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Ordinance Number 02-2012 
An Ordinance to Amend the Staff Handbook for the City of Lambertville 

 

 

WHEREAS, Mayor and Council have reviewed the Staff Handbook and made amendments to reflect the 

recent changes in the Statutes of the State of New Jersey, and 

 

WHEREAS, this handbook is not a promise of employment, and 

 

WHEREAS, the City Attorney has reviewed the handbook, and 

 

WHEREAS, the additions to the handbook are by recommendation of the insurance company, and 

 

WHEREAS, a copy of this handbook will be provided to the employees of the City of Lambertville on 

an annual basis. 

 

NOW THEREFORE BE IT RESOLVED by Mayor and Council of the City of Lambertville in the 

County of Hunterdon in the State of New Jersey, that the Staff Handbook for the City of Lambertville 

was approved for first reading on January 17, 2012, was the subject of a public hearing on February 21, 

2012, and was finally adopted 20 days after the notice of adoption was printed in the Beacon. 

 

INTRODUCTION: January 17, 2012 

PUBLIC HEARING:  February 21, 2012 

FINAL ADOPTION: March 21, 2012
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18 York Street 

Lambertville, NJ  08530 

609-397-0110 

 

2012 
 

 
 

Welcome new employee! 

 

On behalf of your colleagues, I welcome you to our organization and wish you every success here. 

 

We believe that each employee contributes directly to the organization’s growth and success, and we 

hope you will take pride in being a member of our team. 

 

This handbook was developed to describe some of the expectations of our employees and to outline the 

policies, programs, and benefits available to eligible employees.  Employees should familiarize 

themselves with the contents of the employee handbook as soon as possible, for it will answer many 

questions about employment with the City of Lambertville. 

 

This was adopted by the Mayor and City Council at their meeting of August 21, 1995.  It is intended that 

this be a permanent document.  Any changes will be presented to the Mayor and City Council and 

adopted at a regular meeting.  After adoption a copy will be forwarded to each employee to be 

incorporated into their copy. 

 

The City of Lambertville also recognizes PBA #343.  This handbook is intended to supplement the 

terms and conditions of employment contained in those agreements.  It is not to be interpreted as a 

binding contract.  If you are covered by either of these agreements, please become familiar with the 

terms contained therein. 

 

We hope that your experience here will be challenging, enjoyable, and rewarding.  Again, welcome! 

 

Sincerely, 

 

Mayor and City Council 

INTRODUCED: January 17, 2012 

PUBLIC HEARING: February 21, 2012 

FINAL ADOPTION: March 21, 2012 
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DISCLAIMER 
 

The City wishes to make it perfectly clear to all employees that there are no promises contained in the 

handbook.  Regardless of the language contained herein, the City promises nothing and remains free to 

change wages and all other working conditions and benefits, unless otherwise provided by law, without 

having to consult anyone and without anyone’s agreement.  Further, the City again, unless otherwise 

provided by law, continues to have the absolute power to terminate any employee with or without good 

cause. 

 

EMPLOYMENT ACKNOWLEDGEMENT FORM 
 

The employee handbook describes important information about this organization, and I understand that I 

should consult my Supervisor regarding any questions not answered in this handbook. 

 

Since the information, policies, and benefits described here are necessarily subject to change, I 

acknowledge that revisions to the handbook may occur.  All such changes will be communicated 

through official notices, and I understand that revised information may supersede, modify or eliminate 

existing policies.  Only the Mayor and City Council have the ability to adopt any revisions to the 

policies in this handbook. 

 

I have entered into my employment relationship with this organization voluntarily and acknowledge that 

there is no specified length of employment unless granted by New Jersey Statute.  Accordingly, either I 

or the organization can terminate the relationship without cause, at any time. 

 

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal 

document.  I have received the handbook, and I understand that it is my responsibility to read and 

comply with the policies contained in this handbook and any revision made to it. 

 

 

__________________________________  _________________ 

Employee’s Signature    Date 

 

 

__________________________________ 

Employee’s Name (Typed or Printed) 
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INTRODUCTORY STATEMENT 
 

This handbook is designed to acquaint you with the organization and provide you with information 

about working conditions, employee benefits, and some of the policies affecting your employment.  You 

should read, understand, and comply with all provisions of the handbook.  It describes many of your 

responsibilities as an employee and outlines the programs developed by the employer to benefit 

employees.  One of our objectives is to provide a work environment that is conducive to personal and 

professional growth. 

 

No employee handbook can anticipate every circumstance or question about policy.  As the organization 

continues to grow, the need may arise to change policies described in the handbook.  The employer 

therefore reserves the right to revise, supplement, or rescind any policies or portion of the handbook 

from time to time as it deems appropriate, in its sole and absolute discretion.  Employees will, of course, 

be notified of such changes as they occur. 

 

The State of New Jersey is an at-will employment state and as such, this handbook shall not be 

considered a binding contract.  

 

The objectives of the Mayor and Council of the City of Lambertville in the management of personnel 

matters are as follows: 

 

1. To maintain the high reputation of the government as an employer and to contribute to 

constructive community relations. 

 

2. To maintain a public service of high competence and character. 

 

3. To utilize all personnel wisely and economically. 

 

4. To expect and require employees to do the best work of which they are able; to be loyal and 

conscientious; to present and conduct themselves in a proper manner; and to treat all with whom they 

come in contact with consideration and courtesy. 

 

5. To provide employees with proper supervision, instruction and working conditions so that they 

may render the best possible service. 

 

6. To treat employees, individually and in groups, equitably and fairly; to help them achieve 

personal satisfaction and pride in their work; and to enhance their opportunities for career advancement 

through training and utilization of their abilities. 

 

7. To impress on all employees that at all times they are serving the taxpayers of the City of 

Lambertville. 
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ARTICLE I. NATURE OF EMPLOYMENT 
 

This handbook is intended to provide employees with a general understanding of our personnel policies 

and is not an employment contract or intended to crate contractual obligations of any kind.  Neither the 

employee nor the organization is bound to continue the employment relationship if either chooses, at its 

will, to end the relationship at any time.  Employees are encouraged to familiarize themselves with the 

contents of this handbook, for it will answer many common questions concerning employment with this 

organization. 

 

In order to retain necessary flexibility in the administration of policies and procedures, the employer 

reserves the right to change, revise, or eliminate any of the policies and/or benefits described in this 

handbook.  The only recognized deviations from the stated polices are those authorized and signed by 

the chief executive officer of this organization. 

 

I) AMERICANS WITH DISABILITIES ACT POLICY 
 

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

Law Against Discrimination, the City of Lambertville does not discriminate based on disability. The 

City of Lambertville 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 of Lambertville 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. 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. 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 of Lambertville. 

 

The City of Lambertville and its employees shall engage in and interactive dialogue with disabled 

employees and prospective employees to identify reasonable accommodations. All decisions with regard 

to reasonable accommodation shall be made by the City of Lambertville and its employees. Employees 

who are assigned to a new position as a reasonable accommodation will receive the salary for their 

position. The Americans with Disabilities Act does not require the City of Lambertville to offer 

permanent “light duty”, relocate essential job functions, or provide personal use items such as 

eyeglasses, hearing aids, wheelchairs, etc. 

 

Employees should also offer assistance, to the extent possible, to any member of the public who requests 

or needs an accommodation when visiting the facilities of the City of Lambertville. Any questions 

concern proper assistance should be directed to the Mayor and or his designee. 
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II) EMPLOYEE RELATIONS 
 

The employer believes that the work conditions, wages, and benefits it offers to its employees are 

competitive with those offered by other employers in this area and in government service.  If employees 

have concerns about work conditions or compensation, they are strongly encouraged to voice these 

concerns openly and directly to their supervisors. 

 

Our experience has shown that when employees deal openly and directly with supervisors, the work 

environment can be excellent, communications can be clear, and attitudes can be positive.  We believe 

that the organization amply demonstrates its commitment to employees by responding effectively to 

employee concerns. 

 

III) EQUAL EMPLOYMENT OPPORTUNITY 
 

It is the policy of this organization that employment decisions shall be based on merit, qualifications, 

and competence.  Except where required or permitted by law, employment practices shall not be 

influenced or affected by virtue of an applicant’s or employee’s race, color, religion, sex, national origin, 

age, or any other characteristic protected by law.  In addition, it is the employer’s police to provide an 

environment that is free of unlawful harassment of any king, including that which is sexual, age-related, 

or ethnic.  This policy governs all aspects of employment, promotion, assignment, discharge, and other 

terms and conditions of employment. 

 

The City will employ no one less than 14 years of age.  Persons aged 14 to 17 may be employed only in 

positions that do not involve hazardous work or involve operating power driven-equipment.  Parental 

permission must be established and working papers must be obtained. 

 

IV) HIRING OF RELATIVES 
 

It is well accepted that employment of relatives in the same area of an organization can cause serious 

conflicts and problems with favoritism and employee morale.  In these circumstances, all parties, 

including supervisors, leave themselves open to charges of inequitable consideration in decisions 

concerning work assignments, transfer opportunities, time-off privileges, training and development 

opportunities, performance evaluations, promotions, demotions, disciplinary actions and discharge. 

 

In addition to claims of partiality in treatment at work, personal conflicts from outside the work 

environment can be carried into day-to-day working relationships. 

 

It is this organization’s policy that relatives of persons currently employed by the organization may be 

hired only if they will not be working directly for or supervising a relative or will not occupy a position 

in the same line of authority within the organization. 

 

If already employed, they cannot be transferred into such a reporting relationship.  If the relative 

relationship is established after employment, the individuals concerned will decide who is to be 

transferred.  If that decision is not made within 30 calendar days, management will decide. 
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In other cases where a conflict or the potential for conflict arises, even if there is no supervisory 

relationship involved, the parties may be separated by reassignment or terminated from employment. 

 

For the purposes of this policy, a relative is defined to include spouses, parents, children, brothers, 

sisters, brothers-in-law and sisters-in-law, fathers-in-law and mothers-in-law, stepparents, stepbrothers, 

stepsisters, and stepchildren.  This policy also applies to individuals who are not legally related but who 

reside with another employee. 

