatively affect the City of Northfield’s ability to conduct 

business will not be tolerated.  

Threats or Acts of Violence Defined.  “Threats or acts of violence” include conduct against persons 

or property that is sufficiently severe, offensive, or intimidating to alter the employment conditions 

with the City of Northfield, or to create a hostile, abusive, or intimidating work environment for 

one or more employees.  

Examples of Workplace Violence.  General examples of prohibited workplace violence include, 

but are not limited to, the following:  

All threats or acts of violence occurring on City of Northfield property, regardless of the 

relationship between the City of Northfield and the parties involved in the incident.  

All threats or acts of violence not occurring on City of Northfield property but involving someone 

who is acting in the capacity of a representative of the City of Northfield.  

All threats and acts of violence not occurring on City of Northfield property involving an employee 

of the City of Northfield if the threats or acts of violence affect the legitimate interest of the City 

of Northfield.   

Any threats or acts resulting in the conviction of an employee or agent of the City of Northfield, 

or of an individual performing services on the City of Northfield’s behalf on a contract or 

temporary basis, under any criminal code provision relating to threats or acts of violence that 

adversely affect the legitimate interests and goals of the City of Northfield.  

Specific Examples of Prohibited Conduct.  Specific examples of conduct which may be considered 

“threats or acts of violence” prohibited under this policy include, but are not limited to:  

Hitting, fighting, pushing, or shoving an individual or throwing objects;  

Threatening to harm an individual or his/her family, friends, associates, or their property;  
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The intentional destruction or threat of destruction of property owned, operated, or controlled by 

the City of Northfield;  

Making harassing or threatening telephone calls, letters or other forms of written or electronic 

communications;  

Intimidating or attempting to coerce an employee to do wrongful acts that would affect the business 

interests of the City of Northfield;  

Harassing surveillance, also known as “stalking,” the willful, malicious and repeated following of 

another person and making a credible threat with intent to place the other person in reasonable fear 

of his or her safety;  

Making a suggestion or otherwise intimating that an act to injure persons or property is 

“appropriate,” without regard to the location where such suggestion or intimation occurs;  

Unauthorized possession or inappropriate use of firearms, weapons, or any other dangerous 

devices on City of Northfield property.  

While employees of the City of Northfield may be required as a condition of their work assignment 

to possess firearms, weapons or other dangerous devices, or permitted to carry them as authorized 

by law, employees are to use them only in accordance with departmental operating procedures and 

all applicable State and Federal laws.  

Application of Prohibition.  The City of Northfield’s prohibition against threats and acts of 

violence applies to all persons involved in the City of Northfield’s operation, including but not 

limited to City of Northfield personnel, volunteer, contract and temporary workers, and anyone 

else on City of Northfield property.  Violation of this policy by any individual on City of Northfield 

property, by any individual acting as a representative of the City of Northfield while not on City 

of Northfield property, or any individual acting off of the City of Northfield property when his or 

her actions affect the public interest or the City of Northfield’s business interests will be followed 

by legal action, as appropriate. Violation by an employee of any provision of this policy may lead 

to disciplinary action up to and including termination.  

Procedures for Dealing with Acts of Workplace Violence.  When a violent act occurs in the 

workplace: If a violent act or altercation constitutes an emergency, call 9-1-1 or the local police 

department.  In instances that are not emergency situations, contact your Department Head or the 

Municipal Clerk’s Office.  If possible, separate the parties involved in the violent altercation.  If 

the parties cannot be separated, or if it would be too dangerous for the employee to separate the 

parties, call 9-1-1 or the local police department, and contact your Department Head or the 

Municipal Clerk’s Office.  The Department Head will contact the Municipal Clerk’s Office, who 

will take responsibility for coordinating a response to the incident.   



18 

 

In instances that involve criminal situations, the designated human resources official will contact 

the appropriate local police department for assessment, and if necessary, a criminal investigation.   

Employee Reporting Obligations and Procedure.  Each employee and every person on City of 

Northfield property is encouraged to report incidents or threats or acts of physical violence of 

which he or she is aware.  In cases where the reporting individual is not an employee, the report 

should be made to the local police department.  In cases where the reporting individual is an 

employee, the report should be made to the employee’s Department Head or the designated human 

resources official.  Each Department Head shall promptly refer any such incident to the Municipal 

Clerks’ Office.  

