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CHAPTER: ONE -EMPLOYMENT
SECTION: ONE — NATURE OF EMPLOYMENT

Employment with GCIA is voluntarily entered into, and the employee is free to resign at will at
any time, with or without cause. Similarly, GCIA may terminate the employment relationship at
will at any time, with or without notice or cause, so long as there is no violation of applicable
federal or state law.

Policies set forth in this handbook are not intended to create a contract, nor are they to be
construed to constitute contractual obligations of any kind or a contract of employment
between GCIA and any of its employees. The provisions of the handbook have been developed
at the discretion of management and, except for its policy of employment-at-will, may be
amended or cancelled at any time, at GCIA's sole discretion.

These provisions supersede all existing policies and practices and may not be amended or

added to without the express written approval of the Executive Director/Board of
Commissioners of GCIA.

1.1 Nature of Employment
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CHAPTER: ONE -EMPLOYMENT ADOPTED: 8.18.2011
SECTION: TWO — EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at GCIA will be based on merit, qualifications, and abilities. GCIA does
not discriminate in employment opportunities or practices on the basis of race, color, religion,
sex, national origin, age, disability, or any other characteristic protected by law.

In New Jersey, the following are protected classes: race, creed, color, national origin, ancestry,
age, marital status, genetic information, sex, atypical hereditary cellular or blood trait,
nationality, refusing to submit to a genetic test or make available the results of a genetic test to
an employer, disability, liability for service in the U.S. military, and religious practice or
observance.

The Gloucester County Improvement Authority Board of Commissioners declares that the policy
the GCIA is to insure equal employment opportunity for all employees and applicants. This
policy includes, but is not limited to, recruitment, selection, hiring, training, promotion,
transfer, facility accessibility, reasonable accommodation, layoff, and return from layoff,
compensation and fringe benefits, Equal Employment Opportunity also includes policies,
procedures, and programs for recruitment, employment, training, promotion and retention of
employees. Affirmative Action means positive action undertaken with conviction and effort to
overcome the present effects of past practices, policies or barriers to equal empioyment
opportunity and to achieve the full and fair participation of women, minorities any other
protected groups found to be under-utilized in the GCtA's workforce or affected by GCIA
policies, procedures or practices having an adverse impact. To effectuate this policy, the GCIA
Board of Commissioners has authorized the development and results-oriented implementation
programs which conform with all the relevant Federal and State non-discrimination and
affirmative action regulations and their amendments which pertain to the legal basis for
affirmative action and equal opportunity.

GCIA will make reasonable accommodations for qualified individuals with known disabilities
unless doing so would result in an undue hardship. This policy governs all aspects of
employment, including selection, job assignment, compensation, discipline, termination, and
actess to benefits and training.

In addition to a commitment to provide equal employment opportunities to all qualified
individuals, GCIA has established an affirmative action program to promote opportunities for
individuals in certain protected classes throughout the organization.

Employment practices will be reviewed routinely to ensure that the protected classes are
receiving fair and equal consideration for job opportunities. Affirmative Action shall be taken
to encourage members of protected groups to apply for positions within the GCIA.

All GCIA employees have a responsibility to maintain high standards of honesty, integrity, and

1.2equal Employment Opportunity
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impartiality in the performance of GCIA official business. Employee conduct in violation of
these standards will not be tolerated. Sexual harassment, as well as harassment based on
other protected classes, is a form of employee conduct that is prohibited.

The Equal Employment Opportunity/Affirmative Action Policy Statement will be available to all
employees. All GCIA employees must comply with this policy. All managers, supervisors,
Department Heads, and the Equal Opportunity/Affirmative Action Officer will be held
responsibie for the implementation and management of the Affirmative Action Program. This
will be accomplished by incorporating workforce planning/equal employment opportunity
efforts and results into the annual objectives and education of every supervisor and manager.
Good faith efforts will be made to meet employment and policy goals as adepted.

This policy statement will be made available to employees via posting along with general equal
employment opportunity/affirmative action information on employee bulletin boards.

Any employees with questions or concerns about any type of discrimination in the workplace
are encouraged to bring these issues to the attention of their immediate supervisor. Employees
can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in
any type of unlawful discrimination will be subject to disciplinary action, up to and including
termination of employment.

1.2Equal Employment Opportunity
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CHAPTER: ONE -EMPLOYMENT
SECTION: THREE- BUSINESS ETHICS/POLITICAL ACTIVITY

Gloucester County Improvement Authority's goal is to maintain the integrity of its workforce
and to assure the public that it is above reproach and not subject to influence by vendors,
clients or others. Accordingly, the Board of Commissioners sets forth this Code of Ethics, which
is applicable to all non-union employees and all Commissioners.

1. The Gloucester County Improvement Authority Code of Ethics Incorporates the Local
Government Ethics Law, codified at N.J.S.A. 40A:9-22.1 et seq., the provisions of which are
applicable to employees and Commissioners of the GCIA.

2. The legislative findings and declarations set forth in the Local Government Ethics Law,
NJ.S.A. 40A:9-22.2, are incorporated as part of the GCIA code of Ethics as accurately describing
the GCIA's position and intent with regard to all such issues. in pertinent part, the Local
Government Ethics Law legislative findings include the following declarations:

A. Public Office and employment are a public trust;

B. The vitality and stability of representative democracy depend upon the public's
confidence and the integrity of its elected and appointed representatives;

C. Whenever the public perceives a conflict between the private interest and the
public duties of a government officer or employee, that confidence is
impertled; and

3. As apoint of clarification and emphasis, the Local Government Ethics Law, N.J.S.A. 40A:9-
22.5f, provides that no government officer or employee shall solicit or accept any gift or other
thing of value based upon on understanding that the gift was given or offered for the purpose
of influencing him or her, directly or indirectly, in the discharge of his or her official duties. In
furtherance of the Board of Commissioners' stated ethics goals and consistent with the
legislative findings and declarations referenced above, with respect to solicitation or
acceptance of gifts, the GCIA's policy is that of “zero tolerance.” No GCIA officer or employee
shall accept any gift, favor, service or other thing of value related in any way to the GCIA
officer’s or employee’s public duties.

4. Toimplement this position, GCIA department heads and employees and vendors have been
notified of Gloucester County Improvement Authority's zero tolerance policy. To further
implement the policy, any GCIA officer or employee whao is offered or receives any gift that is in
any way related to his or her public duties must report that offer or receipt to the officer's or
employee's department head. In turn, the department head shall deliver any gift received to
the GCIA Ethics Compliance Officer for appropriate disposition. Disposition may include return
of the gift to the person or entity making the gift; or if such return is impossible or impractical,

1.3 Business Ethics/Political Activity
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delivery of the gift to an appropriate not-for-profit service entity; or if necessary and otherwise
unavoidable to make other appropriate disposition of the item:

5. Certain employees of the Gloucester County Improvement Authority - those who are
managerial executives or confidential employees - are required by the Local Government Ethics
Law, N.J.5.A. 40A:9-22.6, to annually file a financial disclosure statement on a form prescribed
by the Local Finance Board of the Division of Local Government Services.

6. For the purpose of the implementation of this position, Gloucester County Improvement
Authority director of Human Resources shall serve as the interim Ethics Compliance Officer;

7. As appropriate and if and when necessary, the Executive Director shall propose to the Board
of Commissioners the adoption of the appropriate forms and steps to implement this policy.

All GCIA employees will conduct themselves in accordance with the Local Government Ethics
Act signed into law February 20, 1991.

GCIA employees will conduct themselves with the Local and Government Ethics Act signed into
law February 20, 1991.

Employees shall not engage in partisan political activity on GCIA time or property, use their
position for personal gain, or unlawfully use their position to coerce others.

Employees shall not solicit or accept personal gifts of any form from private sources, for
services rendered or to be rendered as GCIA employees, or in the course of conducting business
in their capacity as GCIA employees.

No employee shall be interested, directly or indirectly, in any contract with the GCIA or in the
compensation for goods or services furnished to the GCIA or any contractor furnishing the same
to the GCIA; nor shall he or she participate in any profits as such parties or receive any gift or
other regard for actions refated to such activities.

Nothing in this section will construed to prevent GCIA employees from becoming or continuing
to be members of any political party, club or erganization, attending political meetings or
expressing partisan political views or circulating petitions on public questions outside of
working hours and off Authority property. Nor shall employees be prevented from voting with
complete freedom in any elections.

1.3 Business Ethics/Political Activity
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CHAPTER: ONE -EMPLOYMENT
SECTION: FOUR- IMMIGRATION LAW COMPLIANCE

GCIA is committed to employing only United States citizens and aliens who are authorized to
work in the United States and does not unlawfully discriminate on the basis of citizenship or
national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a
condition of employment, must complete the Employment Eligibility Verification Form I-9 and
present documentation establishing identity and employment eligibility. Former employees
who are rehired must also complete the form if they have not completed an I-9 with GCIA
within the past three years, or if their previous I-9 is no longer retained or valid.

Employees with questions or seeking more information on immigration law Issues are

encouraged to contact the Human Resources Department. Employees may raise questions or
compiaints about immigration law compliance without fear of reprisal.

1.4 immigration Law Compliance
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CHAPTER: ONE -EMPLOYMENT
SECTION: FIVE — 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 GCIA
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. Contact the Human Resources Department for more information or
questions about conflicts of interest,

Transactions with outside firms must be conducted within a framework established and
controlled by the executive level of GCIA. Business dealings with outside firms should not result
in unusual gains for those firms. Unusual gain refers to bribes, product bonuses, special fringe
benefits, unusual price breaks, and other windfalls designed to ultimately benefit either the
employer, the employee, or both. Promotional plans that could be interpreted to involve
unusual gain require specific executive-level approval.

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
GCIA'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.

No "presumption of guilt" is created by the mere existence of a relationship with outside firms.
However, if employees have any influence on transactions involving purchases, contracts, or
leases, it is imperative that they disclose to an officer of GCIA as soon as possible the existence
of any actual or potential conflict of interest so that safeguards can be established to protect all
parties.

Personal gain may result not only in cases where an employee or relative has a significant
ownership in a firm with which GCIA 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 GCIA.

1.5 Conflicts of Interest
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CHAPTER: ONE -EMPLOYMENT
SECTION: Si1X - OUTSIE EMPLOYMENT

Employees may hold outside jobs as fong as they meet the performance standards of their job
with GCIA. All employees will be judged by the same performance standards and will be subject
1o GCIA's scheduling demands, regardless of any existing outside work requirements.

If GCIA determines that an employee's outside work interferes with performance or the ability
to meet the requirements of GCIA 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 GCIA.

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

receive any income or material gain from individuals outside GCIA for materials produced or
services rendered while performing their jobs.

1.6 Outside Employment
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CHAPTER: ONE -EMPLOYMENT
SECTION: SEVEN — NON-DISCLOSURE

The protection of confidential business information and trade secrets is vital to the interests
and the success of GCIA. Such confidential information includes, but is not limited to, the
following examples:

* computer processes

* computer programs and codes

* customer lists

* customer preferences

* financial information

* labor relations strategies

* marketing strategies

* new materials research

* pending projects and proposals

* proprietary production processes
* research and development strategies
* scientific data

* scientific formulae

* scientific prototypes

* technological data

* technological prototypes

All employees may be required to sign a non-disclosure agreement as a condition of
employment. Employees who improperly use or disclose trade secrets or confidential business
information will be subject to disciplinary action, up to and including termination of
employment and legal action, even if they do not actually benefit from the disclosed
information.

1.7 Non-Disclosure
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CHAPTER: ONE -EMPLOYMENT
SECTION: EIGHT- DISABILITY ACCOMMOBDATION

GCIA is committed to complying fully with the Americans with Disabilities Act (ADA) and
ensuring equal opportunity in employment for qualified persons with disabilities. All
employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful
employment opportunities. Upon request, job applications are available in alternative,
accessible formats, as is assistance in completing the application. Pre-employment inquiries are
made only regarding an applicant's ability to perform the duties of the position.

