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Unclassified Collective Negotiations Uilbsitions

The titles included under this heading are primarily those which are represented for purposes of
collective negotiations by the AFT and include faculty, librarians and professional staff at the
University. The terms of employment for employees in these titles are governed by the
collectively negotiated agreements; policies developed by the Office of the Provost/Vice
Presidents for specific use in their divisions; and the policies/rules and regulations of the Board
of Trustees of the University under authority granted by State statute. Links are provided to
relevant material in the collective negotiations agreement and the New Jersey Statutes Annotated
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SECTION 1. STARTING YOUR JOB
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NJCU Gothic Card

The GothicCard is the official identification card for New Jersey City University. Your
photograph, GothicNet number and your status appears on your ca
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NJCU Email Account

Your e-mail address will be provided to you during your on-boarding process by the Office of
Human Resources. University email is to be used only for work-related purposes as set forth in
the University Policy on Responsible Computing.

New Jersey City University uses a web-based email application Outlook Web App (OWA) for
Faculty and Staff. Outlook Web App allows you to use a web browser to access your mailbox
from any computer that has an internet connection.

You can also access your NJCU email on GothicNet Portal through Outlook Web App (OWA),
WKH 8QLY H thagdd @nafl systém. E)se your NJCU email to check for University
information and to communicate with the NJCU community. You should frequently and
consistently check for NJCU email messages as email is the official means of communication
from the University to its employees.
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SECTION 2. YOUR CAREER PATH

Classification of Jobs

Classified Collective Negotiations Unit Positions

Classified collective negotiations unit positions are governed by the State Civil Service, Board of

Trustees policies and the provisions of collectively negotiated agreements pertaining to these

employees They are assigned titles, pay ranges and fixed steps within each range based on rules/
regulations/provisions contained therein. As a general matter, employees hired into classified

positions at the University are selected from Civil Service lists ranking candidates on the score

they received on the competitive exam for the position. The University also has the prerogative

to hire classified employees on a provisional basis pending the Civil Service exam for the

position. In these instances, the employee is encouraged to take the exam as soon as possible to

provide for the opportunity to become permanent in the title. More detail concerning Civil

Service job classifications may be found at

KWWSV z2zzZ VWDWH QM XV FVF QMBWLWOH D FKDSWHU FK B
or in the Civil Service State Title Listing: KWWSV 7Z2ZZ VWDWH QM XV FVF VHHNF

Unclassified Collective Negotiations Unit Positions

Unclassified collective negotiations unit positions (faculty, librarians and AFT professional
staff) are governed by the collectively negotiated agreement, and/or policies developed by the
Office of the Provost/Vice Presidents for specific use in their units. and the policies/rules and
regulations of the Board of Trustees of the University under authority granted by State statute
and rely on titles and salary ranges adopted pursuant to that authority. In hiring for positions in
the unclassified service, the University has complete discretion to select the candidate of its
choice through its established selection process. Once
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Additional information such as competitive market benchmark survey data is used by the Office
of Human Resources working in concert with senior management within the department to
ensure that these managerial positions are properly classified in terms of salary and appropriate
placement in the organizational structure and reporting hierarchy of the University.

New position titles are reviewed and evaluated by Office of Human Resources which offers

recommendations for range and title to the affected Vice President and subject to approval by the
President.

Position Descriptions

Every position requires a current department position description that includes:

Business / department title

X Summary

x Essential functions and accountabilities

x Dimensions of supervision, budget accountability, education and experience, and other
pertinent skills and competencies

X

The Office of Human Resources maintains standardized generic descriptions used to assign the
appropriate salary level to department positions and titles. (See Section 3 for more detail).
Divisions and departments are responsible to maintain updated local descriptions detailing
specific job related duties and to regularly provide Human Resources with copies for personnel
files. Further, as changes occur, regular updates of position descriptions are required for
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With respect to reclassification, consideration for a change in the classification of a position may
be initiated in one of two ways: at the request of the employee holding the position, or, by
management due to a singular or comprehensive review of the organizational structure of the
work unit. If an employee currently occupies a position which has been reclassified upward due
to changing needs in the work unit, the employee may be selected to move to the new position
based upon his/her qualifications and performance. In all cases, consultation with the Office of
Human Resources should occur prior to a determination as to how the change in the
classification of a position should be handled in accordance with appropriate collectively
negotiated agreements, regulations and statutes.