 

V)  PRE-EMPLOYMENT PHYSICAL EXAMINATIONS 
 

After a full-time job offer is extended and before beginning work, each Public Works employee must 

undergo a pre-employment physical examination performed at the employer’s expense by a physician at 

the Phillips-Barber Family Health Center. 

 

Offers of employment and assignment to job duties are contingent upon satisfactory completion of the 

physical examination. 

 

VI) IMMIGRATION LAW COMPLIANCE 
 

This organization complies with the Immigration Reform and Control Act of 1986 and is committed to 

employing only United States citizens and aliens who are authorized to work in the United States. 

 

As a condition of employment, each new employee prior to assuming their duties must properly 

complete, sign, and date the first section of the Immigration Naturalization Service Form I-9.  Before 

commencing work, newly rehired employees must also complete the form if they have not previously 

filed, an I-9 is more than three years old, or if their previous I-9 is no longer valid. 

 

VII)  CONFLICTS OF INTEREST 
 

Employees have an obligation to conduct business within guidelines that prohibit actual or potential 

conflicts of interest.  This policy establishes only the framework within which the employer wishes the 

business to operate.  The purpose of these guidelines is to provide general direction so that employees 

can seek further clarification on issues related to the subject of acceptable standards of operation. 

 

An actual or potential conflict of interest occurs when an employee is in a position to influence a 

decision that may result in a personal gain for that employee or for a relative as a result of this 

organization’s business dealings.  For the purposes of this policy, a relative is any person who is related 

by blood or marriage, or whose relationship with the employee is similar to that of persons who are 

related by blood or marriage, civil union or domestic partners. 

 

No “presumption of guilt” is created by the mere existence of a relationship with outside firms.  

However, if an employee has any influence on transactions involving purchases, contracts, or leases, it is 

imperative that he or she disclose to the City Clerk in writing as soon as possible the existence of any 

actual or potential conflict of interest so that safeguards can be established to protect all parties. 
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Personal gain may result not only in cases where an employee or relative has a significant ownership in 

a firm with which this organization does business but also when an employee or relative receives any 

kickback, bribe, substantial gift, or special consideration as a result of any transaction or business 

dealings involving the organization. 

 

The City of Lambertville is chartered under The Faulkner Act and pursuant to N.J.S.A. 40:69A-163 “No 

officer or employee elected or appointed in any municipality shall be interested directly or indirectly in 

any contract or job for work or materials, or the profits thereof, to be furnished or performed for the 

municipality…” 

 

The materials, products, designs, plans, ideas, and data of this organization are the property of the 

employer and should never be given to an outside firm or individual except through normal channels and 

with appropriate authorization.  Any improper transfer of material or disclosure of information, even 

though it is not apparent that an employee has personally gained by such action, constitutes unacceptable 

conduct.  Any employee who participates in such a practice will be subject to disciplinary action, up to 

and including possible discharge. 

 

VIII) OUTSIDE EMPLOYMENT 
 

The City requires all employees who wish to seek part time employment to file a notice with their 

immediate supervisor prior to the acceptance of the position. Employees may hold outside jobs as long 

as they meet the performance standards of their job with this organization.  Employees should consider 

the impact that outside employment may have on their health and physical endurance.  All employees 

will be judged by the same performance standards and will be subject to the employer’s scheduling 

demands, regardless of any existing outside work requirements. 

 

If the employer determines that an employee’s outside work interferes with performance or the ability to 

meet the requirements of this organization as they are modified from time to time, the employee may be 

asked to terminate the outside employment if he or she wishes to remain with this organization. 

 

Outside employment that constitutes a conflict of interest is prohibited.  Employees may not receive any 

income or material gain from individuals outside the organization for materials produced or services 

rendered while performing their jobs. 

 

Reference: Outside employment is referenced under Timekeeping. 

 

IX) NON-DISCLOSURE 
 

The protection of confidential business information and trade secrets is vital to the interests and the 

success of this organization.  Such confidential information includes but is not limited to the following 

examples: 

 

 Financial information 

 Labor relations strategies 

 Pending projects and proposals 
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Any employee who discloses trade secrets or confidential business information will be subject to 

disciplinary action (including possible discharge), even if he or she does not actually benefit from the 

disclosed information. 
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Article II. EMPLOYMENT CATEGORIES 
 

It is the intent of the employer to clarify the definitions of employment classifications so that employees 

understand their employment status and benefit eligibility.  These classifications do not guarantee 

employment for any specified period of time.  Accordingly, the right to terminate the employment 

relationship at will at any time is retained by both the employee and the employer. 

 

Each employee is designated as either Nonexempt or Exempt from federal and state wage and hour 

laws.  Nonexempt employees are entitled to overtime pay under the specific provisions of federal and 

state laws.  Exempt employees are excluded from specific provisions of federal and state wage and hour 

laws. 

 

In addition to the above categories, each employee, subject to the definition included in the approved 

contracts, will belong to one other employment category: 

 

Regular Full-Time employees are those who are not in a temporary or probationary status and who are 

regularly scheduled to work the organization’s full-time schedule.  Generally, they are eligible for the 

employer’s benefit package, subject to the terms, conditions, and limitations of each benefit program. 

 

Part-Time employees are those who are not assigned to a temporary or probationary status and who are 

schedule to work less than 32.5 hours per week.  While they do receive all legally-mandated benefits 

(such as workers’ compensation and Social Security benefits), they are ineligible for employer’s other 

benefit programs. 

 

Probationary employees are those who performance is being evaluated to determine whether further 

employment in a specific position or with the organization is appropriate.  Employees who satisfactorily 

complete the probationary period will be notified of their new employment classification. 

 

Temporary employees are those who are hired as interim replacements, to temporarily supplement the 

work force, or to assist in the completion of a specific project.  Employment assignments in this 

category are of a limited duration.  Employment beyond any initially stated period does not in any way 

imply a change in employment status.  Temporary employees retain that status unless and until notified 

of a change.  While temporary employees receive all legally-mandated benefits (such as workers’ 

compensation insurance and Social Security), they are ineligible for employer’s other benefit programs. 

 

I)  ACCESS TO PERSONNEL FILES 
 

Personnel files are the property of the employer, and access to the information they contain is restricted.  

Generally, only officials and representatives of the employer who have a legitimate reason to review 

information in a file are allowed to do so.  With reasonable advance notice, an employee may review the 

contents of their personnel folder but not that of other employees.  Any such review shall be done in the 

City Clerk’s office and in the presence of the City Clerk.   

 

Upon request, employees may inspect their own personnel files at a mutually agreeable time on the 

municipality’s premises in the presence of the City Clerk or a designated supervisor. The employee will 

be entitled to see any records used to determine his or her qualification for employment, promotion or 
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wage increases and any records used for disciplinary purposes. Employees may not remove any papers 

from the file. Employees will be allowed to have a copy of any document they have signed relating to 

their obtaining employment. Employees may add to the file their versions of any disputed item. 

 

Personnel files do not contain confidential employee medical information. Any such information that the 

municipality may obtain will be maintained in separate files and treated at all times as confidential 

information. Any such medical information may be disclosed under very limited circumstances in 

accordance with any applicable legal requirements. 

 

The municipality endeavors to maintain the privacy of personnel records. There are limited 

circumstances in which the municipality will release information contained in personnel or medical 

records to persons outside the municipality. These circumstances include: 

 In response to a valid subpoena, court order or order of authorized administrative agency; 

 To an authorized governmental agency as part of an investigation of the municipality’s 

compliance with applicable law; 

 To the municipality’s agents and attorneys, when necessary; 

 In a lawsuit, administrative proceeding, grievance or arbitration in which the employee and the 

municipality are parties; 

 In a workers’ compensation proceeding;  

 To administer benefits plans; 

 To an authorized health care provider; 

 To first aid or safety personnel, when necessary; and 

 To a potential future employer or other person requesting a verification of your employment as 

described in the following section titled: “Requests for Employment Verification and Reference 

Procedure.” 

 

II) EMPLOYMENT REFERENCE CHECKS 
 

To ensure that individuals who join the organization are well qualified and have a strong potential to be 

productive and successful, it is the policy of the employer to check the employment references of all 

applicants. 

 

The Executive Offices will respond in writing only to those reference-check inquiries that are submitted 

in writing.  Responses to such inquiries will confirm only dates of employment, wage rates, and 

position(s) held.  No employment data will be released without a written authorization and release 

signed by the individual who is the subject of the inquiry. 

 

III)  PERSONNEL DATA CHANGES 
 

It is the responsibility of each employee to promptly notify the employer of any changes in personnel 

data.  Personal mailing addresses, telephone numbers, number and names of dependents, individuals to 

be contacted in the event of emergency, educational accomplishments, and other such status reports 

should be accurate and current at all times. 

 

IV)  PROBATIONARY PERIOD 
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The probationary period is intended to give new employees the opportunity to demonstrate their ability 

to achieve a satisfactory level of performance and to determine whether the new position meets their 

expectations.  The employer uses this period to evaluate employee capabilities, work habits, and overall 

performance.  Either the employee or the employer may end the employment relationship at will at any 

time during or after the probationary period, with or without cause or advance notice. 

 

All new and rehired employees work on a probationary basis for the first 90 calendar days after their 

date of hire.  Any significant absence will automatically extend a probationary period by the length of 

the absence.  If the employer determines that the designated probationary period does not allow 

sufficient time to thoroughly evaluate the employee’s performance, the probationary period may be 

extended for a specified period. 

 

In cases of promotions or transfers within the organization, an employee who, in the sole judgment of 

management, is not successful in the new position can be removed from that position at any time during 

the secondary probationary period.  If this occurs, the employee may be allowed to return to his or her 

former job or to a comparable job for which the employee is qualified, depending on the availability of 

such positions and the organization’s needs. 

 

Upon satisfactory completion of the initial probationary period, employees enter the “regular” 

employment classification. 

 

During the initial probationary period, new employees are eligible for those benefits that are required by 

law, such as workers’ compensation insurance and Social Security.  They may also be eligible for other 

employer-provided benefits, subject to the terms and conditions of each benefits program.  Employees 

should read the information for each specific benefit program for the details on eligibility requirements. 

 

Employment status is not changed during the secondary probationary period that result from a 

promotion or transfer within the organization. 