Reasonable accommodation is available to all disabled employees, where their disability affects
the performance of job functions. All employment decisions are based on the merits of the
situation in accordance with defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation
{or changes in compensation} as well as in job assignments, classifications, organizational
structures, position descriptions, lines of progression, and seniority lists. Leave of all types will
be available to all employees on an equal basis.

GCIA is also committed to not discriminating against any qualified employees or applicants
because they are related to or associated with a person with a disability. GCIA wiil follow any
state or local law that provides individuals with disabilities greater protection than the ADA.

This policy is neither exhaustive nor exclusive. GCIA is committed to taking all other actions

necessary to ensure equal employment opportunity for persons with disabilities in accordance
with the ADA and all other applicable federal, state, and local laws.

1.8 Disability Accommodation
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CHAPTER: ONE -EMPLOYMENT
SECTION: NINE- JOB POSTING

GCIA provides employees an opportunity to indicate their interest in open positions and
advance within the organization according to their skills and experience. In general, notices of
all regular, full-time job openings are posted, although GCIA reserves its discretionary right to
not post a particular opening,

Job openings will be posted on the employee bulletin board and normally remain open for 5
days. Each job posting notice will include the dates of the posting period, job title, department,
location, grade level, job summary, essential duties, and qualifications (required skills and
abitities).

To apply for an open position, employees should submit a job posting application to the
Executive Director listing job-related skills and accomplishments. It should also describe how
their current experience with GCIA and prior work experience and/or education qualifies them
for the position.

Job posting is a way to inform employees of openings and to identify qualified and interested
applicants who might not otherwise be known to the hiring manager. Other recruiting sources
may also be used to fill open positions in the best interest of the organization.

Appointment is the official hiring of an individual to a position with the GCIA and shall inciude a
position that is vacant, newly created, temporary or hourly. The GCIA appoints individuals’
through a Shared Services Agreement with the County of Gloucester including recruitment and
screening of applicants by the County Director of Personnel and the appropriate management
of the GCIA. In making appointments, policies of equal employment opportunity and non-
discrimination prevail.

In choosing among equally qualified candidates, the County of Gloucester and the GCIA will give
preference to present GCIA employees first, County residents second, and then all others.

Appointments are made to fill positions which are needed to maintain an acceptable level of
efficiency of GCIA operations.

Appointment Procedure: GCIA Employees

1. Job applications for each vacancy or position shall be available for review by employees
or applicants for the position.

2. All openings shall be posted on all employee bulletin boards for at least one (1) week or
in accordance with respective Collective Bargaining Agreements.

1.9 Job Pasting
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Employees will be evaluated on the following factors; seniority, job and performance
evaluation, skills and abilities to do the required tasks and qualifications.

A recommendation for hire is forwarded from the County of Gloucester to the Executive
Director for review and approval,

Appointment Procedure: Outside Applicants — In appointing an outside applicant to a position,
the following procedure shall apply:

1.

The County Director of Personnel and appropriate GCIA management must have
determined employees were evaluated and deemed either unqualified for the position
or otherwise unsuitable,

A vacancy advertisement may be placed in the appropriate newspaper(s) and/or trade
Journal{s).

Resumes and application forms will be collected, interviews held, and references
checked.

A recommendation for hire is prepared and forwarded from the County of Gloucester to
the Executive Director for review and approval.

All applicants selected for appointment shall be required to take a pre-employment
physical examination, the cost to be paid by the Authority. The Authority’s physician
shall supply a statement certifying that the applicant’s medical and physical condition is
satisfactory with regard to the duties and requirements of the position for which the
individual is a candidate. Pre-employment physicals will be conducted to include
appropriate screenings per the various positions and what is required of that particular
position.

1.8 Job Posting
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CHAPTER: ONE -EMPLOYMENT
SECTION: TEN- CHANGES IN JOB STATUS

Layoffs

Layoff is the involuntary separation of an employee from the GCIA because of lack of work, lack
of funds, or discontinuance of a position. A layoff may be ordered for a definite or indefinite
period of time.

Re-Employment

Re-employment is the action by which a former GCIA employee is employed by the Authority
under the same conditions as a new appointee. A re-employed appointee will be subject to the
three {3) month probation.

Separation

Separation is the permanent removal of an employee from GCIA services and GCIA payroll for
either voluntary or involuntary reasons, and includes, but is not limited to, indefinite layoff,
resignation, retirement and death.

Suspensions

Suspension is the temporary removal, with or without compensation, of an incumbent

employee from the exercise of office, pending determination of the employee's subsequent
employment status. Suspension will usually be restricted to the disciplinary actions.

Demotions

Demotion is the assignment of an employee from one position to another position of lower
grade and a lower level of responsibility.

A demotion can occur under the following circumstances, which include, but are not limited to:
a) Unsatisfactory performance as outlined by an unsatisfactory performance evaluation.
b) Reclassification downward of an incumbent's position.
¢) Determination of necessity for demotion as a disciplinary action.
d) Reorganization for reasons of economy and/or efficiency.

Transfers

it may be in the best interest of the GCIA and/or the employee for the employee to be assigned
to a different position.

1.10 Changes In Job Status
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Employees who desire to transfer voluntarily within the GCIA may do so if a position vacancy
exists. A written request for transfer must be submitted to the current supervisor who will
forward the request to the Human Resources Department for processing. The procedures
included in the Shared Services Agreement will take effect for ali transfers.

Employee whase service in a given position is no longer required or who can be better utilized
in a different position may be transferred involuntarily to a different position. Under certain
circumstances, a transfer may involve a decrease in pay.

Promotion

Promotion is the assignment of an employee from one position to another with a higher grade,
and a higher level of responsibility. Promotions may be awarded through:

a) Filling of a vacancy at a higher level through the in-house appointment procedures.

b) Through recognition of increased responsibilities or of superior performance in a
previous position.

¢) Through promotion within the department for those employees who gain the
qualifications, skills, abilities, and receive higher than average performance evaluations.

d} Through the creation of a new position through increased responsibilities or
reorganization.

1.10 Changes In Job Status
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CHAPTER: ONE -EMPLOYMENT
SECTION: ELEVEN- EMPLOYEE ORIENTATION

Human Resources will conduct an orientation on the employee's first day of employment which
will include presentation of policies, enrollment forms for health benefits, payroll information
and other items.

Supervisors shall be responsible for developing a program to orient each new employee whao

enters GICA service related to their specific location, hours, hours of work, the duties involved,
expected performance of the employee and other items.

1.11 Empioyee Orientation
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: ONE- EMPLOYMENT CATEGORIES

It is the intent of GCIA 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 GCIA.

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. An employee's EXEMPT or NONEXEMPT classification
may be changed only upon written notification by GCIA management.

In addition to the above categories, each employee will belong to one other employment
category:

REGULAR FULL-TIME employees are those who are not in a temporary or introductory status
and who are regularly scheduled to work GCIA's full-time schedule of at least thirty-five (35)
hours per week. Generally, they are eligible for GCIA's benefit package, subject to the terms,
conditions, and limitations of each benefit program. The only exceptions to this rule are
Register Nurses who are employed.

REGULAR PART-TIME employees are those who arenst assigned to a temporary or
introductory status and who are regularly scheduled to work less than 35 hours per week.
While regular part time employees receive all legally mandated benefits (such as Social Security
and workers’ compensation insurance), they may be eligible for some of GCIA's other benefit
programs.

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 all of GCIA's other benefit programs.

SEASONAL employees are hired for work on an as needed basis for a particular season. The

employment of seasonal employees should only be for a specific time period not exceeding 6
months.

2.1Employment Categories



Gloucester County Improvement Authority
Policy and Procedure Manual

CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS

SECTION: TWO — ACCESS TQO PERSONNEL FILES

GCIA maintains a personnel file on each employee. The personnel file includes such information
as the employee’s Job application, resume, records of training, documentation of performance
appraisals and salary increases, as well as other pertinent employment records.

Personnel files are the property of GCIA and access to the information they contain is
restricted, Generally, only supervisors and management personnel of GCIA who have a
legitimate reason to review information in a file are allowed to do so.

With reasonable advance notice, an employee may review their own personnel file(s}) in the
GCIA Administrative Office {(Woodbury), and in the presence of an individual appointed by the
Executive Director during normal working hours of the Administrative Office. The form Request
to Review Employee Records needs to be completed prior to access.

The form Request to Review Employee Records needs to be completed prior to access. The
form is available from the Human Resource Office.

2.2 Access to Personnel Files
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: THREE — EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join GCIA are well qualified and have a strong potential to be
productive and successful, it is the policy of GCIA to check the employment references of all
applicants.

The Human Resources Department will respond in writing only to those reference check
inguiries 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.

2.3 Employment Reference Checks
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: FOUR — PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify GCIA of any changes in personnel
data. Personal mailing addresses, telephone numbers, number and names of dependents,
individuals to be contacted in the event of an emergency, educational accomplishment, and
other such status reports should be accurate and current at all times. If any personnel data has
changed, notify the Human Resources Department.

2.4 Personnel Data Changes



Gloucester County Improvement Authority
Policy and Procedure Manual

CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: FIVE — PROBATIONARY PERIOD

Each new employee will serve a probationary period of ninety {90) calendar days. Probationary
employees may be suspended or dismissed at any time during the probationary period if the
Executive Director feels it is in the best interest of the Authority. Vacation, Sick and
Administrative Days will be earned, but cannot be used during the probationary period.

The purpose of the probationary period is to evaluate the employee’s work performance and
conduct.

Prior to the completion of the probationary period, an employee performance evaluation shall
be conducted by the appropriate supervisor, in accordance with the provisions of this manual.
An unsatisfactory performance evaluation may result in separation.

A promoted or voluntarily transferred employee will be on probation for a period of sixty (60)
days. Near the end of the probationary period, performance evaluation will be completed by
the supervisor. If the promotion or transfer proves unsatisfactory, staff adjustments will be
made.

When an employee is placed on probation as a result of disciplinary action or following
demotion or involuntary transfer, a probationary period shall begin on the date of the
disciplinary action. The length of the period will be determined at that time, and will be of
sufficient duration to provide the employee an opportunity to correct the outlined
shortcomings or problems. During this period, the employee’s performance will be closely
monitored. Prior to completion of the probationary period, a performance evaluation shall be
conducted. Unsatisfactory performance during the probationary period shall constitute
grounds for separation from Authority service.

2.5 Probationary Period
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: SIX — EMPLOYMENT APPLICATION

GCIA 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 exclusion of the individual from further consideration for employment or, if the
person has been hired, termination of employment.

2.6 Employment Applications
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: SEVEN — PERFORMANCE EVALUATION

Supervisors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. A formal written performance evaluation will be conducted at the
end of an employee's initial period of hire, known as the probationary period. Additional formal
performance evaluations are conducted to provide both supervisors and employees the
opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize
strengths, and discuss positive, purposeful approaches for meeting goals.

The performance of all employees is generally evaluated on an annual basis, beginning at the
calendar-year end.

2.7 Performance Evaluation
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CHAPTER: TWO ~EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: EIGHT — JOB DESCRIPTIONS

GCIA makes every effort to create and maintain accurate job descriptions for all positions
within the organization. Each description includes a job information section, a job summary
section {giving a general overview of the job's purpose), an essential duties and responsibilities
section, a supervisory responsibilities section, a qualifications section (including education
and/or experience, language skills, mathematical skiils, reasoning ability, and any certification
required), a physical demands section, and a work environment section.

GCIA maintains job descriptions to aid in orienting new employees to their jobs, identifying the
requirements of each position, establishing hiring criteria, setting standards for employee
performance evaluations, and establishing a basis for making reasonable accommodations for
individuals with disabilities.

The Human Resources Department and the supervisor prepare job descriptions when new
positions are created. Existing job descriptions are also reviewed and revised in order to ensure
that they are up to date. Job descriptions may also be rewritten periodically to reflect any
changes in the position's duties and responsibilities. All employees will be expected to help
ensure that their job descriptions are accurate and current, reflecting the work being done.