How to Apply for Opportunities for Advancement

NJCU has a job posting system to announce and solicit internal and external candidates for all
regular and part time permanent new and replacement positions. Employees may apply to
opportunities that are posted and will be considered based on their background and qualifications
as they relate to the scope and requirements of the position. Employment opportunities can be
found at http://www.njcu.edu/jobs-njcu

Positions are posted using requisition and management approval procedures using the Hiring
Authorization System (HAS).

Classified Collective Negotiations Unit Positions

For classified employees, eligibility for position vacancies is set forth in Civil Service
regulations and/or appropriate collectively negotiated agreements. Affected employees should
refer to those regulations/agreements before applying.

Unclassified Collective Negotiations Unit Positions

Unclassified positions follow search guidelines designed to promote diversity and consistency of
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also encouraged to actively engage employees on an informal and on-going basis providing
support and feedback to enhance performance and to address any performance issues that may
arise on a timely basis.

Classified Collective Negotiations Unit Staff

The performance appraisal system for classified staff at NJCU is the PAR. It is used as a means
to assist managers and supervisors to accomplish the following:
X understand and eliminate any problems associated with the performance of the employee;
X recognize the strengths and weaknesses of the employee and address areas in need of
improvement;
X
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DV WR ZKHWKHU WKH PDQDJHUYY SHUIRUPDQFH VR ZDUUDQW'
reappointment for the coming year to the Board of Trustees and the manager may receive a letter

of reappointment for that period. Managers who are hired after January 1% will be evaluated and

considered for reappointment in the end of year cycle following June of the year in which they

were hired.
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SECTION 3. YOUR PAY

Compensation Philosophy

NJCU seeks to recognize/reward employees for extraordinary performance. In accordance with
best practices, elements considered in the philosophy are:

X

Consideration of equity (pay proximity of positions requiring comparable training and
experience, similar duties and responsibilities) and market considerations in hiring and
subsequent personnel actions whenever possible.

Ensuring consistent standards with respect to compensation administration in all units
across the University

Making NJCU an employer of choice recruiting, retaining and rewarding talented and
effective staff

Communication as transparently as possible within the constraints of regulations and
collectively negotiated agreements

Salary ranges reflecting appropriate organizational hierarchy and market considerations
Empowering managers to play a role in managing pay effectively and consistently
through communication and training

Appropriate processes for performance which falls below acceptable standards where
regulation and collectively negotiated agreements permit



Page 150f 52

credentials and experience with consideration to consistency across similar titles/positions at the
University and competitive market rates.

Non Unit Managers

NJCU strives to base its compensation for non unit management positions on the compensation
philosophy set forth above. The salary structure consists of a series of ranges associated with
generic titles which serve as a reference point for hiring, promotion and other adjustments to pay.
The structure is regularly reviewed with recommendations for adjustments approved by the
Board of Trustees. The University has discretion over the hiring rate which is determined on the
basis of credentials and experience with consideration to consistency across similar
titles/positions at the University. Generally, a non-unit manager would need to be in his/her
position for more than six months before being considered to be eligible for a normal salary
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Non Unit Managers

In certain circumstances, and based upon the recommendation of the appropriate vice president
to the Office of Human Resources, with the approval of the President, the University may
HITHFWXDWH DQ DGMXVWPHQW Wdadies® @&oDnddrtdffihé FRPSHQV D W I

following circumstances:

X Internal equity considerations with respect to other comparable positions

X To address an issue of salary compression

X To retain an exceptional performer where documented competitive market
inequities exist in which pay has not kept pace with escalating markets due to
technology demand, or other demand anomalies in external market functions.
Guidelines for in-range adjustments are 5-10% and no more than 15% for a range
level change.

X Restructuring / reorganization where substantial change has occurred in the
complexity and scope of the position with clearly identified new areas of
responsibility/accountability. The normal standard for determining the new salary
will be that the manager will be treated as if he/she were a new hire.

When a non unit manager has been serving in an acting capacity in a title at a higher salary range

and successfully competes with internal and/or external candidates for a new appointment, the

normal standard for consideringtKH VL]H Rl WKH DGMXVWPHQW WR WKH PDQ
he/she will be treated as a new hire.