 

V)  EMPLOYMENT APPLICATIONS 
 

The employer relies upon the accuracy of information contained in the employment application, as well 

as the accuracy of other data presented throughout the hiring process and employment.  Any 

misrepresentations, falsifications, or material omissions in any of this information or data may result in 

the employer’s exclusion of the individual from further consideration for employment or, if the person 

has been hired, termination of employment. 

 

VI) PERFORMANCE EVALUATION 
 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an 

informal, day-to-day basis.  Formal performance evaluations are conducted at the end of an employee’s 

initial period in any new position.  This period, known as the probationary period, allows the supervisor 

and the employee to discuss the job responsibilities, standards, and performance requirements of the new 

position.  Additional formal performance review are conducted to provide both supervisors and 



City of Lambertville 

Personnel Handbook 

 

13 | P a g e  

 

employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and 

recognize strengths, and discuss positive, purposeful approaches for meeting goals. 
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ARTICLE III. SALARY AND WAGE ORDINANCE 
 

BE IT ORDAINED by the Mayor and Council of the City of Lambertville, County of Hunterdon, State 

of New Jersey as follows: 

 

SECTION ONE: The following shall be the range of compensation for the officials and employees of 

the City of Lambertville not covered by separate bargaining units: 

 

Police Director $50,000 - $80,000 

Senior Police Administrative Assistant $23,000 - $40,000 

Secretary, Part-time $11.00 - $18.00 per hour 

Crossing Guard $10.00 - $15.00 per hour 

Parking Enforcement Officer, Full Time $12.00 - $20.00 per hour 

Parking Enforcement Officer, Part-time $11.00 - $18.00 per hour 

Class I Special Police Officer $11.00 - $15.00 per hour 

Police Officer, Part-time $12.00 - $45.00 per hour 

Matron $12.00 - $30.00 per hour 

Court Administrator $26,000 - $45,000 

Deputy Court Administrator Part Time $11.00 - $20.00 per hour 

Municipal Court Judge $10,000 - $20,000 

Municipal Court Judge, DWI $110.00 - $150.00 per hour 

Chief Financial Officer/Director of Finance $7,000 - $55,000 or $29 to 60 per hour 

Tax Collector $25,000 - $43,000 

Tax Assessor $20,000 - $35,000 

Tax Assessor, Reassessment work $5,000 - $10,000 

City Council $1,000 - $7,499 

Municipal Clerk $50,000 - $75,000 

Administrative Assistants $20,000 - $35,000 

Bookkeeper $20,000 - $35,000 

Planning Board Administrative Officer $3,000 - $7,000 

Zoning Board Administrative Officer $3,000 - $7,000 

Zoning Officer $4,000 - $8,000 

Construction Code Official $17,000 - $45,000 

Electric Subcode Official $9,000 - $15,000 

Plumbing Subcode Official $4,000 - $20,000 

Fire Subcode Official $4,000 - $13,000 

Fire Prevention Official $10,000 -$18,000 

Sub Code Officials – Hourly Rate $18.00- $40.00 per hour 

Fire Prevention Secretary $10.00 - $18.00 per hour 

Construction Control Person $18,000 - $35,000 

Substitute Official/Inspector $18.00 - $40.00 per hour 

Custodian $11.00 - $20.00 per hour 

Public Works Director $26.00 - $50.00 per hour 

Public Works Foreman $16.00 - $40.00 per hour 

Solid Waste Driver $15.00 - $30.00 per hour 
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Solid Waste Collector $5.15 - $10.00 per hour 

Truck Driver/Labor $14.00 - $25.00 per hour 

Labor $14.00 - $25.00 per hour 

Public Works Operator $15.00 - $30.00 per hour 

Librarian $18.00 - $30.00 per hour 

Children’s Librarian $14.00 – $25.00 per hour 

Library Assistant $7.00 - $20.00 per hour 

Public Assistance Director $7,000 - $30,000  

Animal Control Officer $4,000 - $9,500 

Historic Commission Secretary $250 - $500 

Hourly Rate for Part Time Work $11.00 - $40.00 per hour 

 

WHEREAS, the establishment of a hourly rate is needed for positions that may not fall into a category 

listed above or to compensate an employee for work completed on an Inter Local Agreement, and  

 

WHEREAS, Mayor and Council recognize there is a need from time to time to hire a qualified 

individual to complete a job or tasks within the City of Lambertville. 

 

NOW THERE FORE BE IT RESOLVED that Mayor and Council of the City of Lambertville, in the 

County of Hunterdon, in the State of New Jersey, by way of adoption of the Salary and Wage Ordinance 

for 2011, hereby authorize the Salary and Wage Ordinance for 2011. 

 

Introduced:  January 18, 2011 

Public Hearing and Final Adoption: February 22, 2011 

 

PUBLIC WORKS – Ordinance 2005-22 adopted at the regularly scheduled session of Mayor and 

Council of November 21, 2005. 

 

When a public works employee is required to drive the trash truck or the recycling truck and supervises 

inmates, the employee shall receive the rate of pay as a solid waste driver.  
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ARTICLE IV. EMPLOYEE BENEFITS 
 

QUALIFICATIONS: Hourly employees whose regular workweek is 32.5 hours or more: 

 

I) MEDICAL: Full medical hospitalization coverage through the State Health Benefits Plan pursuant 

to their regulations and Chapter 2, P.L. 2010, Local Unit Health Benefits Programs. 

 

II) FLEXIBLE SPENDING ACCOUNT: The Employees of the City of Lambertville full-time 

employees will be offered a Flexible Spending Account or Section 125 Cafeteria Plan beginning 

January 1, 2012, in accordance with the regulations of Chapter 2, P.L. 2010, Local Unit Health 

Benefits Programs. The annual limit and plans offered to employees will be set by resolution 

adopted by the Governing Body. 

 

II) CO-PAY PRESCRIPTION COVERAGE as administered by the City: limited to payment of the 

first $100.00 of the annual premium per employee. 

 

III) BENEFITS CONTINUATION (COBRA) 
 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 

qualified beneficiaries the opportunity to continue health insurance coverage under the employer’s 

health plan when a “qualifying event” would normally result in the loss of eligibility.  Some common 

qualifying events are resignation, termination of employment, or death of an employee; a reduction in an 

employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent 

child no longer meeting eligibility requirements. 

 

Under COBRA, the employee or beneficiary pays the full cost of coverage at the employer’s group rates 

plus an administration fee. 

 

The employer provides each eligible employee with a written notice describing rights granted under 

COBRA when the employee becomes eligible for coverage under the employer’s health insurance plan.  

The notice contains important information about the employee’s rights and obligations. 

 

 

IV) PERSONAL DAYS: Three personal leave days per year with full salary paid, to be used during the 

calendar year. These shall not be cumulative.  

 

V)  HOLIDAYS: The following holidays with full salary paid: 

New Year's Day   Martin Luther King Day 

Lincoln's Birthday    President's Day 

Good Friday    Memorial Day 

Independence Day    Labor Day 

Columbus Day   Veteran's Day 

Thanksgiving Day   Day after Thanksgiving 

Christmas Day 
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IV) VACATION DAYS: Vacation days with full pay pursuant to the following schedule. 

One-half day per month during the first year of employment. 

Ten days during each of the next two calendar years. 

Twelve days during each of the next two calendar years. 

Fifteen days during each of the next ten calendar years. 

Twenty days each calendar year thereafter.  

 

V) SICK LEAVE BENEFITS –  
Amended with Ordinance 2010-02, adopted at the regularly scheduled session of Mayor and 

Council held on February 16, 2010. 

Amended with S-2220, adopted March 1, 2012 

 

All employees hired before January 1, 1996 will be eligible for payment for unused sick days upon 

retirement, paid pursuant to the following schedule:  

Credit for unused days shall accrue from one year to the next. Upon retirement in good standing, 

payment will be made for unused sick days with the maximum payment being $15,000, subject 

to the following conditions: 

 

1. Prohibit supplemental compensation for sick days that accumulate after the effective date 

of S-2220, or March 1, 2012, and 

2. No new sick days left unused after March 1 2012 would council towards the $15,000, and 

3. The banked sick days would need to be drawn down from first, prior to using newly 

accrued days. 

 

All employees hired after January 1, 1996 will not be eligible for any payment for unused sick days 

upon retirement. 

 

a. One day for each full month of service during the first twelve months of employment. 

b. One and one-quarter days for each full month of employment thereafter. 

 

All employees are prohibited from using six or more consecutive days of accumulated sick leave 

without a written medical note. 

 

An employee who has been indicted for a crime that involves or touches their office requires forfeiture 

of any supplemental compensation if the employee is convicted of said crime. 

 

If an employee opts not to be enrolled in the City’s hospitalization and medical insurance program, the 

City will reimburse the employee, based on SHBP waiver rules, the following: 

 

 Plan Coverage:    Amount: 

 Employee Coverage    $2,000 per year 

 Employee and Child Coverage  $2,700 per year 

 Employee and Spouse Coverage  $4,625 per year 
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 Family Coverage    $4,925 per year 

 

The payment shall be prorated on a bi-weekly basis and paid to the Employee each pay period. The first 

payment is due in the first paycheck, one (1) month after the Employee withdraws from the program or 

opts not to be enrolled and any premium due for the Employee is cancelled. Payments will continue so 

long as the Employee is employed by the City of Lambertville and the Employee is not enrolled in the 

City’s hospitalization and medical insurance benefit program. An Employee opting to resume these 

benefits must comply with the program requirements. 

 

Employees who are out on family leave, extended sick leave or disability, the sick leave benefits will be 

calculated based on the employee’s base pay rate at the time of absence and will not include any special 

forms of compensation, such as incentives, commissions, bonuses, shift differentials or health benefit 

waiver compensation (March 2010). 

 

Any violations of this section would be noted in the employees file and may result in suspension. Upon 

the third violation, the employee may face termination for good cause. 

 

VI) WORKERS’ COMPENSATION INSURANCE 
 

The employer provides a comprehensive workers’ compensation insurance program at no cost to 

employees.  This program covers any injury or illness sustained in the course of employment that 

requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers’ 

compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, 

immediately. 