Employees should remember that job descriptions do not necessarily cover every task or duty
that might be assigned, and that additional responsibilities may be assigned as necessary.

Contact the Human Resources Department if you have any questions or concerns about your
job description.

2.8 Job Descriptions
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: NINE — SALARY ADMINISTRATION

The salary administration program at GCIA was created to achieve consistent pay practices,
comply with federa! and state laws, and mirror our commitment to Equal Employment
Opportunity.

Compensation for every position is determined by several factors, including the essential duties
and responsibilities of the job, and salary survey data on pay practices of other employers.

Employees should bring their pay-related questions or concerns to the attention of their
immediate supervisors, who are responsible for the fair administration of departmental pay
practices. The Human Rescurces Department is also available to answer specific questions
about the salary administration program.

2.9 Salary Administration
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: TEN- SOCIAL SECURITY NUMBER PRIVACY

To protect employees' personal information, GCIA prohibits the use of employees' Social
Security numbers for identification purposes, except as allowed by law. GCIA will not:

1. Publicly post or publicly display in any manner an employee's Social Security number.
"Publicly post" or "pubilicly display” means to intentionally communicate or otherwise
make available to the general public.

2. Print an employee’'s Social Security number on any card required for the employee to
access products or services provided by GCIA.

3. Require an employee 1o transmit his or her Soclal Security number over the Internet,
uniess the connection is secure or the Social Security number is encrypted.

4. Require an employee to use his or her Social Security number to access an Internet web
site, unless a password or unique personal identification number or other
authentication device is also required to access the Internet web site.

5. Print an employee's Social Security number on any materials that are mailed to the
employee, unless state or federal law requires the Social Security number to be on the
document to be mailed.

However, Social Security numbers may be included in applications and forms sent by mail,
including documents sent as part of an application or enroliment process; or to estabilish,
amend, or terminate an account, contract, or policy; or to confirm the accuracy of the Social
Security number.

In instances where GCIA previously used an employee's Social Security number in a manner
inconsistent with this policy, it will continue using that employee's Social Security number in
that manner, if all of the following conditions are met:

1. The use of the Social Security number is continuous. If the use is stopped for any reason,
the conditions listed above will apply.

2. The employee is provided an annual disclosure that informs the employee that he or she
has the right to stop the use of his or her Social Security number in a manner prohibited
by those conditions listed ahove.

A written request by an employee to stop the use of his or her Social Security number in a
prohibited manner will be implemented within 30 days of the receipt of the request. There wilt
be no fee or charge for implementing the request.

GCIA will not deny services to an employee because the employee makes a written request to

stop the use of his or her Social Security number.

2.10 Social Security Number Privacy
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GCIA will continue to collect, use, or release Social Security numbers as required by state or
federal law, and may use Social Security numbers for internal verification or administrative
purposes,

Employees who have questions about this policy or who feel that their Social Security number
has been used inappropriately by GCIA should contact the Human Resources Department.

2.10 Social Security Number Privacy
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CHAPTER: TWO —-EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: ELEVEN — RESIGNATION

Resignation is a voluntary act initiated by the employee to terminate employment with GCIA.
Although advance notice is not required, GCIA requests at least 2 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.

2,11 Resignation
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CHAPTER: TWO —EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: TWELVE = TERMINATION OF EMPLOYMENT

Termination of employment is an inevitable part of personnet 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 - voluntary employment termination initiated by an employee.
Discharge - involuntary employment termination initiated by the organization.

s layoff - involuntary employment termination initiated by the organization for non-
disciplinary reasons.

® Retirement - voluntary employment termination initiated by the employee meeting age,
length of service, and any other criteria for retirement from the organization.

GCIA will generally schedule exit interviews at the time of employment termination. The exit
interview will afford an opportunity to discuss such issues as employee benefits, conversion
privileges, repayment of outstanding debts to GCIA, or return of GClA-owned property.
Suggestions, complaints, and questions can also be voiced.

Since employment with GCIA is based on mutual consent, both the employee and GCIA have
the right to terminate employment at will, with or without cause, at any time. 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.

2.12 Termination of Employment
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CHAPTER: TWO -EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: THIRTEEN — RETURN OF PROPERTY

Employees are responsible for all GCIA property, materials, or written information issued to
them or in their possession ¢or control.

Employees must return all GCIA property immediately upon request or upon termination of
employment.

2.13 Return of Property
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CHAPTER: TWO ~ EMPLOYMENT CLASSIFICATION & RECORDS
SECTION: FOURTEEN — RETIREMENT

Employees are strongly encouraged to contact the Human Resources Department about
questions regarding retiring from GCIA employment and for details on continuing medical
health benefits after retirement.

Generally, eligible employees must be members of the Public Employees’ Retirement System
(PERS). Membership in the retirement systems is generally required by the State of NJ, though
some exceptions do apply. More infarmation regarding the pension eligibility and enrollment
can be foundin 5.4,

NOTE:

The information contained herein regarding eligibility for and benefits upon retirement is not
intended to be complete or exhaustive, and is for informational purposes only. While we
have attempted to pravide accurate information, this policy does not supersede anything to
the contrary in the PERS law or regulations. In addition, eligibility and benefits are subject to
change by action of PERS or the New Jersey Legislature. Every employee contemplating
retirement is encouraged to contact PERS for more information. In addition, comprehensive
information is available at http://www.state.nj.us/treasury/pensions/persl.shtmi, where

employees may obtain a copy of the current “PERS Member Handbook”.

There are several types of retirement for which an employee may qualify including, but not
limited to, those listed below:

(1) Service Retirement:

PERS — Available to Tier 1 and Tier 2 members upon reaching age 60 or older; or to Tier 3 and
Tier 4 members upon reaching age 62 or older; or to Tier 5 members upon reaching age 65 or
older. No minimum amount of pension service credit is required.

(2) Early/Special Retirement:

PERS - Available to members who have 25 years or more of pension service credit before
reaching age 60 for Tier 1 and Tier 2 members, or age 62 for Tier 3and Tier 4 members; and

2.14 Retirement
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available to members who have 30 years or more of pension service credit before reaching age
65 for Tier 5.

The benefit is calculated using the appropriate Service Retirement formula; however, your
allowance is permanently reduced if you retire prior to attaining certain ages as defined by your
membership tier.

e For Tier 1 members who retire before age 55, your allowance is reduced 1/4 of 1
percent {3 percent per year) for each month under age 55.

¢ For Tier 2 members who retire before age 60, your allowance is reduced 1/12 of 1
percent (1 percent per year) for each month under age 60 through age 55, and 1/4 of 1
percent (3 percent per year) for each month under age 55.

s For Tier 3 and Tier 4 members who retire before age 62, your allowance is reduced 1/12
of 1 percent (1 percent per year) for each month under age 62 through age 55, and 1/4
of 1 percent (3 percent per year) for each month under age 55,

e For Tier 5 who has at least 30 years of service cradit, your allowance is reduced by 3%
for each year {1/4 of 1% per month) for each month under age 65.

(3) Deferred Retirement:

PERS — Available to members who have at least 10 years of service credit and are not yet 60
years of age if a Tier 1 or Tier 2 member, or 62 years of age if a Tier 3 or Tier 4 member, or 65
years of age if a Tier S member when they terminate employment. The retirement would be
effective on the first of the month after attaining the appropriate Deferred Retirement age of
50 or 62. The benefit is calculated using the appropriate Service Retirement formula.

You must file an Application for Retirement Allowance for the Deferred Retirement to take
effect. You may apply for a Deferred Retirement when you terminate covered employment or
any time prior to attaining your Deferred Retirement age of 60 or 62. Under no circumstances
can a Deferred Retirement become effective prior to the date the application is received by the
Division of Pensions and Benefits. If a member is removed from employment for cause, the
member will be ineligible for Deferred Retirement.

{4) Ordinary Disability:

PERS — Ordinary Disability Retirement is only available to Tier 1, Tier 2, and Tier 3 members.
Note: Under the provisions of Chapter 3, P.L. 2010, Tier 4 members may be eligible for disability
insurance coverage after one year of continuous employment,

To qualify for an Ordinary Disability Retirement you must:

¢ Have an active PERS account. Active membership ceases after discontinuance of pension
contributions for more than two consecutive years. If more than two years have elapsed

2,14 Retirement
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since the last contribution, and you terminated employment because you were totally
and permanently disabled, and you continue to be disabled for the same reason(s),
special rules apply; contact the Division of Pensions and Benefits for more information;
Have 10 or more years of New Jersey service credit {Out of State, Military, and U.S.
Government civilian service purchases cannot be used to attain the 10 years);

Be considered totally and permanently disabled {you must prove that you are physically
or mentally incapacitated from performing your normal or assigned job duties or any
other position your employer may assign); and

Submit any and all medical reports or corroborating evidence on file that supports your
disability.

(5) Accidental Disability

PERS- Disability Retirement is only available to Tier 1, Tier 2, and Tier 3 members. Note: Under
the provisions of Chapter 3, P.L. 2010, Tier 4 members may be eligible for disability insurance
coverage after one year of continuous employment. This type of retirement is time sensitive
and is subject to approval by physicians selected by the retirement system.

To qualify for an Accidental Disability Retirement you must:

Have an active PERS account. Active membership ceases after discontinuance of pension
contributions for more than two consecutive years. If more than two years have elapsed
since the last contribution, and you terminated employment because you were totally
and permanently disabled, and you continue to be disabled for the same reason(s),
special rules apply, contact the Division of Pensions and Benefits for more information;
Be considered totally and permanently disabled (you must prove that you are physically
or mentally incapacitated from performing your normal or assigned job duties or any
other position your employer may assign) as a “direct result of a traumatic event” (see
definition below) that happened during and as a direct result of carrying out your
regular or assigned job duties;

Be an active member of the PERS on the date of the “traumatic event”;

File an Application for Disability Retirement within five years of the date of the
“traumatic event”;

Provide any and all accident reports, witness reports, and corroborating evidence on file
for any and all accidents for which you are filing; and

Be examined by physictans selected by the retirement system. The examination will be
scheduled at no cost to you by the Division of Pensions and Benefits. All medical
information is kept confidential and used only by the PERS Board of Trustees in
reviewing your claim.

2.14 Retirement



Gloucester County Improvement Authority
Policy and Procedure Manual

Retiree Health Benefits

This is not a PERS benefit. GCIA, subject to NJSA 40A:10-23, will provide continuing medical and
prescription coverage for certain employees who retire under the Public Employees Retirement
System or other state retirement system, together with their dependents, as follows:

s Employees who have retired on a disability pension;

* Employees who have retired after 25 years or more of service credit in a State or locally
administered retirement system and who have worked for GCIA for a period of seven (7)
years at the time of retirement.

¢ Employees who have retired and reached the age of 62 years or older with at least 15

years of service with GCIA,
Employees receiving such coverage shall be required to make any premium contributions

required by law.

2.14 Retirement
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: ONE — EMPLOYEE BENEFITS

Eligible employees at GCIA are provided a wide range of benefits. A number of the programs
{such as Social Security, workers' compensation, state disability, and unemployment insurance)
cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upaon a variety of factors, including employee classification.

Your supervisor can identify the programs for which you are eligible. Details of many of these
programs can be found elsewhere in the employee handbook.

3.1 Employee Benefits
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: TWO - VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for rest,
relaxation, and personal pursuits. Employees in the following employment classification(s) are
eligible to earn and use vacation time as described in this policy:

Regular full-time employees

During the 1st calendar month of employment, employees who are hired prior to the 16th of
the month will earn .83 of a working day of vacation; all others hired between the 17th and the
24th day of the month will earn .42 of a working day of vacation. Any employee hired between
the 25th and the end of the month shall not be eligible to earn vacation time until the first day
of the following month. During the remainder of the first calendar year of employment and
after completion of the first month of employment, employees will earn an additional .83 of a
working day of vacation for each additional full month of employment.