Similarly, when a non unit manager has been serving in an acting capacity in a title at a higher
salary range and returns to his/her original position, his/her salary will then conform to the salary
which he/she would be earning if he/she had continued in that original position.

Reclassifications

Reclassification of positions is primarily a mechanism used to enhance institutional flexibility by
allowing a realignment of duties/responsibilities in a changing work environment, especially
when the creation of a new position is not a viable option. A consideration of a reclassification
may be deemed appropriate only when the duties and responsibilities of a position substantively
expand or contract due to factors such as organizational restructuring, technology and/or
regulatory changes. Further, reclassification is only considered within the same functional
area/work unit.

Based upon the judgement of the University, when position functions change so significantly as
to warrant a search for the newly defined position, the position will be posted and be subject to
the normal search procedures in effect at the University. Any qualified employee within or
outside a collective negotiations unit may apply for that position.
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Classified and Unclassified Collective Negotiations Unit Positions

Reclassifications for classified and unclassified collective negotiations unit employees may be
initiated by departments/ supervisors or at employee written request Requests from departments/
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SECTION 4. UNDERSTANDING YOUR BENEFITS

1-&8 RIIHUWD\M HBWHD O VOKMD@EG 3 UHV F UL S WERQUB® IDYQ \EBNTIRD\R/U
needs which are provided in accordance with the State Health Benefits Plan of the State of N.J.

There are pre-tax programs and plans available in which employees may enroll to cover such

expenses as the employee cost for medical and dental plan coverage, unreimbursed medical and
dependent care, and for commuting and parking. Payroll deductions for participation in these

programs are permitted and forms are available from Human Resources.

Employees who have questions about their eligibility for coverage for the benefits described in
this section or who need clarification of the options from which they may choose should contact
the Office of Human Resources for assistance.

With respect to leaves of absence, employees are required to make the necessary arrangements

through the Office of Human Resources and in accordance with relevant statute, regulations,

policy and appropriate collectively negotiated agreements. Immediately upon receiving a request

IRONB RI DEAVPRPDFHS5HVR XD HWWASMKRAHH I X QROXMKRHUYLVRU LQ Z
and will consult with the appropriate vice president concerning the effective dates of the

potential leave and its impact on operations before approving any leave request. Requests for

leaves of absence for any reason other than an emergency medical leave due to an unforeseen

illness or accident must be received within a reasonable timeframe for the University to make the
QHFHWDD® IJHPHQWYV WR FRYHU WKH HPSOR\HHYV MRE UHVSR
months prior to the beginning of the requested leave, and, for faculty, no later than one

VHPHVWHUYV QUMM tReHUniverSity Fitbessfbr Duty Policy for any related leave

request)

HEALTH BENEFITS
Benefits Eligibility

The University, as a State employer, provides health, dental and prescription benefits to all full-
time employees and their eligible dependents. Coverage begins two months from date of

hire. 10-month faculty hired for Fall Semesters are covered beginning on September 1. 10-
month faculty hired for Spring Semesters are covered beginning on February 1. Health, Dental
and Life Insurance benefits continue during summer months without interruption. Any extra
premiums necessary to continue benefits are taken prior to final pay check of academic year.

Eligible dependents include spouse, same-sex domestic partner as defined by the Domestic

Partnership Act, civil union partners, and unmarried children until the end of the year in which

they attain age 26. Coverage will cease automatically December 31 following the attainment of

age 26 for dependent children. Coverage can be continued on an individual basis through

COBRA for up to 3 years. Certain overage children may be eligible for coverage until age

31. The child must be: under age 30; unmarried; have no dependents; be a resident of New

Jersey or full time student; and not covered by another plan. Additional information is available  Coveradreoz
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A child who, because of intellectual disability or physical handicap, is incapable of self-support
upon attaining age 26 may be continued under the plan while remaining incapacitated and
XQPDUULHG VXEMHFW WIRFW QW LHPISHDIRNHF MA \PréoRdf iddafiheit
received by the Division of Pensions and Benefits within 60 days price ttath coverage
would otherwise terminate.

