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Unclassified Collective Negotiations Unit Positions

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
as well as to University policies/procedures.

Non Unit Managers

The titles included under this heading are those which are not represented by any collective
negotiati
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SECTION 1. STARTING YOUR JOB

New Employee Benefits Orientation and Enrollment

During the hiring process, employees may meet with HR and Benefits to finalize on-boarding
information including important University policies previously transmitted electronically.
General orientation sessions to review policies and other general information are held regularly.

Backaround Checks, Fiduciary Checks & Education Validation

When an offer of employment is accepted, all employees are required to undergo a background
check which includes a fiduciary review for select positions requiring the handling of money
and/or responsibility for the financial affairs of the University and a driver’s license validation
for positions operating University vehicles. Verification of educational credentials is included
for positions requiring a post-secondary degree.

All offers of employment are conditioned on the completion of a background check and receipt
of the subsequent report containing information that is consistent with the requirements set forth
in NJCU policy. All background checks are conducted in conformity with the Federal Fair Credit
Reporting Act, the Americans with Disabilities Act, and state and federal privacy and anti-
discrimination laws. The content of the report is confidential and is available only to individuals
in HR who are directly involved in the hiring process.
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documentation are included with the 1-9 form) within three days of employment may not
continue in their employment at the University. Individuals who fail to provide appropriate
documentation (lists of acceptable documentation are included with the 1-9 form) in a timely
fashion but in no case any later than within three days of employment may not continue in their
employment at the University.

Moving and Relocation Expenses

Policy

At its discretion, the University may, as part of an offer of employment, agree to pay a portion of
the moving and/or relocation expenses of a new faculty member or manager where the
qualifications of the candidate and/or market conditions warrant such an accommaodation.

Keys

If you are an active employee of the University and you require keys to your office/department
please contact the Public Safety Office following the procedures set forth below:

1. Contact Public Safety at 201-200-3127 or publicsafety@njcu.edu for a form.

2. Fill in the appropriate information (location, number of keys, etc.) All requests must be
approved and signed by the respective Director, Department Chair, Dean or Vice
President.

3. The Public Safety supervisor will notify the requestor when the keys are ready to be
picked up in V-129 from 8:30am to 4:30pm.

4. The requestor must sign a Key Agreement stating that he/she will be responsible for the
issued key(s).

5. Key exchanges and duplicating of keys are not permitted.

Personnel Records and Information Accuracy

The Office of Human Resources is the appropriate custodian of the official record of
employment actions maintained in that area for all employees at the University. Our information
is only as correct as the information provided by employees. To view your on-line records
please log-in to Gothic Net and access employee data through our self-service module. If you
require any changes or updates, you can send an e-mail to HR@njcu.edu; please provide your
Employee ID# so that we can correctly identify and update your records. You may contact the
Office of Human Resources to review other hard copy personnel records.

Upon hire and throughout employment, all employees are responsible to provide accurate
information related to their employment. Any misrepresentation at hire or during employment
may be cause for termination. Employees must also notify the Office of Human Resources of
any felony, drug, alcohol or sex related offense where a plea of guilty or no-contest was filed or
for any conviction on such offenses.


mailto:HR@njcu.edu
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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
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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
http://www.state.nj.us/csc/about/about/title4a/ch3.html

or in the Civil Service State Title Listing: http://info.csc.state.nj.us/TItleList/StateL ist.aspx

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 07g73al basi6H(:


http://www.state.nj.us/csc/about/about/title4a/ch3.html
http://info.csc.state.nj.us/TItleList/StateList.aspx
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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.
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as to whether the manager’s performance so warrants, the President may recommend
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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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
increase. Increases are based upon a judgment of performance and vary on that basis within the
limits of the pool established for this purpose on an annual basis.

Salary Increases Based upon Promotion, Adjustments and Reclassifications

Promotions
Classified and Unclassified Collective Negotiations Unit Positions

When an employee in a classified or unclassified collective negotiations unit position is
promoted to a title at a higher level than their current position, they are eligible to receive a pay
increase. The respective collective negotiations agreements provide the mechanism for
determining promotional increases with the general rule being that the employee is moved to the
next step on the current salary range and then equalized on to the new range at the next highest
step.

Non Unit Managers

Promotional increases for non unit managerial employees are dependent upon the scope of the
increase in responsibilities and are generally set between five to fifteen percent depending on the
range to which the employee is being moved and the degree of increase in the scope of
responsibilities as well as consideration of what the salary might be if hiring an external
candidate.

Adjustments

Unclassified Collective Negotiations Unit Positions
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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/
supervisors are to be submitted during the budget process with appropriate vice presidential
approval. Classified and unclassified professional staff reclassification requests are reviewed by
the Office of Human Resources with a recommendation provided to the employee’s supervisors
and the determination as to new range and step follow civil service and appropriate collective
negotiations agreement formulas respectively. Reclassification requests will be considered only
on the basis of substantive change for reasons including:

Restructuring / reorganization where substantial change has occurred with

identified new areas of responsibility/accountability

Additional duties assigned which add complexity and increased scope to a

position

Should a determination be made that the new duties of the position warrant a reclassification, the
University may effect the reclassification; modify the duties being performed; or remove the new
duties from the position and decline to reclassify the position.