 

Any employee who sustains a work-related injury or illness should inform his or her supervisor 

immediately.  No matter how minor an on-the-job injury may appear, it is important that it be reported 

immediately.  This will enable an eligible employee to qualify for coverage as quickly as possible. 

 

If the injury to the employee is urgent or life threatening, emergency medical personnel at the scene will 

make the determination as to the appropriate medical facility that the injured employee should be taken 

to for treatment.  As soon as possible, the employee and/or Department Head should submit the incident 

report to the City Clerk.  Any further medical treatment required as a result of the injury will be 

requested by the physician and authorized by the carrier in accordance with the Worker’s Compensation 

Law. 

 

If the injury is of a non-urgent nature, the employee should obtain an initial treatment referral form filled 

out by the Department Head.  The employee should then be referred to Phillips-Barber Family Health 

Center. 

 

Neither the employer nor the insurance carrier will be liable for the payment of workers’ compensation 

benefits for injuries that occur during an employee’s voluntary participation in any off-duty recreational, 

social, or athletic activity sponsored by the employer. 

 

VII)  TIME OFF TO VOTE 
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The employer encourages employees to fulfill their civic responsibilities by voting.  If an employee is 

unable to vote in a statewide election during his or her nonworking hours, the employer will grant up to 

one hour of unpaid time off to vote.  Employees should request time off to vote from their supervisor at 

least two working days prior to election day so that the necessary time off can be scheduled at the 

beginning or end of the work shift, whichever provides the least disruption to the normal work schedule. 

 

VIII)  BEREAVEMENT LEAVE 
 

If an employee wishes to take time off due to the death of an immediate family member, the employee 

should notify his or her supervisor immediately. 

 

Up to five days of paid bereavement leave will be provided to eligible employees in the following 

classification(s): 

 

Regular Full-Time Employees 

 

All full-time employees shall be granted leave with pay upon the death of a member of the family. Each 

leave shall be taken between the day of death and up to and including the third day after the burial based 

upon the following schedule: 

 

a) A maximum of five working days shall be granted for the death of a spouse, life partner, 

grandparent, parent, sibling or child; spouse’s parent, child or sibling or other relative residing 

in the household.  

b) One working day shall be granted for the death of an aunt or uncle. 

 

IX)  JURY DUTY 
 

The employer encourages employees to fulfill their civic responsibilities by serving jury duty, either 

Grand or petit, when required.  Employees who have completed a minimum of 30 calendar days of 

service in an eligible classification may request up to two weeks of paid jury duty leave over any one- 

year period.  Jury duty pay will be calculated on the employee’s base pay rate times the number of hours 

the employee would otherwise have worked on the day of absence.  Employee classifications that 

qualify for paid jury duty leave are: 

 

Regular Full-Time Employees 

 

If an employee is required to serve jury duty beyond the period of paid jury duty leave, he or she may 

use any available paid time off (for example, vacation benefits) or may request an unpaid jury duty leave 

of absence. 

 

Employees must show the jury duty summons to their supervisor as soon as possible so that the 

supervisor may make arrangements to accommodate the employee’s absence.  Of course, the employee 

is expected to report for work whenever the court schedule permits. 

 

Either the employer or the employee may request an excuse from jury duty if, in the employer’s 

judgment, the employee’s absence would create serious operational difficulties. 
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The employer will continue to provide health insurance benefits for the full term of the jury duty 

absence.  Accrual for benefits calculations, such as vacation, sick leave, or holiday benefits, will not be 

affected during unpaid jury duty leave. 

 

X)  WITNESS DUTY 
 

The employer encourages employees to appear in court for witness duty when subpoenaed to do so. 

 

If the employee has been subpoenaed as a witness by the employer, he or she will receive paid time off 

for the entire period of witness duty. 

 

Employees will be granted unpaid time off to appear in court as a witness when requested by a party 

other than the employer.  Employees are free to use any available paid leave benefit (e.g., vacation 

leave) to receive compensation for the period of this absence. 

 

The subpoena should be shown to the employee’s supervisor immediately after it is received so that 

operating requirements can be adjusted, where necessary, to accommodate the employee’s absence.  The 

employee is expected to report for work whenever the court schedule permits. 

 

XI) LIFE INSURANCE 
 

Group Life Insurance is provided by the Police and Firemen’s Retirement System at no cost to the 

members of the Lambertville Police Department. 

 

All other employees enrolled in the Public Employees Retirement System are provided group life 

insurance on both a contributory and a non-contributory basis.  During the first twelve (12) months of 

service, an employee is required to contribute 0.55% if his or her base annual salary and receives a life 

insurance benefit of 3 times their annual salary.  Thereafter, the employee may choose lesser coverage at 

a cost of 0.55% of salary deduction.  An application for withdrawal from the Contributory Insurance 

Program can be obtained from the City Clerk’s Office. 

 

Upon retirement, application can be made to The Prudential Insurance Company for conversion to a paid 

up life insurance policy. 

 

XII)  PENSION 
 

Social Security:  All employees are covered by and match the City’s contribution to Social Security 

(Federal Old Age, Survivors and Disability Insurance).  This deduction is set by the Federal Government 

and currently is 7.65% of the employee’s annual salary, broken into 6.20% for Social Security and 

1.45% for Medicare.  These deductions are shown on the pay stub. 

 

State Administered Plans:  All full time policemen are enrolled in the “Police and Firemen’s Retirement 

System of New Jersey (PFRS)” and all other eligible employees who earn more than $7,500.00 annually 

are enrolled in the “Public Employee’s Retirement System of New Jersey (PERS)”.  Members of PFRS 
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and PERS contribute to their respective systems at State regulated rates.  The City makes an annual 

contribution in an amount set by the State to keep the plans actuarially sound. 

 

Retirement benefits at prescribed percentages of average salary are provided under both systems. 

 

Under the PFRS, full benefits are paid upon retirement at age 55.  Early retirement before that age is 

permitted after 25 years of service at reduced benefits.  Retirement is mandatory at age 65. 

 

Under the PERS, full benefits are paid upon retirement at age 60.  Early retirement before that age is 

permitted after 25 years of service at reduced benefits. Questions may be directed to the Division of 

Pensions and Benefits at 609-292-7524. 

 

XIII)  EDUCATION BENEFITS – amended Ordinance 2009-09 adopted at the regularly scheduled 

session of Mayor and Council held June 3, 2009. 

 

All requests, except for specifically designated police courses, for attendance at outside courses, 

seminars and meeting must be made in writing to the Mayor.  Blanket requests may be made at budget 

time when the Council requests a list of training needs from each Department.  A blanket approval may 

be given at that time. 

 

A maximum of five (5) working days annually will be allowed for each employee to attend relevant 

outside activities.  Luncheon meetings of 2 hours or less will not be counted assuming that one hour of 

that time is the employee’s lunch period.  Time used for outside development will be reflected on the 

employee’s time sheet along with annual accumulated time. 

 

There are certain State and County meetings it is assumed that specific employees will attend because of 

the relevance to the specific position held.  Request for attendance must be made in writing to the Mayor 

in order to keep him or her informed of the continuing development of the employee.  Approval for 

attendance will be made on an individual basis.  Since these meetings are considered of value to the 

City, fees and mileage will be paid by the City.  Any meetings, conferences or seminars outside of the 

State shall require permission from the City Council. 

 

Requests to attend instructional sessions must receive prior approval from the Mayor.  Requests should 

be made in writing as soon as the employee is aware of the need for the course and must state why the 

course is required and the costs that will be incurred.   

 

Mileage for attending meetings and seminars related to duties will be paid at the IRS Standard Mileage 

Rate ($0.51 per mile). 

 

For courses or seminars required to obtain the credentials for a position currently held or applied for, 

mileage will not be paid and tuition reimbursement will be made upon satisfactory completion of the 

required course. 
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ARTICLE V. TIMEKEEPING 
 

Accurately recording time worked is the responsibility of every nonexempt employee.  Federal and state 

laws require the employer to keep an accurate record of time worked in order to calculate employee pay 

and benefits.  Time worked is all the time actually spent on the job performing assigned duties. 

 

Nonexempt employees should accurately record the time they begin and end their work, as well as the 

beginning and ending time of each meal period.  They should also record the beginning and ending time 

of any split shift or departure from work for personal reasons.  Overtime work must always be approved 

before it is performed. 

 

The City of Lambertville prohibits employees from performing work for outside employment during the 

normal hours of operation or using city materials, equipment, or computers to perform work for outside 

employment.  

 

Tampering, altering, or falsifying time records or recording time on another employee’s time record may 

result in disciplinary action, including discharge. 

 

If corrections or modifications are made to the time record, both the employee and the supervisor must 

verify the accuracy of the changes by initialing the time record. 

 

 

I) PAYDAYS – amended Ordinance Number 2009-09 Adopted June 3, 2009 

 

Salary checks for all employees shall be issued on a biweekly basis unless other wise noted. 

 

II) GRANTS – Ordinance 2009-09 adopted June 3, 2009. 

 

The Chief Financial Officer shall be entitled to receive amounts in any approved grant agreement which 

have been designated for financial services. 

 

III) OVER TIME – Ordinance 2009-09 adopted June 3, 2009. 

 

All hourly employees shall be paid time and one-half per hour for time worked in excess of forty hours 

per week. Holiday, vacation, personal and sick leave time shall not be considered as time worked for 

computing hours. 

 

IV)  MATRON DUTY – Ordinance 2009-09 adopted June 3, 2009. 

 

When an employee is called out beyond her normal working day to serve as Matron, the employee shall 

receive a minimum of three hours pay at her regular hourly rate of pay. 