The amount of paid vacation time employees receive each year increases with the length of
their employment as shown in the following schedule:

2 - 4 years of continual service 10 working days
5 - 9 years of continual service 15 working days
10 - 19 years of continual service 20 working days

20 or more years of continual service 25 working days

For purposes of calculating vacation available for employees in their first year of employment
or upon the termination of the services of an employee in mid-year, vacation will be earned as
follows:

1 - 4 years of service .83 day/month
5-9 years of service 1.25 day/month
10-19 years of service 1.67 day/month
20 or mare years of service 2.08 days/month

The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month
period that begins when the employee starts to earn vacation time. An employee's benefit year
may be extended for any significant leave of absence except military leave of absence. Military
leave has no effect on this calculation. (See individual leave of absence policies for more
information.)

3.2 Vacation Benefits
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Once employees enter an eligible employment classification, they begin to earn paid vacation
time according to the schedule. They can request use of vacation time after it is earned.

To take vacation, employees should request advance approval from their supervisors. Requests
will be reviewed based on a number of factors, including business needs and staffing
requirements.

Vacation time off is paid at the employee's base pay rate at the time of vacation. It does not
include overtime or any special forms of compensation such as incentives, commissions,
bonuses, or shift differentials.

As stated above, employees are encouraged to use available paid vacation time for rest,
relaxation, and personal pursuits. In the event that available vacation is not used by the end of
the benefit year, employees may carry unused time forward to the next benefit year. If the total
amount of unused vacation time reaches a "cap” equal to two times the annual vacation
amount, further vacation accrual will stop. When the employee uses paid vacation time and
brings the available amount below the cap, vacation accrual will begin again.

Upon termination of employment, employees will be paid for unused vacation time that has
been earned through the last day of wark.

3.2 Vacation Benefits
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CHAPTER: THREE —=EMPLOYEE BENEFITS PROGRAMS
SECTION: THREE ~ HOLIDAYS

GCIA will grant holiday time off to ali non-union employees on the holidays listed below:

New Year's Day (lanuary 1)

Martin Ltuther King, Jr. Day (third Monday in January)
Lincoln's Birthday

Presidents' Day (third Monday in February)
Good Friday (Friday before Easter)
Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day {first Monday in September)
Columbus Day (second Monday in October)
Election Day

Veterans' Day (November 11)

Thanksgiving {fourth Thursday in November)
Day after Thanksgiving

Christmas Eve {December 24} % a day
Christmas {December 25)

GCIA will grant paid holiday time off to all eligible employees immediately upon assignment to
an eligible employment classification. Holiday pay will be calculated based on the employee's
straight-time pay rate (as of the date of the holiday) times the number of hours the employee
would otherwise have worked on that day. Eligible employee classification(s):

e Regular full-time employees
e Regular pari-time employees

Specific holiday schedules apply to the Administrative staff at Woodbury, South Harrison and
Shady Lane and DREAM Park offices. You may see your immediate Supervisor for which
holidays you are entitled to have off and which holidays you are required to work.

Floating Holidays
Any staff member scheduled/required to work and actually works on that recognized holiday
shall receive a floating holiday to use as agreed upon between employee and supervisor. Note

that this rule is further defined as an employee will only earn a floating holiday as the rate of
their normal day's hours.

A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A
recognized holiday that falls on a Sunday will be observed on the following Monday.

3.3 Holidays
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If a recognized holiday falls during an eligible employee's paid absence (such as vacation or sick
leave), holiday pay will be provided instead of the paid time off benefit that would otherwise
have applied.

When personnel are out sick for a full day prior to or subsequent to a holiday, a physician's note
will be required in order to be compensated. Also, personnel are required to be present at
least a half-day on the day prior to a holiday in order to be compensated; otherwise a doctor's
note will need to be submitted in order to be paid for the holiday.

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay
plus wages at their straight-time rate for the hours worked on the holiday.

Paid time off for holidays will not be counted as hours worked for the purposes of determining
overtime.

3.3 Holidays
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CHAPTER: THREE —EMPLOYEE BENEFITS PROGRAMS
SECT!CN: FOUR —SICK LEAVE BENEFITS

GCIA provides paid sick leave benefits to all eligible employees for periods of temporary
absence due to ilinesses or injuries. Eligible employee classification(s):

» Regular full-time employees
» Regular part-time employees

Eligible full-time employees {initial month of employment) will receive one (1) working day of
sick leave if work began on the 1st through the 15th day of the calendar month, and 1/2 of a
working day if work began on the 16th through the 23rd day of the calendar month. No credit
" is earned if an employee begins on the 24th day of the month or after. After the initial month
and up to the end of the calendar year, full time employees earn one (1) working day for each
month of service.

At the beginning of each calendar year thereafter, full-time employees shall have twelve (12)
working days of sick leave credited in anticipation of continued employment.

Part-time employees' sick time is credited on a pro-rated basis.
Seasonal and temporary employees are not entitled to sick leave pay.

Employees can request use of paid sick leave after completing a waiting period of 90 calendar
days from the date they become eligible to accrue sick leave benefits, Paid sick leave can be
used in minimum increments of one-half day. An eligible employee may use sick leave benefits
for an absence due to his or her own iliness or injury or for a family member.

Employees who are unable to report to work due to illness or injury should notify their direct
supervisor before the scheduled start of their workday if possible. The direct supervisor must
also be contacted on each additional day of absence.

If an employee is absent for three or more consecutive days due to illness or injury, a
physician's statement must be provided verifying the disability and iis beginning and expected
ending dates. Such verification may be requested for other sick leave absences as well and may
be required as a condition to receiving sick leave benefits. Before returning to work from a sick
leave absence, an employee must provide a physician's verification that he or she may safely
return to work.

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, or shift differentials.

3.4 Sick teave Benefits
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As an additional condition of eligibility for sick leave benefits, an employee on an extended
absence must apply for any other available compensation and benefits, such as New Jersey
Family Leave and Family and Medical Leave Act. Sick leave benefits will be used to supplement
any payments that an employee is eligible to receive from state disability insurance and GCIA-
provided disability insurance programs. The combination of any such disability payments and
sick leave benefits cannot exceed the employee's normal weekly earnings.

Sick leave benefits are intended solely to provide income protection in the event of iliness or
injury, and may not be used for any other absence. Unused sick leave benefits will not be paid
to employees while they are employed or upon termination of employment.

Unused sick time will only be paid to employees who attain retirement age with the Public
Employees Retirement Act of the Siate of new Jersey (PERS). Employees will be paid a lump
sum equal to fifty percent (50%) of all accumulated sick days only upon retirement. Upon
retiring on pension, an employee shall be eligible for a one time supplemental payment based
on the number of unused sick days remaining to the employee’s credit. The supplemental
payment for retirees will be calculated as follows:

a. The number of sick days will be divided in half.

b. The result in (a) will be multiplied by the value of a day’s pay for the employee at
retirement.

¢. The resulting figure will constitute the supplemental payment, except in no case such
payment shall exceed $15,000.

3.4 Sick Leave Benefits
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CHAPTER: THREE —EMPLOYEE BENEFITS PROGRAMS
SECTION: FIVE —BEREAVEMENT LEAVE

Employees who wish to take time off due to the death of an immediate family member should
notify their supervisor immediately.

Up to 3 days of paid bereavement leave will be provided to eligible employees in the following
classification{s}):

s Regular full-time employees

Bereavement pay is calculated based on the base pay rate at the time of absence and will not
include any special forms of compensation, such as incentives, commissions, bonuses, or shift
differentials.

Bereavement {eave will normally be granted uniess there are unusual business needs or staffing
requirements. If additional bereavement time is needed it may be taken, with the prior
approval of the Executive Director, as vacation, sick ar administrative leave or unpaid leave, if
the other leave has been exhausted.

In the event of a death in the immediate family, an employee, when scheduled to work, will be
granted up to three (3} days off with pay. The term immediate family for purposes of this policy
includes employees or employee’s spouse’s or civil union partner’s father, mother, step-father,
grandmother, grandfather, grandchild, spouse/civil union partner, child, foster child, sister,
brother, step-sister, step brother, sister-in-law, brother-in-law son-in-law, daughter-in-law,
niece, nephew, aunt and uncle. in addition, “immediate family”, shall include any relative or
domestic partner of the employee residing in the employee’s household.

If additional bereavement time is needed it may be taken, with the prior approval of the
Executive Director, as vacation, sick or administrative leave or unpaid leave, if the other leave

has been exhausted.

GCIA may, at its discreticn, require confirmation of the death and the familial relationship
(obituary, funeral home card, etc.).

3.5 Bereavement Leave
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CHAPTER: THREE —EMPLOYEE BENEFITS PROGRAMS
SECTION: $IX —JURY DUTY

GCIA encourages employees to fulfill their civic responsibilities by serving jury duty when
required. An employee called to jury duty will be granted time off as the court requires.
Absence from work will not be counted against any regular leave.

Sury 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.

Employees must show the jury duty summons to their Supervisor as soon as possible so that
the Supervisor may make arrangements to accommodate their absence. Of course, employees
are expected to report for work whenever the court schedule permits.

Any payments for jury duty received by the employee except money received for mileage and
expenses must be endorsed to the GCIA; failure to turn over such payments will result in the
amount earned being withheld from the employee's pay.

Either GCIA or the employee may request an excuse from jury duty if, in GCIA's judgment, the
employee's absence would create serious operational difficulties.

GCIA will continue to provide health insurance benefits for the full term of the jury duty
absence.

3.6 Jury Duty



Gloucester County Improvement Authority
Palicy and Procedure Manual

CHAPTER: THREE ~-EMPLOYEE BENEFITS PROGRAMS
SECTION: SEVEN —EDUCATIONAL ASSISTANCE

GCIA will provide educational assistance to all eligible employees who have completed 90
calendar days of service in an eligible employment classification. To maintain eligibility
employees must remain on the active payroll and be performing their job satisfactorily through
completion of each course. Employees in the following employee classification(s) are eligible for
educational assistance:

e Regular full-time employees

Individual courses or courses that are part of a degree, licensing, or certification program must
be related to the employee's current job duties or a foreseeable-future position in the
organization in order to be eligible for educational assistance. GCIA has the sole discretion to
determine whether a course relates to an employee's current job duties or a foreseeable-future
position. Employees should contact the Supervisor for more information or questions about
educational assistance.

While educational assistance is expected to enhance employees' performance and professional
abilities, GCIA cannot guarantee that participation in formal education will entitle the employee
to automatic advancement, a different job assignment, or pay increases.

GClA invests In educational assistance to employees with the expectation that the investment
be returned through enhanced job performance. However, if an employee voluntarily separates
from GCIA's employment within one year of the last educational assistance payment, the
amount of the payment will be considered only a loan. Accordingly, the employee will be
required to repay up to 100 percent of the original educational assistance payment.

EDUCATIONAL COURSE OR SEMINAR (NON-COLLEGE CREDITED CLASS):

When an employee wishes to attend an educational course or seminar that is not geared
towards receiving a degree, whether there is a cost or not, he/she must first submit the form
“Request to Attend Educational Course” to their immediate supervisor for approval. The
coursefseminar must pertain to the employee’s current position or benefit the GCIA by
attending such course/seminar. Secondly, the Request gets forwarded to the Executive
Director for approval. Lastly, the Request must be signed by one of the Authority Members on
the Board Committee to Approve Course Requests. It is incumbent upon the employee to give
enough advance notice to the Supervisor in order to get the signatures/approval process
complete. The employee must keep in mind if the course or seminar needs to be paid prior to
attending. They must keep in mind of the process the GCIA takes for paying invoices on its bill
lists. If the course or seminar can be attended with the educational facility prior to payment

3.7 Educational Assistance
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but after receiving a purchase order, this should be noted to the Finance Depariment. The
employee will be given time during the normal workday to attend these courses or classes. If
the classes begin later or end earlier than the employee’s normal workday, the employee is
expected to be present at work for the remainder of the time. If the course or class is held
during non-working hours or days, there will be no payroll payment made for the time.