Part-time employees of the State a


https://www.state.nj.us/treasury/pensions/documents/factsheets/fact66.pdf
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The indemnity plan allows you to choose any licensed dentist for your dental care. There is an
annual deductible and you will be reimbursed a percentage of reasonable and customary charges
for services that are covered under the plan.

Once enrolled, you and your eligible dependents must remain in the dental plan you elect for a
minimum of 12 months before you change plans or drop coverage. In the event you wish to
change dental plans, you will not be permitted to do so until the Open Enrollment period
following the 12 month period. A payroll deduction is required. All plans should be reviewed
carefully and compared with spousal/partner coverage if available prior . .


https://www.optumrx.com/content/dam/openenrollment/pdfs/ers/ERS+Mail+Service+Order+Form.pdf
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S6HFWLROQ " 3URJUDP

The State of New Jersey provides employees participating in the State Health Benefits Program a
benefit plan under the provisions of Section 125 of the Internal Revenue Code. Section 125
includes the option of participating in any or all of the following plans.

1. The Premium Option Plan allows employees to pay any State Health Benefits Program
medical and/or dental premiums they have with before-tax dollars.
o Premiums are deducted from each paycheck before Federal income and FICA
(Social Security & Medicare) taxes are taken out 2 thereby saving the employee
money.
o Enrollment into the Premium Option Plan will be automatic unless an employee
signs the Declination of Premium Option Plan Form and returns it to the Benefits
Office in the Office@f Human Resources.
2. Unreimbursed Medical Spending Account: The Unreimbursed Medical Spending
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If an injured employee is
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Long Term Disability

Members of the Alternate Benefit Program (typically Faculty, Managers and Professional staff

are eligible for Long -Term Disability. Eligibility begins six months from the date of disability

and generally provides for 2/3 salary when eligibility requirements are met. Additional

information is available at the following

linkk KWWSV ZZZ VWDWH QM XV WUHDVXU\ SHQVaBQV GRFXPHC
contacting the Benefits Unit in the Office of Human Resources.

Disability Retirement

Members of the Public Employees Retirement System enrolled on or before May 21, 2010 may

be eligible for Ordinary disability or Accidental Disability retirement. Additional information is
available at the following link: KWWSV ZZZ VWDWH QM XV WUHDVXU\ SHQV
IDFW SGI

Retirement and Life Insurance Benefits
Retirement

Membership in a retirement system is mandatory as a condition of employment for all full-time

unclassified, permanent classified (full-time & part-time) employees, or provisional classified

employees after 12 consecutive months of employment. Certain part-time, hourly employees

may be eligible depending on income level and length of service. Additionally, certain

temporary unclassified employees may be eligible for ABP enrollment depending upon the

length of service.

Alternate Benefit Program (ABP)
$ Description-The Alternate Benefit Program (ABP) is a defined contribution
retirement program for eligible employees of the public institutions of higher
education in New Jersey. Full-time and adjunct faculty, part-time instructors,
officers, visiting professors, and certain professional administrative staff and
managers required to possess a college degree or its equivalent participate in the
ABP. In addition to retirement benefits, the ABP provides members with life
insurance and disability coverage. The program allows members to direct their
own retirement accounts while offering portability of accumulated contribution
balances. Vested members are permitted to allocate and transfer employer and
employee contributions to any one or combination of authorized investment
carriers. The variety of investment choices and distribution methods offered by
the authorized carriers provide members flexibility in meeting their retirement
goals.
Members have the opportunity to invest with various investment vendors. A
summary of investment vendors is available at the following link:
KWWSV zZZZ VWDWH QM XV WUHDVXU\ SHQVLRQV SHC
% Contributions-Contributions made to the participating vendor of your choice are

based on a percentage of your base salary. You contribute 5% of your salary and
NJCU contributes 8% of your salary for a total contribution of 13%.The


https://www.state.nj.us/treasury/pensions/documents/factsheets/fact15.pdf
https://www.state.nj.us/treasury/pensions/pension-active-abp.shtml
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5% employee contribution is on a tax-deferred basis. This decreases taxable


https://www.state.nj.us/treasury/pensions/pension-active-abp.shtml
https://www.state.nj.us/treasury/pensions/documents/forms/sc0853-pers-tpaf-tier-chart.pdf
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