 

IV)  OFF DUTY OFFICERS – Ordinance 2009-20 adopted November16, 2009. 
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BE IT ORDAINED by the Mayor and Council of the City of Lambertville, County of Hunterdon, State 

of New Jersey, that the Revised General Ordinances of the City of Lambertville, 1990, Chapter III, 

Municipal Officers; Procedures; Departments, Boards and Commissions, Section 307 Procedures for 

Employment of Off-Duty Patrolmen,  

 

a. Any person or entity wishing to receive police services which the City of 

Lambertville is not obligated or expected to provide as part of the regular plan of 

police services or pursuant to its normal provisional services for traffic control at 

special events, may arrange to receive such services through the Office of the 

Police Director. Any person or entity disturbing the streets or roadways or altering 

the normal pattern of traffic within the City of Lambertville shall obtain a 

certificate from the Office of the Police Director noting that police services have 

been arranged or in the alternative that such services are not required. The opinion 

of the Director of Police shall be final. 

b. Except for unusual circumstances, all requests for such services shall be made at 

least fifteen (15) days in advance and in writing citing the nature of the duties to 

be performed, the location thereof, the dates and hours of service, the basis of 

payment for such service and payment in advance for the requested time. 

c. The Office of the Police Director shall administer all activities pursuant to this 

section. 

d. All officers of the Lambertville Police Department are authorized to perform 

police related services for private persons or entities on off-duty hours subject to 

the terms of this section. All assignments for outside services shall be on a 

voluntary basis. 

e. The party who made arrangements for such services shall notify the Lambertville 

Police Department a minimum of two (2) hours in advance of the scheduled start 

time or the party will be responsible for a minimum charge of two (2) hours 

services per individual. 

f. The charge for such services shall be based on hourly rates as established 

annually by the Salary and Wage Ordinance as outlined in the PBA #343 

Collective Bargaining Agreement. Such rate shall include the hourly rate of the 

officer working plus a sum representing a reasonable approximation of the 

administrative cost, overhead and out of pocket expenses for equipment and 

supplies to the City of providing the service and shall be equal to 30% of the 

hourly rate established. All payments for such services shall be made to the City 

of Lambertville.  

g. Reserved. 

h. Payment to the officer shall be made by the Chief Financial Officer pursuant to 

the contract with the Lambertville Police Department (PBA #343) (Ord. #90-16, 

§§1-9; Ord. #95-09, §4; Ord. #202-11, §10; Ord. #202-18, §1) 

 

This ordinance shall take effect immediately upon adoption according to law. 

 

Introduced:   October 19, 2009 

Public Hearing: November 16, 2009 
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Adopted:  November 16, 2009 
 

  

V) EMPLOYMENT TERMINATION 
 

Since employment with this organization is based on mutual consent, both the employee and the 

employer have the right to terminate employment at will, with or without cause, at any time.  

Terminations are an inevitable part of personnel activity within any organization, and many of the 

reasons for termination are routine.  Below are examples of some of the most common circumstances 

under which employment is terminated: 

 

Resignation – employment termination initiated by an employee who chooses to leave the organization 

voluntarily. 

 

Discharge – employment termination initiated by the organization. 

 

Medical Termination – employment termination initiated by the employee or by the organization when 

an employee is unable, for health reasons, to continue to work. 

 

Retirement – voluntary retirement from active employment status initiated by the employee. 

 

The employer will generally schedule exit interviews for terminating employees.  The exit interview will 

afford an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of 

outstanding debts to the organization, or return of employer-owned property.  Suggestions, complaints, 

and questions can also be voiced. 

 

Employees will receive their final pay in accordance with applicable state law. 

 

Employee benefits will be affected by employment termination in the following manner.  All accrued, 

vested benefits that are due and payable at termination will be paid.  Some benefits may be continued at 

the employee’s expense if the employee so chooses.  The employee will be notified in writing of the 

benefits that may be continued and of the terms, conditions, and limitations of such continuance. 

 

VI)  SEVERANCE PAY 
 

This organization does not grant severance pay to employees whose employment is terminated.  

However, the organization reserves the right to make exceptions to this policy in its sole and absolute 

discretion. 

 

VII)  PAY ADVANCES 
 

Neither pay advances nor extensions of credit on unearned wages can be provided to employees. 

 

If a regular payday falls during an employee’s vacation, the employee may receive his or her earned 

wages before departing for vacation if a written request is submitted at least three weeks prior to 

departing for vacation. 
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VIII) ADMINISTRATIVE PAY CORRECTIONS 
 

The employer takes all reasonable steps to assure that employees receive the correct amount of pay in 

each paycheck and that employees are paid promptly on the scheduled payday. 

 

In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the 

discrepancy to the attention of the employer so that corrections can be made as quickly as possible. 

 

Once underpayments are identified, they will be corrected in the next regular paycheck. 

 

Overpayments will also be corrected in the next regular paycheck unless this presents a burden to the 

employee (where there is a substantial amount owed).  In that case, the employer will attempt to arrange 

a schedule of repayments with the employee to minimize the inconvenience to all involved. 

 

IX)  PAY DEDUCTIONS AND SETOFFS 
 

The law requires that the employer make certain deductions from every employee’s compensation.  

Among these are applicable federal and state income taxes.  The employer also must deduct Social 

Security taxes on each employee’s earnings up to a specified limit that is called the Social Security 

“wage base.”  The employer matches the amount of Social Security and Medicare taxes paid by each 

employee.  The Social Security deduction has a top salary limit, but the Medicare tax deduction does 

not. 

 

The employer offers programs and benefits beyond those required by law.  Eligible employees may 

voluntarily authorize deductions from their pay checks to cover the costs of participation in these 

programs. 

 

Pay setoffs are pay deductions taken by the employer, usually to help pay off a debt or obligation to the 

employer or others. 

 

If you have questions concerning why deductions were made from your pay check or how they were 

calculated, your supervisor can assist in having your questions answered. 
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ARTICLE VI. SAFETY 
 

To provide a safe and healthful work environment for employees, customers, and visitors, the employer 

has established a workplace safety program.  This program is a top priority of the organization.  The 

success of the safety program depends on the alertness and personal commitment of all. 

 

The employer provides information to employees about workplace safety and health issues through 

regular internal communication channels such as supervisor-employee meetings, bulletin board postings, 

memos, or other written communications. 

 

Employees and supervisors receive periodic workplace safety training.  The training covers potential 

safety and health hazards and safe work practices and procedures to eliminate or minimize hazards. 

 

Some of the best safety improvement ideas come from employees.  Those with ideas, concerns, or 

suggestions for improved safety in the workplace are encouraged to raise them with their supervisor or 

with another supervisor or manager.  Reports and concerns about workplace safety issues may be mace 

anonymously if the employee wishes.  All reports can be made without fear of reprisal. 

 

Each employee is expected to obey safety rules and exercise caution in all work activities.  Employees 

must immediately report any unsafe condition to the appropriate supervisor.  Employees who violate 

safety standards, who cause hazardous or dangerous situations, or who fail to report or, where 

appropriate, remedy such situations, may be subject to disciplinary action, up to and including 

termination of employment. 

 

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, 

employees should immediately notify the appropriate supervisor.  Such reports are necessary to comply 

with laws and initiate insurance and workers’ compensation benefits procedures. 

 

I) WORK SCHEDULE 
 

Work schedules for employees vary throughout our organization.  Supervisors will advise employees of 

their individual work schedules.  Staffing needs and operational demands may necessitate variations in 

starting and ending times, as well as variations in the total hours that may be scheduled each day and 

week. 

 

Flextime scheduling is available in some cases to allow employees to vary their starting and ending 

times each day within established limits.  Employees should consult their supervisor for the details of 

this program. 

 

II) OVERTIME 
 

When operating requirements or other needs cannot be met during regular working hours, employees 

may be scheduled to work overtime hours.  When possible, advance notification of these mandatory 

assignments will be provided.  All overtime work must receive the supervisor’s prior authorization.  
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Overtime assignments will be distributed as equitably as practical to all employees qualified to perform 

the required work. 

 

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage 

and hour restrictions.  As required by law, overtime pay is based on actual hours worked.  Time off on 

sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of 

performing overtime calculations. 

 

III) USE OF EQUIPMENT AND VEHICLES 
 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to 

replace.  When using property, employees are expected to exercise care, perform required maintenance, 

and follow all operating instructions, safety standards, and guidelines. 

 

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, 

defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could 

prevent deterioration of equipment and possible injury to employees or others.  The supervisor can 

answer any questions about an employee’s responsibility for maintenance and care of equipment or 

vehicles used on the job. 

 

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as 

well as excessive or avoidable traffic and parking violations, can result in disciplinary action, including 

discharge. 
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ARTICLE VII. LEAVE OF ABSENCE 
 

I) MEDICAL LEAVE 
The employer will provide unpaid medical leave to eligible employees who are temporarily unable to 

work due to a medical disability.  Employees in the following employment classification(s) are eligible 

to use medical leave as described in this policy: 

 

 Regular full-time employees 

 Regular part-time employees 

 

As soon as an eligible employee becomes aware of a need for a medical leave of absence, a physician’s 

statement must be provided verifying the medical disability and its beginning and expected ending dates.  

Any changes in this information should be promptly reported to the employer. 

 

Medical disabilities include (but are not limited to) all temporary disabilities associated with pregnancy, 

childbirth, and related medical conditions. 

 

Eligible employees will be granted leave for the period of the disability, up to a maximum of 30 

calendar days every one year.  Pending the supervisor’s approval, employees may take any available 

sick leave or vacation leave prior to the effective date of the medical leave of absence.  If this initial 

period of absence proves insufficient, consideration will be given to a written request for a single 

extension of no more than 30 calendar days. 

 

Subject to the terms, conditions, and limitations of the applicable plans, the employer will continue to 

provide health insurance benefits until the end of the first full month of medical leave.  At that time, 

employees will become responsible for the full costs of their health insurance benefits if they wish 

coverage to continue.  The employer will resume payment of the costs of these benefits when the 

employee returns to active employment. 

 

Accruals for benefit calculations, such as vacation, sick leave, or holiday benefits, will be suspended 

during the leave and will resume upon return to active employment. 

 

Employees returning from medical leave are required to provide a physician’s verification of the 

employee’s fitness to return to work.  Employees who sustain a work-related injury will be eligible for a 

medical leave of absence for the period of disability in accordance with all applicable laws covering 

occupational disability. 

 

When medical leave ends, the employee will return to the same position or to a similar one for which 

qualified.  If the previous position or a comparable one is not available, an effort will be made to offer 

another position that is available and suitable.  Although every reasonable effort will be made to place 

an employee at the end of a medical leave, the employer cannot guarantee reinstatement in all cases. 