The City of Northfield will promptly and thoroughly investigate all reports of threats of (or actual) 

violence and/or suspicious individuals or activities.  Any individual determined to be responsible 

for conduct in violation of this policy will be subjected to disciplinary action up to and including 

termination of employment, arrest and prosecution.  

Nothing in the policy alters any other reporting obligation established in the City of Northfield’s 

policies or in state, federal or other applicable law.  

Confidentiality and Retaliation.  This policy prohibits retaliation against any employee who, in 

good faith, reports a violation of this policy.  Every effort to the extent practicable will be made to 

protect the safety and identity of anyone who comes forward with concerns about a threat or act 

of violence.  Employees shall refer any questions regarding his or her rights and obligations under 

the policy to the Municipal Clerk’s Office. 

 

WHISTLEBLOWER POLICY 

As a matter of policy, the City of Northfield abides by all federal, state, and local laws, rules, and 

regulations applicable to it and has all its employees do the same.  Every employee is responsible 

for assisting the City of Northfield to implement this policy.  

Under the New Jersey Conscientious Employee Protection Act (“CEPA”), N.J.S.A. 34:19-1, it is 

unlawful for an employer to discharge, suspend, demote, or take other action against an employee 

because they disclose a policy or practice they reasonably believe is a violation of law, rule, or 

regulation pursuant to law.  CEPA also protects employees who provide information to a public 

body conducting an investigation into a violation of a law or rule, or if an employee refuses to 

participate in any activity that the employee believes is in violation of a law, is fraudulent or 

criminal, or is against public policy concerning public health, safety or welfare.   Reprisals against 
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anyone who makes a complaint under this policy will not be tolerated and violators of the policy 

will be subject to discipline, up to and including termination, and may be subject to any other 

liability authorized under applicable law.  This right shall be communicated to all employees in an 

annual letter outlining the specific employee complaint procedure and in a posted notice. In the 

ordinary course, a violation of this policy should be reported to an employee's Department Head 

in writing, signed by the employee.  If that is not practical or if that action is taken but does not 

prevent or correct the perceived violations, the employee is to deliver a written statement, signed 

and dated to the designated human resources official.  The written statement should detail the 

specific information the employee possesses so that the City of Northfield may undertake an 

investigation.  

The City of Northfield or any of its employees will not retaliate against any employee who makes 

a good faith report pursuant to this policy, even if an investigation reveals that no violation 

occurred.  More specifically, neither the City of Northfield nor any of its employees will take any 

retaliatory action or tolerate any reprisal against an employee who:  

Discloses, or threatens to disclose, to a supervisor or to a public body an activity, policy or practice 

of the City of Northfield or another City of Northfield, with whom there is a business relationship, 

that the employee reasonably believes is in violation of a law, or a rule or regulation issued under 

the law, or, in the case of an employee who is a licensed or certified health care professional, 

reasonably believes constitutes improper quality of patient care;  

Provides information to, or testifies before, any public body conducting an investigation, hearing 

or inquiry into any violation of law, or a rule or regulation issued under the law by the City of 

Northfield or another City of Northfield, with whom there is a business relationship, or, in the case 

of an employee who is a licensed or certified health care professional, provides information to, or 

testifies before, any public body conducting an investigation, hearing or inquiry into quality of 

patient care;  

Provides information involving deception of, or misrepresentation to, any shareholder, investor, 

client, patient, customer, employee, former employee, retiree or pensioner of the City of Northfield 

or any government entity;  

Provides information regarding any perceived criminal or fraudulent activity, policy or practice of 

deception or misrepresentation which the employee reasonably believes may defraud any 

shareholder, investor, client, patient, customer, employee, former employee, retiree or pensioner 

of the City of Northfield or any governmental entity.  

Objects to, or refuses to participate in, any activity, policy or practice which the employee 

reasonably believes: (1) is in violation of a law, or a rule or regulation issued under the law or, if 

the employee is a licensed or certified health care professional, constitutes improper quality of 

patient care; (2) is fraudulent or criminal; or (3) is incompatible with a clear mandate of public 
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policy concerning the public health, safety or welfare or protection of the environment.  See 

N.J.S.A. 34:19-3.  