EDUCATIONAL COURSES/CLASSES FOR REQUIRED CERTIFICATION/TRAINING:

When an employee attends an education course/class which is required of them by the GCIA or
the State in order to be in their position, he/she must follow the same steps as above for the
“Request to Attend Education Course” form. The employee will be given time during the
normal workday to attend these courses/classes. If the classes begin later or end earlier than
the employee’s normal workday, the employee is expected to be present at werk for the
remainder of the time. If the course or class is held during non-working hours or days, there will
be no payroll payment made for the time.

COLLEGE CREDITED EDUCATIONAL ASSISTANCE:

Reimbursement of tuition will be made to employees who take and complete with a passing
grade {C or above), job related courses. The courses must be approved by the appropriate
management prior to enrollment. Please see above instructions for specific rules to follow. If
the employee enrolls in the class prior to the above process being completed, it should not be
construed that the class will be automatically paid for by the GCIA. Education reimbursement
requests which have not properly gone through the approval process will not be considered for
reimbursement. Upon satisfactory completion of the course, the employee must submit proof
of payment, and a grade report or transcript as necessary documentation to receive the
reimbursement. A voucher will be processed for the payment of tuition, books and Iab fees
only in an amount up to a maximum of $2,500.00 per calendar year for all employees.
Employees will not be given paid time off to attend college credited classes, unless authorized
by the Executive Director and the Personnel Committee.

Employees who are reimbursed from the GCIA for any course/class must remain employed by
the GCIA for at least one (1) year after reimbursement. If employment is terminated,
voluntarily or involuntarily, prior to one (1) year, the employee is required to reimburse back
the GCIA the costs associated with the courses/classes.

TRAINING RECORD

An employee training log has been prepared to assure that employee training files are updated
upon completion of any employee development activities and to ensure maximum
consideration for placements, transfers and promotion. Supervisors are responsible to see that
a complete training record has been included in their employee's training files and to advise the
administrative office when an update is necessary.

3.7 Educational Assistance
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: EIGHT — REIMBURSEMENT OF EXPENSES

Employees who receive advance approval from their Department Head will be reimbursed for
legitimate reasonabie expenses, including travel expenses associated with the use of a personal
vehicle. Employees must obtain the appropriate voucher from their Department Heads who will
provide instructions for filing for reimbursement expenses. Please note: Employees must seek
approval for expenses from their Department Head prior to incurring the cost. Employees must
also seek approval for travel expenses, prior to traveling, from Department Head by completing
the Travel Request Form.

Reimbursements include General Expenses (as per negotiated contract); Mileage Expenses {as
per negotiated contract and IRS regulations); Tolls and Parking Expenses. All requests for such
reimbursement must be itemized and accompanied by receipts. Mileage reimbursement
requests should be based on actual miles traveled and exclusive of travel to and from the
employee's work station site or home.

Out of State Travel

in the event any employee is required to travel out of the State of New Jersey in the course of
his/her employment, he/she shall follow the guidelines detailed below.

All requests for reimbursements must first be approved by the Department Head, prior to
traveling, by completing the Travel Request Form. Once approved, a purchase requisition must
be submitted to the Finance Department with an approved Travel Authorization Form attached
(“Travel Request Form”}. This requisition must be submitted allowing enough time for
arrangements to be made.

When there is not enough time allowed for the above, reimbursement will only be made to the
employee with all proper documentation attached to the requisition, including a completed
Travel Request Farm.

A requisition with documentation attached, such as the original receipts for tolls and meals and
a mileage log should be forwarded to the Finance Department. In the case of reimbursement
for Department Heads, as in the past, the requisition must first be submitted to the Executive
Director for signature and then forwarded with documentation attached to the Finance
Department.

All requests for reimbursement must be submitted in a timely fashion but in no case should
requisitions lapse over 90 days. Any expenses incurred during the month of December must be
submitted by January 30th of the foliowing year. Failure to submit a timely claim may result in
denial of your reimbursement.

3.8 Relimbursement of Expenses
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TRAVEL REQUEST FORM
Out of State Travel
To:
From:
Employee: Department:
Travel Dates: Destipation:

Purpaose {detail}:

COSTS

Travel:

Lodging:

Registration:

Daily Expense {Max. $50)

TOTAL:

Cost Budgeted Line Item:

3.8 Reimbursement of Expenses
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: NINE —~ MEDICAL INSURANCE

GCIA's health insurance plan provides employees access to medical Insurance benefits.
Employees in the following employment classifications are eligible to participate in the health
insurance plan:

o Regular full-time employees

Medical insurance benefits will commence once the employee completes the waiting period of
sixty (60) consecutive days of employment. It is also available to RN's when approved by the
Executive Director. The waiting period may be waived at the discretion of the Executive
Director.

Eligible employees may participate in the health insurance plan subject to all terms and
conditions of the agreement betweean GCIA and the insurance carrier.

Contributions wiil be made by bi-weekly payroll deduction on a pre-tax basis pursuant to a plan
adopted under Section 125 of the Internal Revenue Code.

A change in employment classification that would result in loss of eligibility to participate in the
health insurance plan may qualify an employee for benefits continuation under the
Consolidated Omnibus Budget Reconciliation Act (COBRA). Refer to the Benefits Continuation
{COBRA) Policy for more information.

Details of the health insurance plan are described in the Summary Plan Description {SPD). An
SPD and information on cost of coverage will be provided in advance of enrollment to eligible
employees. Contact the Health Benefits Department for more information about health
insurance benefits.

In conjunction with the employee premium share as set forth herein, the Authority will pay the
premium for the medical insurance outlined above for all full-time employees and eligible
family members. Employees electing health benefits coverage shall be required to pay
contributions based on a percentage of the cost of coverage as set forth in Section 39 of P.L.
2011, c. 78. Notwithstanding any expiration of Sections 39 to 44 four {4) years after the
effective date of P.L. 2011, ¢. 78, the fully phased in applicable employee contribution rates set
by Section 39 of P.L. 2011, c. 78 shall be considered part of this Agreement unless and until
specifically modified by coliective bargaining permitted by law. Any employee contribution
shall be subject to any applicable contribution phase in periods set forth in Sections 40 to 44 of
said public law.

GCIA employees are eligible to recelve monthly payments in lieu of insurance, if they choose to
waive their medical/prescription benefits. This choice should be made only if the employee

3.9 Medical insurance
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does not expect these benefits to be needed. Also, employees who waive their medical
coverage must produce proof that they have medical coverage through another source (such as
a spouse or civil union partner who is also providing benefits).

Monthly payments will begin in the month following the acceptance of the waiver and will
continue as long as the waiver remains in effect. The amount of the payments will depend
upon the type of coverage the employee waives. Please contact Health Benefits Department
for schedule of payment.

In order to qualify for the waiver program, employees must complete a waiver form and return
it to the Health Benefits Administrator. Forms may be obtained from the Health Benefits
Department.

Walver benefits may be discontinued at any time by the Board of Commissioners/Gloucester
County Improvement Authority.

3.9 Medical Insurance
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: TEN — 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
GCIA'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 2 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 GCIA's group rates
plus an administration fee. GCIA’s Third Party Administrator provides each eligible employee
with a written notice describing rights granted under COBRA when the employee becomes
eligible for coverage under GCIA's health insurance plan. The notice contains important
information about the employee's rights and obligations.

3.10 Benefits Continuation {COBRA)
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: ELEVEN — LIFE INSURANCE

Life insurance offers you and your family important financial protection. GCIA provides regular
full-time employees who have been employed by GCIA for 60 days paid basic group term life
policy along with an accidental death and dismemberment {AD&D) policy. This employer paid
basic group term life and AD&D does not apply to the union employees of Shady Lane Home.
This policy pays a death benefit of $20,000.00. Beneficiaries are those designed by the
employee and may be changed at any time.

GCIA provides all regular full-time employees who have been employed by GCIA for 60 days
with an optional employee paid term life policy. Multiple options of term life coverage are
available. Coverage may also be selected for spouse and eligible dependents. Beneficiaries are
those designated by the employee and may be changed at any time.

Eligible employees may participate in the life insurance plan subject to all the terms and
conditions of the agreement between GCIA and the insurance carrier.

As an active member of the Public Employees Retirement System (PERS) you may be covered by
two types of group life insurance:

NON-CONTRIBUTORY GROUP LIFE INSURANCE is provided by your employer through
the retirement system. This is equal to one and one-half of your annual base income.
There is no cost to you for this coverage.

CONTRIBUTORY GROUP LIFE INSURANCE is the insurance for which you pay the
premium. The law requires that you must be covered by contributory insurance for the
first 12 months of your membership. After the 12 months have elapsed, you may cancel
this coverage, if you wish, by filing the proper form available through the payroll office.
Once you have cancelled this coverage, you cannot be reinstated nor are your
contributions refunded. The value of this policy is equal to one and one-half your
annual base income. The cost of the insurance is determined by PERS.

GCIA provides the opportunity for all employees to voluntarily purchase life insurance coverage
through payroll deductions. Please see the Health Benefits Administrator for more information.

Details of the basic life insurance plan including benefit amounts are described in the Summary

Plan Description provided to eligible employees. Contact the Health Benefits Department for
more information about life insurance benefits.

3.11 Life Insurance
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CHAPTER: THREE —EMPLOYEE BENEFITS PROGRAMS
SECTION: TWELVE - SHORT-TERM DISABILITY

All employees who have met the minimum earning requirements are eligible for short-term
disability insurance. This insurance is designed to provide income for you when you are absent
from work for more than seven calendar days due to non-occupational illness, injury or
pregnancy-related disability.

The benefits are calculated as a percentage of your salary up to a weekly maximum, as specified
by law, for up to 26 weeks.

If an employee is qualified to receive State temporary disability benefits while an an approved
un-paid FMLA or NJFLA employees must exhaust all banked as well as any current year’s sick
time up to the point of disability to meet the eligibility requirements mandated by the state.
Prior to receiving any disability payments, the employee may opt to use accrued vacation,
compensatory and administrative time available in order to lessen the financial burden the
employee may face during his/her leave. The period of benefits is reduced by the amount of
time which fully paid leave is provided (i.e. sick, vacation, compensation time, and
administrative time.) However, if the employee applies for State temporary disability and is
denied, they will be required to utilize the remaining accrued sick, compensation time, vacation
and administrative time available to them.

3.12 Short Term Disability
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CHAPTER: THREE ~EMPLOYEE BENEFITS PROGRAMS
SECTION: THIRTEEN ~ FAMILY LEAVE INSURANCE

Beginning July 1, 2009 the state of New Jersey may provide partial wage benefits to eligible
employees for up to six weeks in a 12-month period for the following reasons:

* To bond with a child during the first 12 months after the child’s birth, if the covered
individual or the domestic partner or civil union partner of the covered individual, is a
biological parent of the child, or the first 12 months after the placement of the child for
adoption with the covered individual.

» To care for a family member with a serious health condition supported by a certification
provided by a health care provider.

Family member means a child, spouse, domestic partner, civil union partner or parent of a
covered individual.

Child means a biological, adopted, or foster child, stepchild or legal ward of a covered
individual, child of a domestic partner of the covered individual, or child of a civil union partner
of the covered individual, who is less than 19 years of age or is 19 years of age or older but
incapable of self-care because of mental or physical impairment.

The Temporary Disability Leave Law (Family Leave insurance} provides benefits to eligible
employees who have worked 20 or more calendar weeks in covered New Jersey employment,
and have earned the minimum wage amount determined by the New Jersey Department of
Labor and Workforce Development during the 52 weeks immediately preceding the leave.

The Family Leave Insurance benefits program provides covered individuals with a monetary
benefit, not a leave entitlement. Further this policy does not provide additional time off, rather
family leave insurance may provide compensation during an approved leave of absent pursuant
to the New lersey Family Leave law, the Federal Family and Medical leave Act or any other
company provided leave. Please refer to our disability leave, Family Leave, and Federal Family
and Medical Leave policies.