Classified reclassifications may be appealed to the State Department of Civil Service. Appeals
of unclassified collective negotiations unit reclassification decisions for professional staff may be
made pursuant to the provisions set forth in the appropriate collective negotiations agreements.
The Office of Human Resources should be contacted for forms and procedures for classified and
unclassified professional staff reclassification requests.

Non Unit Managers
Requests for adjustment in the compensation/pay for non unit management positions are

submitted by department/division management during the budget process with the appropriate
vice president’s approval after consultation with the Office of Human Resources and the Office
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Direct Deposit

Direct deposit is mandatory at NJCU for all employees. Payment is made through direct deposit
into the employee’s bank account(s) or onto a payroll card (similar to a debit card). Please be
sure to complete the requisite form available from Payroll with respect to how you want your
paycheck deposited.
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SECTION 4. UNDERSTANDING YOUR BENEFITS

NJCU offers a variety of Health, Dental and Prescription Plans to suit your individual or family’s
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
for leave of absence, Human Resources will alert the employee’s out of unit supervisor in writing
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
necessary arrangements to cover the employee’s job responsibilities and in no case less than two
months prior to the beginning of the requested leave, and, for faculty, no later than one
semester’s notice. (Please refer to the University Fitness for 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
at the following link: http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact74.pdf



http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact74.pdf

Page 20 of 52

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
unmarried, subject to the employee’s coverage continuing in effect. Proof of incapacity must be
received by the Division of Pensions and Benefits within 60 days prior to the date coverage
would otherwise terminate.

Part-time employees of the State and part-time faculty at institutions of higher education that
participate in the SHBP are eligible for coverage if they are members of a State-administered
pension system. The employee or faculty member must pay the full cost of the

coverage. Additional information is available at the following link:
http://www.state.nj.us/treasury/pensions/epbam/exhibits/factsheets/fact66.pdf

Domestic Partnerships

On July 10, 2004, The Domestic Partnership act went into effect. This law provides for the
extension of State Health Benefits Program benefits to same-sex domestic partners of State
employees. The member and spouse level coverage will be used for an employee with a
domestic partner. The premium rate for Member and Spouse and Member and Domestic Partner
will be the same. If the employee also has children enrolled for coverage the Family level
coverage will include the domestic partner at the same cost as if a spouse were covered.

Health Plans

The University offers comprehensive health and prescription coverage with various plans offered
by the State Health Benefits Program. Plans offered include a PPO, HMOs and several low cost
plans. Employees pay a percentage of premiums, based on level of coverage and annual salary
or 1.5% of base salary, whichever is greater. The low cost plans that are offered have higher
deductibles and copays which in turn reduce employee payroll deductions. All plans should be
reviewed carefully and compared with spousal/partner coverage if available prior to making an
enrollment decision Once enrolled changes will not be permitted with the exception of open
enrollment periods and due to qualifying family events such as marriage, divorce, birth and
death. Additional information on health plans that are offered is available from the Benefits
Office or at the following link:

http://www.state.nj.us/treasury/pensions/health-benefits.shtml

Dental Plans

Full time employees have a choice between two types of dental plans, a DPO or indemnity type
plan.

DPOS are companies that contract with a network of providers for dental services. There are
several DPOS offered. If you select DPO coverage you must use providers who participate with
the DPO you enroll in.


http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact66.pdf
http://www.state.nj.us/treasury/pensions/health-benefits.shtml
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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 to making an enrollment
decision. Once enrolled, changes will not be permitted with the exception of open enrollment
periods and due to qualifying family events such as marriage, divorce, birth and

death. Additional information on dental plans that are offered is available from the Benefits
Office or at the following link: http://www.state.nj.us/treasury/pensions/employee-dental-

plans.shtml

Prescription Drug Coverage

The Prescription Drug Program helps meet the cost of drugs prescribed for employees and their
eligible dependents. There is a co-payment for each 30-day supply when purchased at a retail
pharmacy. The copays vary based on health plan coverage and type of drug. If a “participating
pharmacy” is used; the copay is paid to the pharmacy when the prescription is dispensed. If a
“non-participating pharmacy” is used, the employee must pay the full amount and file a claim
form for reimbursement. The employee will then be reimbursed per a schedule of approved
fees. Forms are available on the Benefits website at the following link:

There is also a mail order component to the program designed for those taking prescription
medications on an ongoing basis. The mail order program allows up to a 90 day supply of
medication with various copays based on health plan coverage and type of drug. It is required
that the physician write the prescription as a 90 day supply with refills when ordering through
mail order. Mail order forms are available at the following link:

http://www.state.nj.us/treasury/pensions/pdf/hb/express/express-scripts-mail-order.pdf