 

If an employee fails to report to work promptly at the end of the medical leave, the employer will 

assume that the employee has resigned. 
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II) FAMILY LEAVE 
 

Family leave without pay is available to eligible employees who wish to take time off from work duties 

to fulfill family obligations relating directly to the birth or adoption of a child or the illness of a child, 

spouse, or parent.  Employees in the following employment classification(s) are eligible to use family 

leave described in this policy: 

 

 Regular full-time employees 

 Regular part-time employees 

 

Eligible employees may request up to four weeks of unpaid family leave over any 12-month period.  If 

this initial period of absence proves insufficient, consideration will be given to a written request for a 

single extension of no more than 30 calendar days.  Pending the supervisor’s approval, employees may 

take any available vacation leave prior to the effective date of the family leave of absence. 

 

Requests for family leave will be evaluated based on a number of factors, including anticipated 

operational requirements and staffing considerations during the proposed period of absence. 

 

Subject to the terms, conditions, and limitations of the applicable plans, the employer will continue to 

provide health insurance benefits until the end of the first full month of approved family leave.  At that 

time, the employee will become responsible for the full costs of their health insurance benefits if the 

employee wishes coverage to continue.  The employer will resume payment of the costs of these 

benefits when the employee returns to active employment. 

 

Benefit accruals (e.g.) vacation, sick leave, holiday benefits) will be suspended during the leave and will 

resume upon return to active employment. 

 

When family leave ends, the employee will return to the same position or to a similar one for which 

qualified.  If the previous position or a comparable one is not available, an effort will be made to offer 

another position that is available and suitable.  Although every reasonable effort will be made to place 

an employee at the end of a family leave, the employer cannot guarantee reinstatement in all cases. 

 

If an employee fails to report to work promptly at the end of the approved leave period, the employer 

will assume that the employee has resigned. 

 

III) PERSONAL LEAVE – amended Ordinance 2009-09, adopted at the regularly scheduled meeting of 

March 20, 2000 and distributed to employees in payroll of March 20, 2000. 

 

Personal leave requests will not be approved for recreational or vacation purposes.  It is presumed that 

such time off will be accommodated during earned vacation time, holidays and weekends. 
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Personal leave without pay is available to eligible employees who wish to take time off from work 

duties to fulfill personal obligations.  Employees in the following employment classification(s) are 

eligible use personal leave as described in this policy: 

 

 Regular full-time employees 

 Regular part-time employees 

 

Personal leave may be granted for a period of up to 30 calendar days every one year.  If this initial 

period of absence proves insufficient, consideration will be given to a written request for a single 

extension of no more than 30 calendar days.  Pending the supervisor’s approval, employees may take 

any available sick leave or vacation leave prior to the effective date of the personal leave of absence. 

 

Requests for personal leave will be evaluated based on a number of factors, including anticipated 

operational requirements and staffing considerations during the proposed period of absence. 

 

Subject to the terms, conditions, and limitations of the applicable plans, the employer will continue to 

provide health insurance benefits until the end of the first full month of personal leave.  At that time, 

employees will become responsible for the full costs of their health insurance benefits.  The employer 

will resume payment of the costs of these benefits when the employee returns to active employment. 

 

Accruals of benefit calculations, such as vacation, sick leave, or holiday benefits, will be suspended 

during the leave and will resume upon return to action employment. 

 

When personal leave ends, the employee will return to the same position or to a similar one for which 

qualified.  If the previous position or a comparable one is not available, an effort will be made to offer 

another position that is available and suitable.  Although every reasonable effort will be made to place 

an employee at the end of a personal leave, the employer cannot guarantee reinstatement in all cases. 

 

If an employee fails to report to work promptly at the expiration of the approved leave period, the 

employer will assume that the employee has resigned. 

 

IV)  MILITARY LEAVE 
 

A military leave of absence will be granted to employees, except those occupying temporary positions, 

to attend scheduled drills or training or if called to active duty with the U.S. armed services. 

 

The leave will be unpaid.  However, employees may use any available paid time off for the absence. 

 

Subject to the terms, conditions, and limitations of the applicable plans for which the employee is 

otherwise eligible, the employer will continue to provide health insurance benefits until the end of the 

first full month after military leave begins.  At that time, employees who want to continue their coverage 

will become responsible for the full costs of such benefits.  The employer will resume payment of these 

costs when the employee returns to active employment. 

 

The accrual of benefits such as vacation, holidays, or sick leave will be suspending during the leave and 

will resume upon the employee’s return to active employment. 
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Employees on two-week active duty training assignments or inactive duty training drills are required to 

return to work for the first regularly scheduled shift after the end of training, allowing reasonable travel 

time.  Employees on longer military leave must apply for reemployment in accordance with all 

applicable state and federal laws. 

 

Every reasonable effort will be made to return eligible employees to their previous position or a 

comparable one.  They will be treated as though they were continuously employed for purposes of 

determining benefits based on length of service, such as the rate of vacation accrual and job seniority 

rights. 

 

V)  MATERNITY-RELATED ABSENCES 
 

The employer will not discriminate against any employee who requests an excused absence for medical 

disabilities associated with a pregnancy.  Such leave requests will be made and evaluated in accordance 

with the medical leave policy provisions outlined in this handbook and in accordance with all applicable 

federal and state laws. 

 

Requests for time off associated with pregnancy and/or childbirth (apart from medical disabilities 

associated with these conditions) will be considered in the same manner as any other request for an 

unpaid personal leave. 
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ARTICLE VIII. EMPLOYEE CONDUCT AND WORK RULES 
 

I)  EMPLOYEE CONDUCT 
To assure orderly operations and provide the best possible work environment, the employer expects 

employees to follow rules of conduct that will protect the interests and safety of all employees and the 

employer. 

 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace.  The 

following are examples of infractions of rules of conduct that may result in disciplinary action, including 

suspension or termination of employment. 

 

 Theft or inappropriate removal or possession of property 

 

 Falsification of timekeeping records 

 

 Working under the influence of alcohol or illegal drugs 

 

 Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while  

  on duty, or while operating employer-owned vehicles or equipment 

 

 Fighting or threatening violence in the workplace 

 

 Boisterous or disruptive activity in the workplace 

 

 Negligence or improper conduct leading to damage of employer-owned or customer-owned  

  property 

 

 Insubordination or other disrespectful conduct 

 

 Violation of safety or health rules 

 

 Sexual or other unlawful harassment 

 

 Excessive absenteeism or any absence without notice 

 

 Unauthorized absence from work station during the workday 

 

 Unauthorized use of computers, telephones, mail system or other employer-owned equipment 

 

 Violation of personnel policies 

 

 Unsatisfactory performance or conduct 
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Employment with this organization is at the mutual consent of the employer and the employee, and 

either party may terminate that relationship at any time, with or without cause and with or without 

advance notice. 

 

II) DRUG AND ALCOHOL USE 
 

Drug and alcohol use is highly detrimental to the safety and productivity of employees in the workplace.  

No employee may be under the influence of any illegal drug or alcohol while in the workplace, while on 

duty, or while operating a vehicle or equipment owned or leased by the employer. 

 

In accordance with The Drug-Free Workplace Act of 1988, the employer must maintain a drug-free 

workplace.  Failure to comply with this law could jeopardize government funds this organization 

receives.  The unlawful manufacture, possession, distribution, transfer, purchase, sale, use, or being 

under the influence of alcoholic beverages or illegal drugs while on the employer’s property, while 

attending business-related activities, while on duty, or while operating a vehicle or machine leased or 

owned by the employer is strictly prohibited and may lead to disciplinary action, including suspension 

without pay or discharge.  When appropriate, the employer may refer the employee to approved 

counseling or rehabilitation programs. 

 

Any employee engaged on government contract or grant work must comply with this policy as a 

condition of employment.  Should an employee be convicted of a drug-related crime that occurred in the 

workplace, he or she must notify the employer within five days of the conviction.  The employer is 

required to notify the appropriate government agency within ten days of the conviction.  Appropriate 

personnel action, including possible discipline and/or participation in a drug abuse assistance or 

rehabilitation program, may result after notice of the conviction is received.  Employees may use 

physician-prescribed medications, provided that the use of such drugs does not adversely affect job 

performance or the safety of the employee or other individuals in the workplace. 

 

Any employee, whose off-duty abuse of alcohol or illegal or prescription drugs results in excessive 

absenteeism or tardiness or is the cause of accidents or poor work, will be referred to a rehabilitation 

program and will face termination if he or she refuses to undergo rehabilitation. 

 

Employees who voluntarily admit to having drug or alcohol problems that have not resulted in 

disciplinary action may be eligible for unpaid time off to participate in a rehabilitation program.  Such a 

leave will be granted if the employee abstains from use of the problem substance while on leave, abides 

by all organization policies, rules, and prohibitions relating to conduct in the workplace, and if the 

organization will not suffer an “undue hardship” as a consequence of granting the leave. 

 

The employer recognizes that employees may wish to seek professional assistance in overcoming drug 

or alcohol problems.  Please contact your supervisor for more information about the benefits potentially 

available under the employee medical benefit plans and any possible referral sources. 

 

III)  SEXUAL AND OTHER UNLAWFUL HARASSMENT 
 

The employer is committed to providing a work environment that is free of discrimination and unlawful 

harassment.  Actions, words, jokes, or comments based on an individual’s sex, sexual orientations, race, 
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ethnicity, age, religion, or any other legally-protected characteristic will not be tolerated.  As an 

example, sexual conduct (both overt and subtle) is a form of employee misconduct that is demeaning to 

another person, undermines the integrity of the employment relationship, and is strictly prohibited. 

 

Any employee who wants to report an incident of sexual or other unlawful harassment should promptly 

report the matter to his or her supervisor.  If the supervisor is unavailable or the employee believes it 

would be inappropriate to contact that person, the employee should immediately contact the Mayor.  

Employees are encouraged to raise concerns and make reports without fear of reprisal. 

 

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment should 

promptly advise the mayor who will handle the mater in a timely and confidential manner. 

 

Anyone engaging in sexual or other form of unlawful harassment will be subject to disciplinary action, 

up to and including discharge. 

 

Harassment on the basis of sex is a violation of Title VII of the Civil Rights Act of 1964, Section 701, et 

seq., as amended by 42 USCA Section 2000(e), et seq.  The Mayor and Council of the City of 

Lambertville hereby affirm their commitment to the law and to the policy that underlies it. 