The Family Leave Insurance benefits program does not establish the right of a covered
employee to be restored to employment following a period of leave from work to participate in
providing care for a family member who has a serious health condition or to bond with a
newborn or newly adopted child.

As a condition of initial recelpt of Family Leave Insurance you will be required to use any earned
but unused PTO, or other paid leave, up to a maximum of two weeks.

You are responsible for filing your claim for benefits under this program and other forms

3.13 Family Leave Insurance
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promptly and accurately with the Department of Labor and Workforce Development, Division
of Temporary Disability Insurance.

When reguesting benefits during a leave to care for a child after birth or adoption, you must
provide the Human Resources Department with at least 30 days prior notice, except when
unforeseeable circumstances prevent prior notice. Leave taken on an intermittent basis for this
reason must be taken in periods of seven days or more and the schedule must be mutually
agreed to by both the employer and the employee.

When requesting family leave insurance benefits during a leave to care for a family member
with a seripus health condition, you must provide the Human Resources Department with
reasonable and practicable notice unless the time of the leave is unexpected or the time of the
leave changes for unforeseeable reasons and is required to schedule, when possible, the leave
in a manner to minimize disruption of employer operations. If you intend to take leave on an
intermittent basis, you must provide at least 15 days advance notice. Employees taking leave
to care for a family member may be required to provide medical certification.

The cost of this insurance is fully paid by the employee. Please contact the Human Resources
Department for additional information.

3.13 Family Leave Insurance
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CHAPTER: THREE -EMPLOYEE BENEFITS PROGRAMS
SECTION: FOURTEEN — LONG TERM DISABILITY

GCIA provides a long-term disability (LTD) benefits plan to help employees cope with an illness
or injury that results in a long-term ahsence from employment. LTD is designed to ensure a
continuing income for employees who are disabled and unable to work.

Employees with the exception of Shady Lane Union employaes, after a ninety (90) day waiting
period are eligible to participate in the LTD plan:

Eligible employees may participate in the LTD plan subject to all terms and conditions of the
agreement between GCIA and the insurance carrier. Eligible employees may begin LTD
coverage only after completing 90 calendar days of service.

Details of the LTD benefits plan including benefit amounts, and limitations and restrictions are

described in the Summary Pian Description provided to eligible employees. Contact the Health
Benefits Department for more information about LTD benefits.

3.14 Long Term Disabllity
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CHAPTER: THREE —EMPLOYEE BENEFITS PROGRAMS ADOPTED: 11.15.2012
SECTION: FIFTEEN — PUBLIC EMPLOYEE RETIREMENT SYSTEM

PERS

The following information concerning pension plans is intended to assist GCIA employees in
making decisions concerning their future as an employee and retiree. Complete terms
governing PERS are set forth in N.J.S.A. 43:15A et seq. The pension enrollment rules described
below are in general terms and may not cover all situations.

PERS Membership Tiers

Membership Tier 1 is members who were enrolled prior to July 1, 2007.

Membership Tier 2 is members who were eligible to enroll on or after July 1, 2007 and
prior to November 2, 2008, pursuant to the provisions of Chapters 92 and 103, P.L.
2007.

Membership Tier 3 is members who were eligible to enroll on or after November 2,
2008 and on or before May 21, 2010, pursuant to the provisions of Chapter 89, P.L.
2008.

Membership Tier 4 is members who were eligible to enroll after May 21, 2010, pursuant
to the provisions of Chapters 1 and 3, P.L. 2010.

Membership Tier 5 is members who were eligible to enroll on or after June 28, 2011.

Membership in the retirement system is generally required as a condition of employment for
most employees of the GCIA. Employees who must be members of PERS are:

You are employed on a regular basis in a position covered by Social Security; and

You are eligible for Tier 1 or Tier 2 membership and the annual salary is $1,500 or more,
or you are eligible for Tier 3 membership and the annual salary is $7,700* or more; and
You are eligible for Tier 4 membership and you work at least 32 hours per week required
for enrollment; and

You are not required to be a member of any other State or local government retirement
system on the basis of the same position; or if:

You are receiving a monthly retirement allowance from the PERS, you work more than
the minimum number of hours per week required for PERS Tier 4enroliment (see
above), and you earn more than $15,000 annually, in aggregate, from all PERS covered
employment (Details of exceptions and special rules for Disability Retirees Restored to
Active Services are available upon request).

3.15 Public Employee Retirement System (PERS)
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Employees who are ineligible for membership in PERS are:

¢ Members of any other (not New Jersey) state-administered retirement system or a local
government system for the same position.
Provisional or temporary employees with less than 12 months of continuous service.

¢ Seasonal employees,

Payroll deductions for the pension plan are based on a percentage of the employee's salary.
These deductions begin once the enrollment process is complete and are reflected on the
employee’s pay stub.

if the employment terminates before retirement, the employee will receive a refund of his/her
contributions to the pension system if the employee was a member for more than three years.
All rights and privileges then end.

Retirement begins on the first of a month. Retirement allowances are paid after the end of a
month. No benefits are paid unless it is for an entire month.

An employee who is actively contributing to PERS may get a loan from the retirement system
once he/she has been a contributory member for three years and three months. Employees
may borrow up to half of their accumulated contributions. Repayments are deducted from
employee paychecks with interest. Contact the HR department with questions regarding rates,
etc.

Human Resource Department:
® Provides employees with the enrollment applications
» Forwards the completed applications to the NI Division of Pensions.
¢ Payroll Administrator/ HRC receive the Certification of Payroll Deductions once
processing is completed by the State and takes the appropriate measures to begin
deductions.
= Provides all forms, additional information and direction.

Employee:

e Completes the enroliment application and returns it to the Human Resource
Department.

s Receives notice from the State that processing is complete via a Certification of Payroll
Deductions.

¢ Contacts the Human Resource department at least 6 months before the anticipated
retirement date.

+ Files a retirement application with the Division of Pensions (available from the HR
department or online) at [east three months before they wish to retire to allow time for
their application to be processed

3.15 Public Employee Retirement System (PERS)
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CHAPTER: THREE —EMPLOYEE BENEFITS PROGRAMS ADOPTED: 11.15.2012
SECTION: SIXTEEN — EMPLOYEE ASSISTANCE PROGRAM

GCIA cares about the health and well-being of its employees and recognizes that a variety of
personal problems can disrupt their personal and work lives. While many employees solve their
problems either on their own or with the help of family and friends, sometimes employees
need professional assistance and advice.

Through the Employee Assistance Program (EAP), GCIA provides confidential access to
professional counseling services for help in confronting such personal problems as alcohol and
other substance abuse, marital and family difficulties, financial or legal troubles, and emotional
distress. The EAP is available to all employees offering problem assessment, short-term
counseling, and referral to appropriate community and private services.

The EAP is strictly confidential and is designed to safeguard your privacy and rights. Information
given to the EAP counselor may be released only if requested by you in writing. All counselors
are guided by a Professional Code of Ethics.

Personal information concerning employee participation in the EAP is maintained in a
confidential manner. No information related to an employee’s participation in the program is
entered into the personnel file.

There is no cost for employees to consult with an EAP counselor. If further counseling is
necessary, the EAP counselor will outline community and private services available. The
counselor will also let employees know whether any costs associated with private services may
be coverad by their health insurance plan. Costs that are not covered are the responsibility of
the employee.

Minor concerns can become major problems if you ignore them. No issue is too small or too
large, and a professional counselor is available to help you when you need It.

3.16 Employee Assistance Program
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CHAPTER: THREE —EMPLOYEE BENEFITS PRCGRAMS
SECTION: SEVENTEEN — AFLAC

The GCIA offers the opportunity for an employee to join AFLAC Insurance through additional
voluntary payroll deductions. Enroliment/Changes can only be made during Open enrollment
and to new employees upon hire. This is available to all employees’ family members so long as
the employee is currently enrolled. Please see the Payroll Administrator for more information.

3.17 AFLAC
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CHAPTER: THREE — WORKING CONDITIONS AND HOURS
SECTION: EJGHTEEN — MILEAGE REIMBURSEMENT

GCIA will reimburse employees for utilizing their own vehicles to conduct GCIA business at the
Internal Revenue standard mileage rate.

GCIA will not reimburse for mileage incurred to drive from home to work or from work to
home.

The employees must use a GCIA vehicle for conducting GCIA business if a GCIA vehicle is
available. If a GCIA vehicle is available and the employee uses their own vehicle, then no
mileage will be allowed.

The employee must have on file a copy of their valid New Jersey driver's license.

Employees who are involved in an accident while traveling on business must promptly report
the incident to their immediate supervisor. Vehicles owned, leased, or rented by GCIA may not
be used for personal use without prior approval.

When travel is completed, employees should submit completed travel expense reports within
30 days. Reports should be accompanied by receipts for all individual expenses.

Employees should contact their supervisor for guidance and assistance on procedures related
to travel arrangements, expense reports, reimbursement for specific expenses, or any other
business travel issues.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect

costs not incurred by the employee, can be grounds for disciplinary action, up to and including
termination of employment.

3.18 Mileage Reimbursement
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CHAPTER: FOUR — PAYROLL/TIMEKEEPING
SECTION: ONE — TIMEKEEPING

Accurately recording time worked is the responsibility of every nanexempt employee. Federal
and state laws require GCIA 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 mea! period. They should also record the
beginning and ending time of any spilit shift or departure from work for personal reasons.
Overtime work must always be approved before it is performed.

Altering, falsifying, tampering with time records, or recording time on another employee's time
record may result in disciplinary action, up to and including termination of employment.

Nonexempt employees should report to work no more than seven (7} minutes prior to their
scheduled starting time nor stay more than seven {7) minutes after their scheduled stop time
without expressed, prior autharization from their supervisor,

It is the employees' responsibility to sign their time records to certify the accuracy of all time
recorded. The supervisor will review and then initial the time record before submitting it for
payroll processing. In addition, 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.

4.1 Timekeeping
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CHAPTER: FOUR — PAYROLL/TIMEKEEPING
SECTION: TWO — PAYCHECKS

All employees are paid bi-weekly on Thursdays. Each paycheck will include earnings for all work
performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off such as a holiday, employees
will receive pay on the last day of work before the regularly scheduled payday.

Employees may have pay directly deposited into their bank accounts if they provide advance
written authorization to GCIA. Employees will receive an itemized statement of wages when
GCIA makes direct deposits.

GCIA does not provide pay advances on unearned wages to employees.

GCIA takes all reasonable steps to ensure 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 Human Resources Department so that corrections
can be made as quickly as possible.

4.2 Paychecks
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CHAPTER: FOUR — PAYROLL/TIMEKEEPING
SECTION: THREE — PAY DEDUCTIONS AND GARNISHMENTS

The law requires that GCIA make certain deductions from every employee's compensation.
Among these are applicable federal, state, and local income taxes. GCIA also must deduct Social
Security taxes on each employee's earnings up to a specified limit that is called the Social
Security "wage base."

GCIA offers programs and benefits beyond those required by law. Eligible employees may
voluntarily authorize deductions from their paychecks to cover the costs of participation in
these programs.

Garnishments are pay deductions taken by GCIA, usually to help pay off a debt or obligation to
GCIA or others.

4.3 Pay Deductions and Garnishments
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CHAPTER: FOUR — WORKING CONDITIONS AND HOURS
SECTION: FOUR— 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.

Employees must be present and ready for work at the designated starting time for their
operation. Employees must not leave work until the designated quitting time.

4.4 Work Schedule
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CHAPTER: FOUR — WORKING CONDITIONS AND HOURS
SECTION: FIVE = OVERTIME/COMPENSATORY TIME

When operating requirements or other needs cannot be met during regular working hours, any
hourly, non-exempt 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 and unauthorized use of overtime may be cause for
disciplinary action, Overtime assignments will be distributed as equitably as practical to all
employees qualified to perform the required work.