Ahttp://www.state.nj.us/treasury/pensions/pdf/handbook/hp0506.pdfdditional information on the
prescription plan is available at the following link:

Vision Care Plan

Benefits are paid in accordance with the collective negotiations unit agreement. This plan covers
all full-time employees and their eligible dependents after two months of employment, for partial
reimbursement towards eye exams and lenses (single, bifocal or contact). There is no
reimbursement toward frames. Please refer to your bargaining unit agreement for specific
reimbursement rates. An itemized receipt indicating the cost of the exam along with the cost and
type of lenses should be submitted to the Benefits Office of the Office of Human Resources for
reimbursement. There is no salary deduction for coverage.


http://www.state.nj.us/treasury/pensions/employee-dental-plans.shtml
http://www.state.nj.us/treasury/pensions/employee-dental-plans.shtml
http://www.state.nj.us/treasury/pensions/pdf/hb/express/express-scripts-mail-order.pdf
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“Section 125” Program

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 — 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 of Human Resources.

2. Unreimbursed Medical Spending Account: The Unreimbursed Medical Spending
Account allows employees to set aside before-tax dollars to pay for medical and dental
expenses NOT paid by insurance.

o The employee elects to set aside money from his/her pay for the entire calendar
year for this plan.

o The payroll deductions are taken from each paycheck before Federal income and
FICA (Social Security & Medicare) taxes are taken out — thereby saving
employee money.

o Employees can use the account for health care services such as co-payments and
deductibles for medical, prescription and dental bills, and services not covered by
insurance.

o Minimum election is $100 per year.

o Maximum election is $2,500 per year.

3. Dependent Care Spending Account: The Dependent Care Spending Account allows
employees to set aside before-tax dollars to pay for eligible dependent care expenses.

o The employee elects to set aside money from his/her pay for the entire calendar
year for this plan.

o The payroll deductions are taken from each paycheck before Federal income and
FICA (Social Security and Medicare) taxes are taken out — thereby saving the
employee money.

o Qualifying expenses are those dependent care expenses necessary to enable the
employee and spouse (if married) to work.

o Eligible dependents include the employee’s children below age 13, spouse (if a
full-time student or physically or mentally incapable of self-care), or any other
person, regardless of age, who is considered the employee’s dependent for tax
purposes and who is incapable of self-care.

o Minimum election is $250 per year.

o Maximum election is $5,000 per year for a married person who files their federal
income tax jointly; $2,500 maximum if married, filing separately.
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Health Savings Account
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If an injured employee is disabled for a period of more than seven days, the employee will be
eligible to receive temporary total benefits at a rate of 70% of the employee’s average weekly
wage, not to exceed 75% of the Statewide Average Weekly Wage (SAWW), or fall below the
minimum rate of 20% of the SAWW. These benefits are provided during the period when an
employee is unable to work and is under medical care. Determination of eligibility for temporary
compensation benefits is made by the Bureau of Risk Management.

All work related injuries or illnesses must be reported to your supervisor and the Department of
Human Resources immediately, but in no case later than 24 hours after the incident. If these
offices are closed, Public Safety must be notified. If urgent medical care is required, the
employee should go to the emergency room of a local hospital and explain that billing should not
go through regular insurance, but rather be handled as worker compensation. During the next
business day, an accident report must be completed in the Department of Human Resources.

All medical treatment must be authorized and coordinated by the Benefits Office and/or a case
manager from Horizon Casualty and be provided by a participating physician. Treatment should
not be obtained by the employee’s personal physician. Failure of the employee to comply with
these provisions will result in compensation claims being denied.

All employees are urged to exercise extreme caution in the performance of their duties and to
recognize that it is an individual responsibility to utilize safe and healthy practices on the job,
thus avoiding injury. Instances of unsafe conditions should be reported to the supervisor and/or
the Department of Human Resources.

Disability

Employees must notify the Department of Human Resources at the onset of any disability in
order to protect their rights to payments under disability insurance plans.

Under the New Jersey Temporary Disability Benefits Law, cash benefits may be payable when
an employee cannot work because of illness or injury not caused by the job.

Each employee must contribute a payroll tax with a maximum deduction in each calendar
year. The wage base for premium deductions will vary each year with the State-wide average
weekly wage of the preceding year.

Each claimant is paid two-thirds (2/3) of his/her average weekly wage up to the maximum
amount payable set for that calendar year. The maximum weekly benefit rate is $559 for
disabilities beginning on or after January 1, 2011.

The weekly maximum benefit is payable for no more than 26 weeks and a claim cannot be filed
until exhaustion of accumulated sick leave.