 

Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual 

nature are inappropriate in the workplace particularly when: 

 

a. Submission to such conduct is either explicitly or inexplicably made to a term or conditions of an 

individual’s employment; or 

 

b. Submission to or rejection of such conduct by an individual is used as the basis for employment 

decisions affecting an individual; or 

 

c. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work 

performance or creating an intimidating, hostile or offensive work environment. 

 

Because our society is sensitive to this issue and because of the desire of all employees to be treated 

with dignity and respect, every City of Lambertville employee is to avoid acting in a way which would 

or could be interpreted as being inappropriate by either the recipient or by members of the public or 

objective third parties. 

 

Any employee who feels that he or she been the recipient of an inappropriate sexual advance by another 

employee is to immediately report such activity to the Mayor.  The Mayor is to take appropriate action 

and to report such activity to the members of the Council.  The Mayor is to immediately intervene and 

come to the assistance of any employee when it appears in any given set of circumstances that his or her 

intervention is necessary to protect the employee’s dignity and respect. 

 

Employees are informed that it is the policy of the Mayor and Council of the City of Lambertville to 

protect their dignity and respect and that if they should ever be placed in circumstances where they feel 

uncomfortable that they are to immediately discuss the matter with the Mayor who is to be sensitive and 

receptive to their concerns.  If the matter is not addressed to the employee’s satisfaction, he or she is to 
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discuss the matter with the Council, which will take appropriate action or assist to the extent possible.  

Employees are to feel free to discuss their complaints of sexual harassment with management in 

confidence without fear of reprisal.  The Mayor and Council members are to treat any such discussion 

discreetly and are not to give them any notoriety.  The following guidelines are available for assisting 

the Mayor and Council members in handling sexual harassment cases: 

 

a. Treat complaint in a serious vein. 

b. Find out what complainant regards as inappropriate behavior. 

c. Obtain and document the facts pertaining to the incident. 

d. If an investigation is necessary, it should be handled in a professional manner protecting the 

 identities of all parties concerned. 

e. If the investigation results in a finding that sexual harassment did occur, corrective action should 

 be taken immediately.  In many cases, a written warning may be all that is necessary.  However, 

 appropriate corrective action should be consistent with the seriousness of the offense. 

 

This policy statement is designed to emphasize the commitment of the Mayor and Council of the City of 

Lambertville to individual dignity.  The Mayor and Council represent all the residents of the City.  

Neither the Mayor nor members of the Council nor any management individual can have absolute 

control over the activities of any individual employee or any third party.  Every individual during the 

course of any day interrelates with other individuals.  No one can always be as sensitive to another’s 

feelings as is appropriate.  This policy statement is designed to have employees and management 

individuals become as sensitive as possible to any area which is uniquely personal.  However, neither 

the Mayor nor the Council nor any management personnel can assume responsibility for individual 

conduct which is not sanctioned in the workplace. 

 

IV)  ATTENDANCE AND PUNCTUALITY 
 

To maintain a safe and productive work environment, the City expects every employee, at all levels, to 

be reliable and to be present and ready for work during the hours specified, unless the employee is 

authorized to be elsewhere. 

 

Employees are expected not to leave until the designated quitting time. 

 

Absenteeism and tardiness place a burden on other employees and on the employer.  In the rare instance 

when an employee cannot avoid being late to work or is unable to work as scheduled, he or she should 

notify the Supervisor as soon as possible in advance of the anticipated tardiness or absence.  It is the 

employee’s responsibility to ensure that proper notification is given to the Supervisor. 

 

Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, including 

termination of employment. 

 

V) PERSONAL APPEARANCE 
 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 

the business image we present to our citizens and visitors. 
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During business hours, employees are expected to present a clean and neat appearance and to dress 

according to the requirements of their positions.  Employees who appear for work inappropriately 

dressed will be sent home and directed to return to work in proper attire.  Under such circumstances, 

employees will not be compensated for the time away from work. 

 

Consult your supervisor or department head if you have questions as to what constitutes appropriate 

attire. 

 

VI)  RETURN OF PROPERTY 
 

Employees are responsible for all property, materials, or written information issued to them or in their 

possession or control.  Employees must return all property of the employer that is in their possession or 

control in the event of termination of employment, resignation, or layoff, or immediately upon request.  

Where permitted by applicable laws, the employer may withhold from the employee’s check or final 

paycheck the cost of any items that are not returned when required.  The employer may also take all 

action deemed appropriate to recover or protect its property. 

 

VII)  RESIGNATION 
 

Resignation is a voluntary act initiated by the employee to terminate employment with the employer.  

Although advance notice is not required, the employer requests at least two weeks’ written resignation 

notice from all employees. 

 

Prior to an employee’s departure, an exit interview will be scheduled to discuss the reasons for 

resignation and the effect of the resignation on benefits. 

 

If an employee does not provide advance notice as requested, the employee will be considered ineligible 

for rehire. 

 

VIII)  SECURITY INSPECTIONS 
 

The employer wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, 

explosives, or other improper materials.  To this end, the employer prohibits the control, possession, 

transfer, sale, or use of such materials on its premises except for the Police Department in compliance 

with applicable regulations.  The employer requires the cooperation of all employees in administering 

this policy. 

 

Desks, lockers, and other storage devices may be provided for the convenience of employees but 

remains the sole property of the employer.  Accordingly, they, as well as any articles found within them, 

can be inspected by any agent or representative of the employer at any time, either with or without prior 

notice. 

 

The employer likewise wishes to discourage theft or unauthorized possession of the property of 

employees, the employer, visitors, and citizens.  To facilitate enforcement of this policy, the employer or 

its representative may inspect not only desks and lockers but also packages and persons entering and/or 
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leaving the premises.  Any employee who wishes to avoid inspection of any articles or materials should 

not bring such items onto the employer’s premises. 

 

IX)  SOLICITATION 
 

In an effort to assure a productive and harmonious work environment, persons not employed by this 

organization may not solicit or distribute literature concerning the following activities during working 

time.  (Working time does not include lunch periods, work breaks, or any other periods in which 

employees are not on duty.) 

 

 The collection of money, goods, or gifts for religious groups 

 

 The collection of money, goods, or gifts for political groups 

 

X)  DRUG TESTING 
 

The employer is committed to providing a safe, efficient, and productive work environment for all 

employees.  In keeping with this commitment, employees and job applicants may be asked to provide 

body substance samples (e.g., blood, urine) to determine the illicit use of marijuana, cocaine, opiates, 

amphetamines, alcohol, barbiturates, and phencyclidine (PCP).  The employer will attempt to protect the 

confidentiality of all drug test results.  Drug tests may be conducted in any of the following situations: 

 

Pre-Employment – As a prequalification to assuming any position, prospective employees are required 

to provide a body substance sample for drug testing.  This occurs in connection with the pre-

employment medical examination. 

 

Periodic – This testing occurs in connection with qualifying medical examinations every two years. 

 

Reasonable Cause – Testing of this kind occurs when workplace behavior indicates that an employee is 

under the influence of drugs.  Such behavior must be witnessed by at least one supervisor. 

 

Post-Accident – Any current employee who is involved in a serious incident or accident while on duty, 

whether on or off the employer’s premises, may be asked to provide a body substance sample. 

 

Random Testing – Employees holding safety-sensitive positions may be subject to testing at any time 

on a random basis. 

 

Subject to any limitations imposed by law, a refusal to provide a body substance sample under the 

conditions described above may result in disciplinary action, up to and including discharge. 

 

Any driver who refuses to be tested under the provisions of the DOT regulations will not be permitted to 

operate a commercial motor vehicle.  Any driver who tests positive for drugs will be immediately 

disqualified and taken off the road.  Where test results are positive, the driver will be advised by the 

Medical Review Officer as to what drug was discovered. 
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An individual who is involuntarily relieved of duty solely because of drug testing will be paid for time 

away from scheduled work if the drug test results are negative. 

 

In cases where a positive drug test is confirmed, consideration will be given to available rehabilitation 

where appropriate. 

 

An employee who tests positive and who successfully completes rehabilitation will be subject to 

unscheduled testing following reinstatement. 

 

Questions concerning this policy or its administration should be directed to the Mayor. 

 

XI)  CONSCIENTIOUS EMPLOYEE PROTECTION ACT 
 

Resolution 76-2011 adopted at the regularly scheduled session of Mayor and Council held April 20, 

2011 and distributed to employees in their pay of April 22, 2011. 

 

A Resolution Adopting the Conscientious Employee Protection Act  

"Whistleblower Act"  

WHEREAS, New Jersey law prohibits an employer from taking any retaliatory action against an 

employee because the employee does any of the following: 

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

practice of the employer or another employer, 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; 

2. 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 employer 

or another employer, 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; or 

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

reasonably believes:  

o 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;  

o is fraudulent or criminal; or  

o is incompatible with a clear mandate of public policy concerning the public health, safety 

or welfare or protection of the environment. N.J.S.A. 34:19-3  

WHEREAS, the City of Lambertville has designated the following contact person to answer your 

questions or provide information regarding your rights and responsibilities under this act: 

NOW THEREFORE BE IT RESOLVED by Mayor and Council of the City of Lambertville, in the 

County of Hunterdon, in the State of New Jersey, that this resolution is hereby adopted, and 
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BE IT FURTHER RESOLVED, that a copy of the Conscientious Employee Protection Act will be 

distributed to each employee in the next payroll. 

 

ADOPTED: April 20, 2011 

 

XII)  SYSTEMS PRIVACY* 
(INCLUDES E-MAIL, VOICE MAIL, COMPUTER AND INTERNET USAGE POLICY) 
 

The city of Lambertville respects the individual privacy of its employees. However, e-mail, voicemail, 

Internet, City issued cellular devices and computer network are for official business, and use for non-

business purposes is prohibited. All e-mail, voice mail and Internet messages are public records subject 

to possible disclosure to the public pursuant to the provisions of the Open Public Records Act. 

 

a. Management’s Right to Access Information 

Email, voicemail and computer network systems have been installed by the City of Lambertville to 

facilitate business communications. The contents of the systems are accessible at all times by the City of 

Lambertville. These systems should be treated like other shared filing systems. 