Disclosure to the City of Northfield first, however, is not required where (1) the employee is 

reasonably certain that the violation is known to one or more officials; (2) where the employee 

reasonably fears physical harm; or (3) the situation is emergent in nature.  The employee must give 

the City of Northfield a reasonable opportunity to correct the activity, policy or practice.  It is the 

City of Northfield's responsibility to correct or prevent such violations.  This is a legal obligation 

and a practical necessity.  A violation can taint the credibility of the City of Northfield and cause 

the City of Northfield and its employees to be subjected to adverse publicity leading to public 

distrust.   

This policy is important to the City of Northfield.  Each employee should seek to resolve any 

problem within City of Northfield channels before reporting it to any outside person or entity. 
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SECTION TWO: EMPLOYEE BENEFITS 

 

TYPES OF EMPLOYEES: 

The types of City employees are: 

1. Probationary Employee: An employee on a trial status during the initial period of 

employment. 

2. Regular Full-Time Employee: An employee who has successfully completed the 

probationary period, is assigned to a position which is expected to continue for an indefinite 

duration, and works as assigned per year. 

3. Part-Time Employee: An employee hired on a weekly schedule basis of twenty-nine (29) 

or fewer hours per week and paid only for hours actually worked. “Part-Time Employees” 

shall not be eligible for City benefits.   

4. Temporary Employee: An employee hired for a specific period of time. A temporary 

employee is not eligible for City benefits. Temporary employees required to work on a 

designated holiday shall be paid compensation for hours worked, which will be paid at the 

regular rate of compensation and in accordance with the applicable wage and hour laws. 

5. Seasonal Employee: An employee whose work assignment is limited in duration to a 

specific seasonal time of year. Seasonal employees required to work on a designated 

holiday shall be paid compensation for hours worked, which will be paid at the regular rate 

of compensation. A seasonal employee is not eligible for City benefits. 

 

COMPENSATION 

The City of Northfield will pay its employees in accordance with the provisions of applicable 
collective bargaining agreements, ordinances, and in compliance with the Fair Labor Standards 
Act (“FLSA”) and the New Jersey Wage and Hour Law.   

Unless otherwise specified by collective bargaining agreement, employees are paid every two 

weeks, with overtime being held back for 1 pay period in order to compute payment of the amount 

due.  
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The City of Northfield will not accept responsibility for any employee’s personal finances.  The City will 

acknowledge judgments against an employee’s pay, but will not act as a mediator between the employee 

and creditors. 

The Finance Department shall compute earnings as well as deductions. Changes in rate, position, and status 

shall be supported by a resolution of City Council or by a memo from the Department Head or Council 

Chair and must be in accordance with the terms of the applicable collective bargaining agreement. 

Direct deposit is mandatory. City employees are paid every other Friday. If a pay falls on a holiday, 
the day of pay shall be the last working day proceeding the normal pay day. Non-exempt 
employees will have their wages and salaries calculated on an hourly basis. Paychecks are 
distributed to elected officials monthly. 

Paychecks shall be distributed to the employee’s Department Head unless other arrangements have been 

pre-approved. An employee’s paycheck may be released to an employee’s spouse, designated family 

member or another person ONLY if authorized in writing by the employee.  

Employees are not entitled to retroactive pay increases if an employee separates employment, 
voluntarily or involuntarily, from the employ of the City of Northfield prior to the retroactive 
payment, unless otherwise stated in the applicable collective bargaining agreement.   

 

OVERTIME 

The City of Northfield complies with all applicable federal and state laws with regard to payment 

of overtime work, including the New Jersey Wage and Hour Law and the federal Fair Labor 

Standards Act.  

Exempt Employees.  Under the Federal Fair Labor Standards Act, certain employees in 

managerial, supervisory, administrative, computer or professional positions are exempt from the 

provisions of the Act..  The Municipal Clerk shall notify all Exempt employees of their status 

under the Act.  Exempt employees are not eligible to receive overtime compensation and are 

required to work the normal workweek and any additional hours needed to fulfill their 

responsibilities.  Time off consideration for large amounts of additional hours may be provided 

with the Mayor or Chief Administrative Officer’s prior approval and at the sole discretion of the 

Mayor or Chief Administrative Officer.   

Non-Exempt Employees.  All other employees are classified as Non-Exempt and are subject to the 

provisions of the Act. Depending on work needs, Non-Exempt employees may be required to work 

overtime.  Non-Exempt employees are not permitted to work overtime unless the overtime is 

budgeted and approved by the Department Head and the Mayor or designee.  Non-Exempt 

employees working overtime without prior approval will be subject to disciplinary action. 