The employee must file a claim for benefits within 30 days of the start of the disability. Forms
are available in the Department of Human Resources, or at the following
link: http://lwd.dol.state.nj.us/labor/tdi/worker/worker_landing.html



http://lwd.dol.state.nj.us/labor/tdi/worker/worker_landing.html
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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


http://www.state.nj.us/treasury/pensions/epbam/exhibits/pdf/ltd-abp-booklet.pdf
http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact15.pdf
http://www.state.nj.us/treasury/pensions/abp-provider-links.shtml
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5% employee contribution is on a tax-deferred basis. This decreases taxable


http://www.state.nj.us/treasury/pensions/abp1.shtml
http://www.state.nj.us/treasury/pensions/pdf/sc0853-pers-tpaf-tier-chart.pdf
http://www.state.nj.us/treasury/pensions/pdf/sc0853-pers-tpaf-tier-chart.pdf
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C. Purchases
The amount of service credit impacts your retirement so it is beneficial to
you to purchase additional service credit if you are eligible to do so.
Only active members of the retirement system are permitted to purchase
service credit. An active member is one who has made contributions to the
retirement system within two years of his or her purchase request and who
has not retired or withdrawn his or her contributions.
A summary of purchase options is available at the following
link: http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact01.pdf

D. Loans
After three years of membership an employee may borrow up to one-half
of his/her contributions to the plan. PERS members must submit loan
requests using the Loan Application program of the Member Benefits
Online System (MBOS) or the Automated Information System at (609)
777-1777. When using MBOS or the Automated Information System you
can determine your eligibility to borrow, the maximum amount you may
borrow, and calculate various repayment options.
You can sign up for MBOS at the following link:
http://www.state.nj.us/treasury/pensions/mbosregister.shtmi

E. Withdrawals
Upon resignation, you may leave your contributions on deposit and
continue an inactive membership in the fund for a maximum period of two
years.
Should you return to active service in a position covered by the pension
fund before the expiration of your membership, you may reactivate your
account with the same service credit established at the time you ceased
employment.
The period during which you were inactive will not count as service credit
for retirement. To withdraw the balance of your pension contributions in a
lump sum, you must have resigned your position and no longer be
employed in a covered position.
You must complete the Application for Withdrawal which is available
through the Member Benefits Online System (MBQOS) at the following
link: http://www.state.nj.us/treasury/pensions/mbosregister.shtml

F. Retirement
If you are within two years of retirement, you may use the Member Benefits
Online System (MBOS) to get a retirement estimate. MBOS retirement
estimates use the current posted salary and service information on file with the
Division of Pensions and Benefits. You may also file for retirement online
through MBOS. Please consult with the Benefits Office 3 months prior to
retirement to allow for timely retirement processing.


http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact01.pdf
http://www.state.nj.us/treasury/pensions/mbosregister.shtml
http://www.state.nj.us/treasury/pensions/mbosregister.shtml

Page 28 of 52

Supplemental Benefit Programs
Additional deductions may be made to provide for supplemental retirement income.

1. Supplemental R


http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact35.pdf
http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact34.pdf
http://www3.prudential.com/email/retirement/IMFPWeb/hosted_websites/cs/njsedcp/



http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact22.pdf
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salary. Thereafter this contributory coverage is optional. Coverage is not reduced while
actively employed, even after attainment of age 70.
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2. Life Insurance


http://www.state.nj.us/treasury/pensions/pdf/factsheets/fact86.pdf
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employee. Retired employees will pay the cost of the insurance for themselves and their covered
dependents, unless they are eligible to have the payment for the insurance made by the State.

State subsidized coverage will be in accordance with bargaining unit agreement at time of
retirement.

Employees who elect deferred retirement are not entitled to health benefits under this provision.

The retiring employee will be contacted by the Division of Pensions concerning the continuation
of coverage.

2. Life Insurance

Upon retirement, if the employee’s life insurance coverage is in force, it will be reduced to an
amount specified by law. Generally, this amounts to 1/2 final salary for ABP members, and 3/16
for PERS members, assuming:

10 years of service
attainment of age 60
in active pay status at retirement

However within the 31-day period following the effective date of retirement, the employee has
the privilege of conversion as explained in the preceding section with respect to the amount by
which his/her life insurance has been reduced.

It is important to note that group long-term disability insurance cannot be converted to an
individual policy.

Unemployment

Each employee must contribute a percent of covered wages. The wage base for this deduction
will vary each year. There is no deduction made after the maximum deduction has been reached.
Upon separation, all employees, other than student employees, may be eligible for
unemployment insurance compensation with the Division of Unemployment Insurance
Compensation, New Jersey Department of Labor and Industry. Eligibility determinations are
rendered by the Division of Unemployment Insurance.