 

Email and voicemail messages, to the extent these systems are utilized, are municipal records. The City 

of Lambertville reserves the right to monitor, obtain, review and disclose all e-mail messages, computer 

files, voice mail and Internet messages on the computer and communications systems of the City of 

Lambertville as deemed necessary and appropriate and without prior notice. By using the City of 

Lambertville’s e-mail, computer systems, voice mail and the Internet, each user agrees that the City of 

Lambertville has unrestricted access and the right to disclose all information communicated or stored on 

the e-mail computer systems, voice mail and the Internet. 

 

b. Care In use of E-Mail, Voicemail, Internet and Computer Network Systems 

Employees must exercise a greater degree of caution in transmitting the City of Lambertville’s 

confidential information on the e-mail, voicemail, Internet and computer network systems than they take 

with other means of communicating information, because of the ease with which such information can 

be redistributed and the public access to such information through the Open Public Records Act. Please 

make sure that all addresses are appropriate recipients of the information to be distributed, via e-mail, 

voicemail, Internet, text message or other electronic forms of communication, especially when 

distributing information to a list of recipients. 

 

Except in emergency situations or as part of their officially assigned or regular or permitted duties, 

employees are prohibited from taking photographs, pictures, digital images or audio recordings of any 

crime scenes, traffic crashes, arrestees, detainees, people or job related incident or occurrence with any 

personal analog or digital device, camera, imaging device, audio recorder or cellular telephone. This 

section also applies in off duty scenarios regarding any law enforcement related activities. Any 

photographs, images or recordings taken with any personal device pursuant to or in violation of this 

section are considered evidence and are subject to applicable laws, code guideline or directive 

concerning storage release and disposal. Employees who have recorded any photographs, images or 
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recordings with any personal device shall notify their supervisors as soon as practical. For the 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. 

 

Employees are prohibited from releasing or disclosing any photographs, pictures, digital images from 

any crime scenes, traffic crashes, arrestees, detainees, people or job related incident or occurrence taken 

with a personal or agency analog or digital device, camera or cellular phone to any person, entity, 

business or media or Internet outlet whether on or off duty without the express written permission of the 

Mayor. 

 

c. Personal use of E-Mail, Voicemail, Internet and Computer Network Systems 

Because the City of Lambertville provides e-mail, voicemail, Internet, cell phones, and computer 

network systems to assist employees in performing their jobs, employees should use them for official 

business. The City of Lambertville reserves the right to access and disclose as necessary all message 

sent over its systems without regard to content. 

 

Since the contents of e-mail and voicemail may be accessed by the City of Lambertville without prior 

notice to employees, and since the City of Lambertville can monitor employees’ use of its computer 

network systems, employees should not use any of the systems to transmit any messages they would not 

want to disclose to a third party. Employees that maintain personal web pages and web sites, including 

but not limited to Facebook, YouTube, MySpace, Twitter, etc., shall not post information on such sites 

that would constitute a violation of the personnel policies of the City of Lambertville if expressed or 

published using any other medium or in any other manner. The positing of words, phrases, photographs, 

images or kind of information on a personal web site may be grounds for the imposition of disciplinary 

action against the employee of the words, phrases, photographs, images or information adversely reflects 

on the employee’s fitness for duty or constitutes a violation of the personnel policies of the City of 

Lambertville. Moreover, employees should not use these systems for soliciting or proselytizing others 

for commercial ventures, religious or personal causes, outside organizations or other similar, non-job-

related solicitations. 

 

d. Forbidden Content of E-Mail, Voicemail, Internet and Computer Network Systems 

Communications 

Employees may not use the e-mail, voicemail, Internet computer network systems, or City Issued Cell 

Phone or any other City issued electronic device in any way that may be seen as insulting, defamatory, 

obscene, harassing, disruptive, or offensive by other persons or as harmful to morale. Examples of 

forbidden transmissions or downloads include sexually-explicit messages; unwelcome propositions; 

ethnic or racial slurs; or any other message that can be construed to be harassment or disparaging to 

others based on their actual or perceived sex, sexual orientation, gender, gender identity, transgender, 

race color, national origin, citizenship status, ancestry, age, marital status, medical condition, mental or 

physical disability, veteran status, religious or political beliefs, or any other characteristic protected by 

federal, state or local law, ordinance or regulation. 
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Violations of the City of Lambertville’s policy of the use of e-mail, voicemail, Internet, complete 

network systems and City issued Cell Phone or any other City issued electronic device will subject the 

employee to discipline, up to and including immediate termination. 

 

e. Unauthorized Access 

Employees are prohibited from the unauthorized use of the password(s) of other employees to gain 

access to another employee’s messages in the e-mail, voicemail, Internet or computer network systems 

including but not limited to all secured access software that employees may have access to. 

 

XIII)  RETIREMENT 
 

An employee should notify his/her Department Head and the Mayor in writing at least three (3) months 

before planned retirement. 

 

Additionally, the employee should apply to the applicable State Retirement System for pensions at least 

three (3) months prior to his or her planned retirement.  Forms to request an estimate of benefits are 

available from the City Clerk. 

 

The City of Lambertville has adopted the provisions of Chapter 88, P.L.1974 whereby the City has 

agreed to pay the State Health Benefits Premium for employees and surviving spouses if such employee 

is retiring with 25 years or more of service. 
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ARTICLE IX. EMPLOYMENT STATUS OF INDIVIDUALS WITH LIFE-
THREATENING ILLNESSES 
 

The employer recognizes that employees with life-threatening illnesses, such as cancer, heart disease, or 

AIDS, may wish to continue their normal pursuits, including work, to the extent that their condition 

allows.  The decision to continue work will be based on the ability to meet normal performance 

standards and on the receipt of satisfactory medical evidence that the employees do not present an 

immediate threat to themselves or others.  Evaluation of the potential dangers presented by individuals 

with life-threatening diseases will occur on a case-by-case basis and will consider existing medical and 

scientific evidence. 
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Article X. CIVIL RIGHTS POLICY 
Adopted at the regularly scheduled session of Mayor and Council held May 16, 2011. 

 

Resolution 84-2011 
A Resolution to affirm the City of Lambertville’s Civil Rights Policy with respect to all officials, 

appointees, employees, prospective employees, volunteers, independent contractors, and members of the 

public that come into contact with municipal employees, officials and volunteers. 

 

WHEREAS, it is the policy of the City of Lambertville to treat the public, employees, prospective employees, 

appointees, volunteers and contractors in a manner consistent with all applicable civil rights laws and regulations 

including, but not limited to the Federal Civil Rights Act of 1964 as subsequently amended, the New Jersey Law 

against Discrimination, the Americans with Disabilities Act and the Conscientious Employee Protection Act, and  

 

WHEREAS, the governing body of the City of Lambertville has determined that certain procedures need to be 

established to accomplish this policy 

 

NOW, THEREFORE BE IT ADOPTED by the City of Lambertville that: 

 

Section 1: No official, employee, appointee or volunteer of the City of Lambertville by whatever 

title known, or any entity that is in any way a part of the Municipality shall engage, either 

directly or indirectly in any act including the failure to act that constitutes discrimination, 

harassment or a violation of any person’s constitutional rights while such official, employee, 

appointee volunteer, or entity is engaged in or acting on behalf of the Municipality’s business or 

using the facilities or property of the Municipality. 

 

Section 2: The prohibitions and requirements of this resolution shall extend to any person or 

entity, including but not limited to any volunteer organization or inter-local organization, 

whether structured as a governmental entity or a private entity, that receives authorization or 

support in any way from the Municipality to provide services that otherwise could be performed 

by the Municipality. 

 

Section 3: Discrimination, harassment and civil rights shall be defined for purposes of this 

resolution using the latest definitions contained in the applicable Federal and State laws 

concerning discrimination, harassment and civil rights. 

 

Section 4: The Mayor and Council shall establish written procedures for any person to report 

alleged discrimination, harassment and violations of civil rights prohibited by this resolution. 

Such procedures shall include alternate ways to report a complaint so that the person making the 

complaint need not communicate with the alleged violator in the event the alleged violator would 

be the normal contact for such complaints. 

 

Section 5: No person shall retaliate against any person who reports any alleged discrimination, 

harassment or violation of civil rights, provided however, that any person who reports alleged 

violations in bad faith shall be subject to appropriate discipline. 

 



City of Lambertville 

Personnel Handbook 

 

44 | P a g e  

 

Section 6: The Mayor and Council shall establish written procedures that require all officials, 

employees, appointees and volunteers of the Municipality as well as all other entities subject to 

this resolution to periodically complete training concerning their duties, responsibilities and 

rights pursuant to this resolution. 

 

Section 7: The Mayor and Council shall establish a system to monitor compliance and shall 

report at least annually to the governing body the results of the monitoring. 

 

Section 8: At least annually, the Mayor and Council shall cause a summary of this resolution and 

the procedures established pursuant to this resolution to be communicated within the 

Municipality. This communication shall include a statement from the governing body expressing 

its unequivocal commitment to enforce this resolution. This summary shall also be posted on the 

City of Lambertville’s web site. 

 

Section 9: This resolution shall take effect immediately. 

 

Section 10: A copy of this resolution shall be published in the official newspaper of the 

municipality in order for the public to be made aware of this policy and the Municipality’s 

commitment to the implementation and enforcement of this policy. 

 

FIRST ADOPTED: May 16, 2011 

 

 

CLERK’S CERTIFICATION 

 

The foregoing Ordinance was introduced at a Regular Meeting of the Mayor and City Council of the 

City of Lambertville held on January 17, 2012 and was read for the first time.  Notice of pending 

Ordinance was advertised on January 26, 2012 in the Beacon. 

This ordinance was considered for second reading and adopted after a public hearing at the regularly 

scheduled meeting of Mayor and Council of February 21, 2012, held at the Justice Center, 25 So. Union 

Street, in the City of Lambertville in the County of Hunterdon in the State of New Jersey. Notice of 

Adoption was advertised on March 1, 2012 in the Beacon. 

IN WITNESS WHEREOF, I have hereunto set my hand and affixed the corporate seal of the City of 

Lambertville this 21
st
  day of March, 2012. 

 

Cynthia L. Ege, CMR, RMC 

City Clerk 

 