For emergency situations where short notice is given, employees will be expected to work
overtime. Refusal to work overtime without a valid reason may be cause for disciplinary action.

A rotation system of overtime assignments should be in effect when more than one person in
the organization is capable of performing the work to be done.

Overtime compensation is paid to all nonexempt employees in accordance with federal and
state wage and hour restrictions. 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. Compensation for overtime will be paid on the
first pay date following receipt of the time records,

Overtime will be kept to a minimum and in advance by the Supervisor in completing an
Overtime/Comp Time Approval form. The form should be copied to the Executive Director. A
Department Head or Supervisor, who anticipates the need for considerable extra hours of work,
should ordinarily give employees advance notice of required overtime work pending.

Failure to work scheduled overtime or overtime worked without prior authorization from the
Supervisor may result in disciplinary action, up to and including possible termination of
employment.

Compensatory time will be granted to exempt and salaried non-exempt employees. Employees
must make good effort to use compensatory time within a sixty-day (60) period following the
time worked, unless doing so would unduly disrupt the operations of the GCIA. This will be
enforced by the employee's Supervisor. All compensation hours earned by salaried non-
exempt and hourly non-exempt employees which total forty {40) hours or less for one work-
week will be earned at straight time; all compensation hours earned over forty (40) hours in
one work-week will be earned at time and one-half. All compensation hours earned by exempt
employees will be earned at straight time. The maximum accumulation of compensation time
is eighty {80) hours. In order for an employee to utilize compensatory time, it must be
submitted and approved on a "Request for Time Off" form. For salaried non-exempt
employees, compensatory time worked less than one (1) hour is reasonable expectation of the
job requirement and therefore is not accrued as compensatory time.

4.5 Overtime/ Compensatory Time
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All compensatory time earned must be approved by your Supervisor, in advance with a
Overtime/Comp Time Approval form completed and a copy given to the Executive Director,
Compensatory time should be used for short term absences from work during times mutually
agreed to by the employee and Supervisor/Executive Director. Accumulation of compensatory
time to be used as a substitute for extended vacation time off in not normally permitted.

Any hourly non-exempt employee may agree to accept compensatory time off in lieu of paid
overtime. Such a request should be executed by completing a "Waiver of Overtime Monetary
Payment" form available from the payroll administrator or Human Resources. Such waiver
must be completed and submitted with the bi-weekly time sheet for each incident, or at the
beginning of each calendar year to apply to the entire year. If the hourly non-exempt employee
wishes, the form can be completed and submitted at the beginning of each calendar year to
apply to the entire year, or submitted at any time to be in effect for time period stated on the
form.

4.5 Overtime/ Compensatory Time
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CHAPTER: FOUR — WORKING CONDITIGNS AND HOURS
SECTION: SIX — MEAL PERIODS

All full-time employees are provided with one un-paid meal period of 1 hour in length each
workday. Supervisors will schedule meal periods to accommodate operating requirements.
Non-exempt employees will be relieved of all active responsibilities and restrictions during meal
periods and will not be compensated for that time.

4.6 Meal Periods
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CHAPTER: FOUR — WORKING CONDITIONS AND HOURS
SECTION: SEVEN — EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt
company operations. In extreme cases, these circumstances may require the closing of a work
facility.

When operations are officially closed due to emergency conditions, the time off from scheduled
work will be paid.

In cases where an emergency closing is not authorized, employees who fail to report for work
will not be paid for the time off. Employees may request available paid leave time such as
unused vacation benefits.

Employees in essential operations may be asked to work on a day when operations are officially
closed. In these circumstances, employees who work will receive reguiar pay.

4.7 Emergency Closings
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CHAPTER: FOUR — WORKING CONDITIONS AND HOURS
SECTION: EIGHT—~ ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, GCIA expecis employees to be reliable
and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden
on other employees and on GCIA. In the rare instances when employees cannot avoid being
late to work or are unable to work as scheduled, they should notify their supervisor a haif hour
in advance of the anticipated tardiness or absence,

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

4.8 Attendance and Punctuality
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: ONE — WORK RULES

To ensure orderly operations and provide the best possible work environment, GCIA expects
employees to follow rules of conduct that will protect the interests and safety of all employees
and the organization.

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, up to and including termination of employment:

Theft or inappropriate removal or possession of property

Conducting personal business during working hours except in case of an emergency.
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

Smoking in prohibited areas

Sexual or other unlawful or unwelcome harassment

Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace

Excessive absenteeism or any absence without notice

Unauthorized absence from work station during the workday

Unauthorized use of telephones, mail system, or other employer-owned equipment
Unauthorized disclosure of business "secrets” or confidential information

Violation of personnel policies

Unsatisfactory performance or conduct

Using personal cell phones

Employment with GCIA is at the mutual consent of GCIA and the employee, and either party
may terminate that relationship at any time, with or without cause, and with or without
advance notice.

5.1 Work Rules
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CHAPTER: FIVE - EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTICON: TWO — USE OF PHONE AND MAIL SYSTEMS

Personal use of telephones for outgoing calls, including local calls, is not permitted. Employees
may be required to reimburse GCIA for any charges resulting from their personal use of the
telephone.

The mail system is reserved for business purposes only. Employees should refrain from sending
or receiving personal mail at the workplace.

To ensure effective telephone communications, employees should always use the approved

greeting and speak in a courteous and professional manner. Please confirm information
received from the caller, and hang up only after the caller has done so.

5.2 Use of Phone and Muil Systems
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: THREE- SMOKING

The New Jersey Smoke Free Air Act (NJ Stat. Sec. 26:3D-55 et seq.) prohibits smoking in indoor
public places and workplaces, regardless of the number of employees and regardless of
whether publicly or privately owned.

Workplace is defined as any enclosed location or portion thereof where any type of labor or
service is performed. Include in the definition are:

e Public and private schools and educational institutions and grounds
e Child care facilities and grounds
¢ Healthcare facilities, including waiting rooms.

In keeping with Gloucester County Improvement Authority’s intent to provice a safe and
healthful work environment, smoking in the workplace is prohibited except in certain outdoor
locations that will be specifically designated as smoking areas.

This policy applies equally to all employees, customers, and visitors.

Smoking permitted signs will be prominently displayed in designated outdoor areas. In the
designated outdoor smoking areas, employees are required to use ashtrays or similar
receptacles to guard against fire and maintain good housekeeping. Cooperation is most
important in this regard.

Failure to comply with proper policy and procedure will generally be resolved at the supervisor
level and may result in disciplinary action. Employees who wish to complain regarding any
viclations of this policy should address the issue to their supervisor first. if the situation is not
resolved, the employee should bring their concerns to the Administrator or Director of their
location. Should further assistance be required after speaking to your Administrator/Director;
please contact Human Resources. All complaints should follow this chain of command.

No employee shall be subject to disciplinary action or retaliation of any kind as a result of his or
her complaint to management concerning smoking occurring in the workplace. Any employee
who believes he or she has been subject to such retaliation should immediately report their
concerns directly to Human Resources.

The Smoke Free Air Act is enforced by the State Department of Health and Senior Services or
local boards of health.

5.3 Smoking
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CHAPTER: FIVE = EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: FOUR — DRUG AND ALCOHOL USE

It is GCIA's desire to provide a drug-free, healthful, and safe workplace. To promote this goal,
employees are required 1o report to work in appropriate mental and physical condition to
perform their jobs in a satisfactory manner.

The unlawful possession, use, sale, or distribution of controlled dangerous substances or
controlled analog substances or any other substances, the use of which is prohibited or
regulated by the laws of the State of New Jersey, or by the United States, or by the
paraphernalia associated with such, or the unauthorized use, sale, or distribution of alcoholic
beverages, during the workday, whether in or out of uniform, while an employee is on
Gloucester County improvement Authority (GCIA) business, is absolutely prohibited.

It shall be a violation of this policy for any employee to report to work or operate GClA-owned
or leased equipment or vehicles while under the influence of alcohol or drugs.

Violations of this policy will result in disciplinary action, including possible termination. If
appropriate, violations will be reported to competent law enforcement authorities.

Definitions

"Alcoholic beverage" shall mean any fluid or solid capable of being converted into a fluid, suitable
or intended for human consumption, and having an alcoho! content of more than one-half of one
percent (1/2 of 1%) by volume, including but not limited to alcohol, beer, lager beer, ale, porter,
naturally fermented wine, treated wine, blended wine, fortified wine, sparking wine, distilled
liquors, blended distilled liquors, and any brewed, fermented, or distilled liquors fit or intended for
use for beverage purposes, and/or mixture of the same with any other liquid fit for or intended for
human consumption.

"Controlled dangerous substance" means a substance or immaediate precursor in Schedules |
through V of the New Jersey Revised Statutes Section 24:21-5 to 24:21-8.1 and the federal
Comprehensive Drug Abuse and Control Act,21 U.5.C. &801 et seq., and as further specified in 21
C.F.R. 1301 et seq., setting forth the Schedules of Controlled Substances, specifically Schedules
LILILIV, and V. The term shall not include distilled spirits, wine, or malt beverages, as those terms
are defined or used in R.S. 33:1-1 et.seq., or tobacco and tobacco products.

"Controlled substance analog" means a substance that has a chemical structure substantially
similar to that of a controlled dangerous substance, in that it was specifically designed to produce
an effect substantially similar to that of a controlled dangerous substance. The term shall not
include a substance manufactured or distributed in conformance with the provisions of an
approved new drug application or an exemption for investigational use within the meaning of
Section 505 of the "Federal Food, Drug and Cosmetic Act", 52 Stat. 1052 (21 U.5.C. Sec. 355), to
the extent such substance is being lawfully possessed and/ or used.

5.4 Drug and Alcohol Use
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"Drug paraphernalia” means any material or equipment used or designed for use in testing,
packaging, storing, or introducing into the human body of a controlled dangerous substance or
controlled substance analog.

“Drugs” means the same as “controlled dangerous substance”, “controlled substance analog”,
“drug paraphernalia”, and / or combination of these definitions.

“Medication” means legally obtained and possessed over the counter and/ or prescription
medicine which is being taken pursuant to the direction or prescription of a qualified medical
professional and for the reasons and in the manner prescribed.

“positive Test” means the detection of any discernible amount of drugs through a drug test will be
considered a positive test result. With respect to alcohol, a positive test shall be found upon a
breathalyzer or other test showing .05 percent level of alcohol, or in accordance with the testing
laboratory's internal guidelines.

"Under the influence" for the purposes of this policy, means that the employee is affected by a
drug or alcohol or the combination of alcohol at the .05% level and/or any detectable amount of
drugs. The symptoms of influence are not confined to those consistent with misbehavior, nor to
obvious impairment of physical or mental abilities, such as slurred speech or difficulty in
maintaining balance.
¢ In the event that the amount of alcohaol in an employee's blood, urine, or other bodily
substance exceeds .05% by weight of alcohol in the employee's blood, it shall be
conclusively presumed that the employee is "under the influence of alcoholic beverages”
for the purposes of this policy. If the amount is less than .05%, such facts shall not give rise
to any presumptions that the employee was or was not under the influence of alcoholic
beverages, but such fact may be considered with other competent evidence in determining
whether an employee is under the influence of alcoholic beverages. An employee may
violate GCIA’s Drug and Alcohol policy through consumption of alcohol during the workday
regardless of whether he or she is under the influence.
» In the event that there is any detectable amount of drugs in an employee's urine at the
time alleged as shown by chemical analysis, it shall be conclusively presumed that such
employee is under the influence of drugs for purposes of this policy.

"Workday" for each employee shall begin at the time said employee is scheduled to commence
work each day, and shall continue until said employee completes work for the given day or work
shift. Any work breaks, including lunch breaks, shall be included in the definition of the term
"workday". Attendance at seminars, conferences, and conventions will also be included within the
definition of the term "workday".

"Alcohol" means the same as "Alcoholic beverage". Please refer to that definition.