Change of Benefit Status

Each employee is reminded of the potentially critical need to advise the Office of Human
Resources immediately of any change in personal status which might affect employee benefits
coverage (e.g., marital status, number of dependents, dependents attaining age 26, attainment of
the age of 65, etc.) The rates charged for benefits are based on type of coverage elected by
employee.
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Tuition Waiver Policies
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SECTION 5. TIME AWAY FROM YOUR JOB

Holidays

At the end of every calendar year, the Office of Human Resources will distribute a holiday
schedule applicable to all employees at the University for the coming year. These holidays are
established in statute by the State and are also memorialized in the appropriate collectively
negotiated agreements.

Vacation

For employees who are covered by a collective negotiations agreement, vacation leave balances
are credited on a calendar year basis. For non unit managers, such balances are credited on or
about July 1%,

Unclassified Collective Negotiations Unit Employees

Non-faculty professional staff in the AFT collective negotiations unit earn 22 vacation days per
fiscal year as set forth in the appropriate collectively negotiated agreement in the link below.
During the first year of employment such employees earn their days on a monthly basis.

A process for scheduling vacation time is established at the department level consistent with the
provisions of the appropriate collectively negotiated agreement. Please inquire of your
supervisor/non unit manager concerning the scheduling of vacation time. Please see Article
XXIVDb in the AFT Agreement.



http://www.njcu.edu/sites/default/files/aft-ft-pt-2011-2015-agreement_0.pdf
http://www.njcu.edu/sites/default/files/afscme-contract.pdf
http://www.njcu.edu/sites/default/files/cwa-contract.pdf
http://www.njcu.edu/sites/default/files/ifpte-local195contract.pdf
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Sick Leave

For employees who are covered by a collective negotiations agreement, sick leave balances are
credited on a calendar year basis. For non unit managers, such balances are credited on or about
July 1%,

Classified and Unclassified Collective Negotiations Unit Employees

Employees may on occasion be unavoidably absent because of personal or family illness. An
employee who finds it necessary to be absent because of illness should communicate with his or
her non unit manager, supervisor or designated officer. Please see NJCU’s Sick Leave Policy
and the appropriate collectively negotiated agreements as set forth below:

AFSCME Contract see page 33

AFT Agreement see Article XXIVc

CWA Contract See Article 22e

IFPTE Contract see Article 32

Non Unit Managers

Non unit managers accrue 15 sick days annually which may be used to remain in pay status for a
personal for family illness. Please refer to NJCU’s Sick Leave Policy for details.

Administrative Leave


http://www.njcu.edu/sites/default/files/afscme-contract.pdf
http://www.njcu.edu/sites/default/files/aft-ft-pt-2011-2015-agreement_0.pdf
http://www.njcu.edu/sites/default/files/cwa-contract.pdf
http://www.njcu.edu/sites/default/files/ifpte-local195contract.pdf
http://www.njcu.edu/sites/default/files/afscme-contract.pdf
http://www.njcu.edu/sites/default/files/cwa-contract.pdf
http://www.njcu.edu/sites/default/files/ifpte-local195contract.pdf
http://www.state.nj.us/csc/about/about/title4a/index.html
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Unclassified Collective Negotiations Unit Employees

Leaves of absence without pay are offered to members of the AFT collective negotiations unit in
accordance with the appropriate collectively negotiated agreement set forth in the link below:
AFT Agreement see Article XXVI A

Non Unit Managers

The University may grant leaves of absence without pay to full-time non unit managers for a
period not to exceed one year. The one-year leave may be extended for exceptional
circumstances upon request of the employee and approval of the University.

Unauthorized Leave

Any employee who is absent from duty five or more consecutive days without the approval of
his or her supervisor shall be considered to have abandoned his or her position. An employee
who has not returned to duty for five or more consecutive business days following an approved
leave of absence shall also be considered to have abandoned his or her position. Please refer to
the link provided below for further details:

Title 4a Administrative Code see Section 4A:2-6.2

Jury Duty or Court Appearance

All employees of the University shall be granted leave with pay for the time required to attend
jury duty during work hours. Documentation will be required. Similarly, time off with pay shall
be granted when an employee is summoned as a witness before a judicial or quasi-judicial
proceeding to which he/she is not a named party. In instances in which the employee is a party
to such proceedings, time off without pay shall be granted for the appearance. Please refer to the
links set forth below for additional details:

Title 4a Administrative Code see section 4A:6-1.19

AFSCME Contract
CWA Contract
IFPTE Contract

Unclassified Collective Negotiations Unit Employees

Please refer to the appropriate collectively negotiated agreement through the link provided
below:
AFT Agreement

Non Unit Managers

Non unit managers are provided paid leave for required jury duty on the same basis as set forth
in the regulations detailed in the link provided below:
Title 4a Administrative Code see section 4A:6-1.19



http://www.njcu.edu/sites/default/files/aft-ft-pt-2011-2015-agreement_0.pdf
http://www.state.nj.us/csc/about/about/title4a/index.html
http://www.state.nj.us/csc/about/about/title4a/index.html
http://www.njcu.edu/sites/default/files/afscme-contract.pdf
http://www.njcu.edu/sites/default/files/cwa-contract.pdf
http://www.njcu.edu/sites/default/files/ifpte-local195contract.pdf
http://www.njcu.edu/sites/default/files/aft-ft-pt-2011-2015-agreement_0.pdf
http://www.state.nj.us/csc/about/about/title4a/index.html
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Family Leave and Medical Leaves of Absence under Federal and State Law

In accordance with applicable Federal and State Family Leave law, all eligible NJCU employees
are entitled to take up to 12 weeks of unpaid leave due to a serious illness, the serious illness of a
family member, or for the birth or adoption of a child. During the period of this approved leave,
all applicable health benefits will continue and all rights guaranteed by law shall be in full force
and effect.

Qualifying medical leaves of absence will be processed in accordance with University
policy/procedure for implementing leaves pursuant to Federal and State Family Leave.
Employees seeking a medical leave of absence and/or family leave must contact the Office of
Human Resources for eligibility requirements and an application.

http://www.njcu.edu/sites/default/files/fmla.pdf

Military Leave

For all employees seeking military leave, please contact the Office of Human Resources for the
most up-to-date information or see section 4A:6-1.11 in the Civil Service regulations. The
provisions set forth below shall be applicable to all employees seeking military leave regardless
of whether in classified, unclassified or non unit manager titles.

Title 4a Administrative Code

Temporary Workers Compensation

NJCU is committed to providing a safe environment for its employees. In recognition of the fact
that employees may, from time to time, sustain injuries while working, the policy set forth in the
link below provides detailed information as to how such injuries must be reported/treated in
order to qualify for coverage for compensation under Temporary Workers Compensation.

http://www.njcu.edu/sites/default/files/workerscompensation.pdf



http://www.njcu.edu/sites/default/files/fmla.pdf
http://www.state.nj.us/csc/about/about/title4a/index.html
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SECTION 6. UNIVERSITY AND EMPLOYMENT STANDARDS,
POLICIES AND REGULATIONS

Unless specifically stated, the following policies and regulations apply to all NJCU employees.


http://www.njcu.edu/eeoaa
http://www.njcu.edu/eeoaa
http://www.njcu.edu/about/title-ix
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Americans with Disabilities Act / Disability Accommodation Policy

New Jersey City University is committed to diversity and nondiscrimination, and supports the
full employment of qualified individuals with disabilities in its workforce in accordance with
state and federal laws and regulations, including Section 504 of the Rehabilitation Act of 1973,
and the Americans with Disabilities Act of 1992 (ADA), as amended by the Americans with
Disabilities Act Amendments Act of 2008 (ADAAA).

This policy applies to exempt and nonexempt staff members. Faculty requests for
accommodations should be directed to the Office of the Provost/Vice President of Academic
Affairs.

Policy

To ensure equality of access for individuals with disabilities, the University will provide
reasonable accommodations, including auxiliary aids, to enable staff members to perform the
essential functions of their jobs and to participate in all University programs and activities.
Individuals applying for staff positions can request reasonable accommodation in connection
with the application process.

Staff Members shall initiate requests for any desired disability-related workplace accommodation
by contacting Human Resources (HR), either orally or in writing. The University will take such
requests seriously.

Supervisors shall immediately notify HR of any staff accommodation request brought to their
attention. Supervisors shall also implement reasonable accommodations that HR recommends,
keep the disability request confidential, and monitor any interactions with the requesting
individual to ensure that such interactions are not legitimately construed as retaliatory.

Human Resources shall:
Inform applicants and employees of the disability accommodation request process;
Coordinate requests for disability accommodations;
Refer employees to appropriate offices for assistance in evaluating their requests;
Oversee the disability accommodation process for employment-related requests;
Provide advice, guidance, and assistance in ADA accommodation requests, including
determining what type of medical documentation is necessary;
In consultation with the supervisor, other appropriate offices, and other resources as needed,
decide if requested accommodations are appropriate and effective.
Requests that are granted to faculty for a reasonable accommodation may be reviewed on a
semester to semester basis. Staff members may also be reviewed periodically to determine if
an accommodation that was granted remains warranted if no time frame was indicated.
Human Resources also provides information relating to the employment provisions of the ADA and
employer obligations, including issues of employment discrimination based on disability status.

Human Resources may also be contacted for resources for obtaining technical and assistive
equipment for disability reasonable accommodations, as well as information on funding options for
disability accommodations.
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Employee Assistance Program (EAP)

The EAP is responsible for providing confidential counseling to employees who seek assistance in
resolving concerns, including work-related concerns. Information on the EAP program may be
obtained from the Director of Human Resources.

University Code of Ethics and Outside Employment

This Code of Ethics is established and adopted in accordance with the N.J. Conflicts of Interest
Law (N.J.S.A. 52:13D-12 et seq., N.J.A.C. 19:6-1.1 et seq.) to specify the general standards of
conduct necessary for the proper and efficient operation of New Jersey City University (NJCU).
It is essential that the conduct of public employees shall hold the respect and confidence of the
people. Therefore, public employees of New Jersey City University must strive to avoid conduct
which is in violation of the public trust or which creates a justifiable impression among the
public that such trust is being violated.

This Code of Ethics is applicable to all employees paid from federal, state, county, or other funds
and who are employed by New Jersey City University. All references to employees include
University faculty, staff, administrators, and student employees. Furthermore, this code is
applicable to all members of the Board of Trustees of New Jersey City University. University
employees are also subject to existing University policies that govern employee conduct and
activities and the applicable compliance procedure therein, as well as the requirements of the
New Jersey Conflicts of Interest Law, N.J.S.A. 52:13D-12 et seq. and applicable regulations of
the Executive Commission of Ethical Standards. N.J.A.C. 19:61.

Guidelines on Outside Employment for Full-Time Employees

Personal and Business Relationships Disclosure Form

Guidelines for Responsible Computing

NJCU expects all members of its community to use electronic communications and computer
resources made available through and at the University in a responsible manner. The University
may restrict the use of its computers and network systems for electronic communications, in
response to complaints presenting evidence of violations of other University policies, codes,
guidelines, state or federal laws. Specifically, the University reserves the right to limit or remove
access to its networks through University-owned or other computers, and to limit or remove
access to material posted on University-owned servers.

The University reserves the right to limit, restrict, or remove computing privileges from anyone
who violates the University's computer use policies, local, state or federal laws.

Drug and Alcohol Abuse/Testing

New Jersey City University is required by the Drug Free Workplace Act of 1988 (41 USC


http://web.njcu.edu/dept/cis/Uploads/njcu_personal_and_business_relationships_disclosure_form.pdf
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possession or use of a controlled substance in or on any premises or property owned or
controlled by the University is prohibited. A controlled substance is any substance so defined by
federal or state statute or regulation.

In an effort to promote a drug free workplace, the University urges its employees who experience
drug-related problems to seek assistance through the Employee Advisory Service (EAS).
Employees who are experiencing performance problems in the workplace may be required to
undergo treatment for substance abuse, or be subject to disciplinary action up to and including
dismissal. Further, and consistent with the Drug-Free Workplace Act, those convicted of
violating a criminal drug statute while at the workplace will be subject to appropriate disciplinary
action, including termination, or will be required to participate satisfactorily in an approved drug
assistance or rehabilitation program or both. Employees who are convicted under a criminal
statute for a drug-related offense that occurred in the workplace are required under the Act to
notify the University’s Human Resources Office within five days of the conviction.

Personnel Files

Classified and Unclassified Collective Negotiations Unit Employees

An official personnel file is maintained for each employee at NJCU. Employees have the
opportunity to review the contents of their personnel files. For details, please refer to the
appropriate collectively negotiated agreement set forth in the links below:

AFT Agreement See Article XXIX
CWA Contract See Article 26
IFPTE Contract See Article 16
AFSCME Contract See Article 12

Non Unit Managers

Non unit managers may review the contents of their personnel files by making an appointment
with the Office of Human Resources.

Tuition Waiver Policies

Tuition Waiver Program
(Applicable to full-time, permanent classified employees; unclassified employees serving as
faculty, librarians and professional staff; and non unit managers.)

All full-time, permanent classified employees; unclassified employees serving as faculty,
librarians and professional staff; and, non unit managers at New Jersey City University who want
to further their professional development and/or enhance their effectiveness on the job through
participation in credit-


http://www.njcu.edu/sites/default/files/aft-ft-pt-2011-2015-agreement_0.pdf
http://www.njcu.edu/sites/default/files/cwa-contract.pdf
http://www.njcu.edu/sites/default/files/ifpte-local195contract.pdf
http://www.njcu.edu/sites/default/files/afscme-contract.pdf
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http://www.njcu.edu/business-development-incubator/procurement-services
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total of more than one hundred eighty (180) days. The donated leave cannot be received
on a retroactive basis.

Donor Eligibility Requirements

An eligible employee may donate up to ten (10) days to one recipient. He or she must
have at least twenty (20) days of accrued sick leave if donating sick leave and at least
twelve (12) days of accrued vacation leave if donating vacation leave.

An eligible leave donor may not revoke the leave donation once the donation is made in
writing through the Human Resources Department.

Procedures

Any eligible employee may participate in this program as a leave recipient or donor by
contacting the Human Resources Department. A supervisor may also initiate the process
on behalf of the employee for their participation in the program as a leave recipient by
contacting Human Resources.

Medical certification from a physician or other licensed health care provider providing
the nature and anticipated duration of the illness or injury must be submitted by the
employee or supervisor requesting participation in the program. Decisions regarding
eligibility will be made on a case-by-case basis by the Human Resources Department.
Once a recipient is approved for the program the Human Resources Department will post
or announce by other appropriate means the name(s) of eligible employee(s) who will
have exhausted all earned paid leave time by a designated date. This will be announced
with the recipient's consent. If the employee is unable to consent a member of the
employee's immediate family may consent on behalf of the employee as long as the
family member has the employee's written authorization to participate.
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Upon retirement, the leave recipient shall not be granted supplemental compensation on
retirement for any unused sick days which he or she had received through the donated
leave program.

Should the recipient employee return to work, or otherwise terminate the use of leave
with donated time remaining, that time will be returned to the donor(s) on a prorated
basis in whole days. Any pro ration that would amount to less than one whole day per
donor will not be returned.

The donated leave program does not alter existing policies regarding entitlement and/or
accrual of sick, vacation or compensatory time.
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SECTION 7. EMPLOYEE CONDUCT —POLICIES AND REGULATIONS

Personal Appearance and Dress

New Jersey City University’s commitment to excellence requires a standard of personal
appearance from all employees that recognizes their role as University ambassadors to their
peers and to students. In selecting the manner of dress and personal appearance for work,
employees must be aware that they are modeling professional behavior and must adhere to good
professional norms. In circumstances in which the University has determined that standardized
uniforms shall be the required dress for work, employees shall adhere to that requirement.

Further, appropriate personal hygiene is expected at all times. If an employee reports to work
with a less than satisfactory degree of personal cleanliness, the supervisor may relieve the
employee of duty with the requirement that the employee correct the problem before returning to
work.

Violence in the Workplace

NJCU complies with the State of New Jersey’s Policy Against Violence pursuant to Executive
Order #49 (1996) related to violence in the workplace and/or disruptive behavior exhibited by
any faculty, staff or contract employees. The goal of the policy is to create a safe work
environment free from intimidation, threats, and acts of violence. Workplace violence includes
the threat or actual infliction of violence. Moreover, violence or threats of violence against
University property shall not be tolerated.

This policy is intended to foster positive, supportive human relations, create a productive work
environment for our academic programs and administrative services and create a campus
environment conducive to the mission of learning.

Administrators, managers and supervisors are expected to promote positive behavior and to lead
by example treating all employees with respect and dignity. Emphasis is placed on creating a
workplace where established standards of conduct are clear, well-communicated, and
consistently enforced, and where corrective action is used to deal with instances of unacceptable
behavior.

Use of University Property

Theft or misuse of University property or of another employee’s property will subject an
employee to disciplinary action up to and including termination. Employees are required to use
University property in accordance with department standards, policies and procedures, and in full
compliance with all laws, regulations, and environmental and safety provisions.
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Discipline Procedures

The vast majority of University employees will never find themselves in a situation that requires
them to be the subject of disciplinary procedures. However, when problems arise, efforts are


http://www.njcu.edu/sites/default/files/aft-ft-pt-2011-2015-agreement_0.pdf
http://www.njcu.edu/sites/default/files/cwa-contract.pdf
http://www.njcu.edu/sites/default/files/ifpte-local195contract.pdf
http://www.njcu.edu/sites/default/files/afscme-contract.pdf
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4. Expressions of speech that are directed to inciting or producing imminent violence or
other breach of the peace and are likely to incite or produce such action are prohibited.

5. Expressions of speech that reveal information protected from disclosure by New Jersey or
Federal law, including confidential student information, protected health information,
confidential personal information, personal financial information, or confidential research
data are prohibited.

6. Expressions of speech that violate the rules and procedures issued by the New Jersey
Ethics Commission governing State employees are prohibited. For example, speech that
would promote or endorse a product or event, vendor, political party, political candidate,
or a personal cause is prohibited.

7. The use of film, photographs, logos, or other material that violates the copyright,
trademark or intellectual property rights of the University or others is prohibited.

8. Digital and audio recordings of live or on-line classroom instruction may be published on
Social Media by University employees in the course of their official duties, consistent
with applicable University policies. However, digital and audio recordings of live or on-
line classroom instruction may not be published by University students on Socia
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consult with his/her supervisor or contact the University’s Office of Communications. If
a student is unsure about posting something or responding to a comment, the student
should consult with the Office of the Dean of Students.

2. Be accurate. Verify facts before posting on Social Media. Review content for
grammatical and spelling errors.

3. Be respectful and professional. Content should reflect the University’s voice by being
professional and respectful of others in tone.

4. Protect photographic property. Photographs posted on social media can easily be
appropriated. Consider using a watermark to protect any intellectual property in them.
The Office of Communications should be consulted before posting photographs on any
Social Media.

Violations

Employees who violate this Policy may be subject to disciplinary measures, consistent with any
applicable collective bargaining agreement, up to and including suspension, dismissal, and
termination. Students who violate this Policy may be subject to discipline in accordance with the
NJCU Student Code of Conduct.