5.4 Drug and Alcohol Use
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Employee Drug/Alcohol Testing

GCIA reserves the right to require an employee to submit to a drug/alcohol test when, in the
Company’'s sole judgment, under the influence of drugs and/ or alcohol or may be otherwise
suffering the effects of drug and/ or alcohol abuse.

GCIA reserves the right to impose discipline up to and including discharge upon any employee who
refuses to submit to drug/alcohol testing when requested to do so by GCIA in the above
circumstances.

GCIA reserves the right to impose discipline up to and including discharge upon any employee who
tests positive (as that term is above) for prohibited drug/alcohol use.

GCIA may test for the presence of alcohol or any controlled dangerous substance or controlled
substance analog.

Reasonable Suspicion

The following circumstances constitute reasonable cause for administration of a urine, blood
and/or hair test to any GCIA employee.

Reasonable cause exists when a supervisory employee has a reasonable suspicion that an
employee is currently under the influence of or impaired by alcohol or a controlled dangerous
substance or controlled substance analog, or by a combination of any of the above, based upon
specific, personal chservations that the supervisory employee can articulate concerning the
appearance, behavior, speach, or body odors of the employee. Reasonable cause shall also exist
when information is obtained from a co-worker or a reliable source with personal knowledge of
the suspected abuse, or observance of the ingestion of substances which reasonably appear to be
either drugs and/or alcohol (during or immediately prior to the workday for alcohol).

Reasonablie suspicion testing shall be subject to the following:

1. When a supervisory employee has reasonable suspicion that an employee is currently
under the influence of or impaired by alcohol or drugs, or a combination of any of the
above, the supervisor shall remove the employee from the worksite and in & private
setting, ask the employee whether or not they are under the influence of alcohol and/or
drugs and to explain their behavior.

2. If the employee is unable to provide sufficient justification for his or her behavior, the
supervisory employee shall immediately escort the employee to the Executive Director's
office.

3. The Executive Director and the supervisory employee will meet prior to interviewing the
employee to discuss the situation.

5.4 Drug and Alcohol Use
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4, The Executive Director, supervisory employee, and the employee, who may or may not be
accompanied by his or her employee organization representative, shall meet in a formal
disciplinary conference, at which time the Executive Director shall determine whether or
not the employee will be directed to submit to drug and/or alcohol testing.

5. Where the suspected intoxication or impairment appears to result from the use of a
controlled dangerous substance analog, a urine test shall be performed.

6. Where the suspected intoxication appears to result from the use of alcohol or the
combination of alcohol and drugs, or no determination can be made regarding the source
of the suspected intoxication//impairment, both a urine test and a breathalyzer test shall
be performed.

7. If the Executive Director determines that testing is warranted, the employee will be
escorted to the GCIA's physician or appropriate testing facility to give a specimen of urine
and/or take a breathalyzer test.

8. The employee will then be taken home by GCIA personnel.

9. If the test results are positive for the presence of any controlied dangerous substance or
controlled substance analog as defined, and/or alcohol as defined in "Under the influence”
of alcoholic beverages, the employee will be immediately suspended without pay pending
the outcome of a disciplinary hearing by the Personnel Committee.

10. If the Personnel Committee recommends suspension exceeding three days or termination,
the employee may appeal their decision by requesting a hearing with the GCIA Board.

11. In the event that the results of the laboratory screening for alcohol and/or drugs find that
the employee was not in violation of this Drug and Alcohol Policy, the Executive Director
will notify the employee of the results, and he or she will be returned to work and
compensated for the time that they would normally have worked, providing that he or she
was not in violation of any other GCIA rules, regulations or policies that otherwise would
warrant disciplinary action.

Reasonable suspicion testing shall provide for the following procedural safeguards:

1. Strict adherence to careful chain of custody procedures.

2. Assurance that a reputable, certified laboratory conducts the test and that all initial
positive tests for controlled dangerous substance or controlled substance analog, results
are confirmed using a gas chromatography/mass spectrometry test.

3. Employees who supply GCIA with proof of a medical condition which prevents them from

5.4 Drug and Alcchol Use
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providing a urine sample will be required to submit an alternative testing method (such as
blood sample or hair sampling) administered in accordance with the testing laboratory’s
internal guidelines, at GCIA’s direction.

4. Employees and/or applicants whose samples test positive may be asked to disclose
whether and what type of medications they may be taking which could have resulted in a
“false positive.” Samples will be tested only for drugs/alcohol use.

5. Employees may request and receive a copy of their test results.

6. The GCIA will conduct periadic training of supervisory personnel with respect to
recognizing the signs and symptoms of substance abuse, (The failure of a supervisor to
have undergone such training shall not be deemed evidence that their suspicion is not
reasonable.)

7. An employee's refusal to comply with reasonable suspicion testing may result in his or her
termination.

Involvement Off the Job

If an employee is convicted of unlawful possession, use, sale, or distribution of controlled
dangerous substances or a controlled substance analog or any other substance, the use of which is
prohibited or regulated by the laws of the State of New lersey or the United States on his or her
own time, he or she will be subject to disciplinary action up to and including suspension without
pay and/or termination.

Prescription Drugs

Use and possession of a reasonable amount of a prescribed medicine are permitted, provided they
are used as medically recommended. Prescription medicines and over-the-counter medicines not
being used for their intended purposes {which shall not be deemed to include the “off-label use”
of a prescription medication under the direction of a physician for a lawful purpose) are not
permitted,

An employee who is taking medication prescribed by a licensed physician, which medication may
diminish his or her capacity to work safely must inform his or her supervisor prior to beginning
work and complete the Prescription Notification Form of the GCIA. For safety reasons, such an
employee may be required to perform duties other than those regularly assigned or to take sick
leave rather than be permitted to work under the influence of the prescribed medication.

Rehabilitation Program

Drug and alcohol abuse are heaith problems which are treatable. Employees suffering from
these illnesses will be given the same consideration and offer of assistance that is extended to
employees with other illnesses. The GCIA recognizes the role of the federal Americans with
Disabilities Act {ADA), concerning the status of recovering alcoholics and substance abusers (note
that the ADA does not protect current illegal drug users.)

5.4 Drug and Alcohol Use
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Therefore, no employee who voluntarily requests help in a drug or alcohol rehabilitation program
recognized by the GCIA will have his/her job security jeopardized provided that the employee
successfully completes a rehabilitation program within a reasonable time(not to exceed 3 months)
and maintains recovery, and is not in violation of any other section of this policy. Participation in
the rehabilitation program will not be offered to an employee where such assistance is sought
primarily because of actual imminent or probable detection of a violation of this policy by
management or a supervisory employee,

in the event an employee who has failed to request assistance voluntarily is subject to disciplinary
action for violating this policy then, depending upon the gravity of the offense as determined in the
sole discretion of the GCIA, participation in a drug or alcohol rehabilitation program may be
permitted in a case of a first offense, if the employee 1s not in viclation of other GCIA rules,
regulations, or policies that would in and of themselves warrant termination.

Employees voluntarily seeking help for alcohol and drug related problems will be directed to a
substance ahuse counselor to determine the nature and extent of the treatment necessary.
GCIA’s group health plan may cover the cost of such treatment. Admission to a substance abuse
treatment and/or rehabilitation facility must meet regular group medical plan procedures, or will
only be provided at the employee's expense. For further information, please see the Health
Benefits Coordinator.

To be eligible to receive these treatment and rehabilitation services or to be considered for return
to work, the individual must cooperate fully with the directions and recommendations of the
substance abuse counselor, and agree to cooperate with laboratory screening for alcohol and/or
drugs prior to returning to wark and on a periodic and unannounced basis during a twenty-four
month period following the return to work. A positive test result during this rehabilitation and/or
monitoring period will result in immediate termination of empioyment with the GCIA.

An employee may take advantage of the above rehabilitation procedure only once. Employees
who test positive at any time after completion of this rehabilitation program will be discharged.

Any leave period granted under this policy will be in accordance with GCIA’s medical leave policy
and, where applicable, the FMLA.

Confidentiality

It is imperative that the implementation of this policy respects the rights of the employee including
the issue of confidentiality. Supervisors are to restrict conversations concerning possible violations
of this policy to those persons who are participating in the questioning, evaluation, investigation,
or disciplinary action, and who have a legitimate need to know. The results of medical
examination and laboratory screenings for alcohol and/or drugs will be treated as confidential
information and will be released by the GCIA's Executive Director only as required by law or as
necessary for GCIA to implement its personnel procedures, for example, for the purpose of
employee discipline.

5.4 Drug and Alcohol Use
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CHAPTER: FIVE - EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 8.18.2011
SECTION: FIVE — SEXUAL AND OTHER UNLAWFUL HARASSMENT/DISCRIMINATION

The Gloucester County Improvement Authority is committed to providing every employee with
a workplace free from unlawful discrimination. All forms of unlawful employment
discrimination based upon race, creed, color, national origin, ancestry, age, sex, marital status,
familial status, religion, affectional or sexual orientation, gender identity or expression, atypical
hereditary cellular or blood trait or genetic information (including the refusal to submit to
genetic testing), liability for service in the Armed Forces of the United States, or disability are
prohibited and will not be tolerated. Sexual harassment is a form of unlawful gender
discrimination and, likewise, will not be tolerated.

Unlawful discrimination/harassment undermines the integrity of the employment relationship,
compromises equal employment opportunity, debilitates morale and interferes with work
productivity. This policy applies to all employees and applicants for employment with the GCIA.
The Gloucester County Improvement Authority will not tolerate harassment or discrimination
by anyone in the workplace including supervisors, co-workers, or non-employees. This policy
applies to conduct which occurs in the workplace and also extends to conduct which occurs at
any location that can be reasonably regarded as an extension of the workplace, such as any
field location, any off-site business-related social function, or any facility where GCIA business is
being conducted and discussed.

This policy also applies to third party harassment. Third party harassment is unwelcome
behavior of a sexual, racial or derogatory nature regarding any protected category that is not
directed at an individual but is a part of and affects that individual's work environment. Third
party harassment based upon any of the aforementioned protected categories is prohibited by
this policy.

This policy pertains to all employment practices such as recruitment, selection, hiring, training,
promotion, transfer, assignment, layoff, return from layoff, termination, compensation, fringe
benefits, working conditions and career development.

il. RACIAL, GENDER, NATIONAL ORIGIN OR ANCESTRY, AGE, RELIGIOUS, DISABILITY,
AFFECTIONAL OR SEXUAL ORIENTATION, GENDER IDENTITY OR EXPRESSION, MARITAL
STATUS, FAMILIAL STATUS, ATYPICAL HEREDITARY CELLULAR OR BLOOD TRAIT, GENETIC
INFORMATION, LIABILITY FOR SERVICE IN THE ARMED FORCES OF THE UNITED STATES
DISCRIMINATION OR HARASSMENT IS PROHIBITED

It is a violation of this policy to engage in any employment practice or procedure which treats
an employee less favorably based upon a person's race, gender, national origin or ancestry,
religion, age, disability, affectional or sexual orientation, gender identity or expression, marital
status, familial status, atypical hereditary cellular or blood trait, genetic information, or liability
for service in the Armed Forces of the United States. it is also a violation of this policy to use
derogatory or demeaning slurs to refer to a person's race, gender, age, religton, disability,
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affectional or sexual orientation, gender identity or expression, or ethnic background which
have the effect of harassing an employee or creating a hostile work environment. Harassment
or the creation of a hostile work environment can occur even if there was no intent on the part
of an individual to harass or demean another.

. SEXUAL HARASSMENT

As part of the anti-harassment policy, it is a violation of this policy to engage in sexual
harassment of any kind. For the purposes of this policy, sexual harassment, with or without
sexual conduct, is defined, as in the Equal Employment Opportunity Commission Guidelines, as
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of
a sexual nature when, for example:
«  submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment;
*  submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual; or
*  such conduct has the purpose or effect of unreasonably interfering with an
individual's work perfermance or creating an intimidating, hostile or offensive
working environment.

Sexual Harassment generally falls into two categories: quid pro quo and hostile work
environment harassment:

A. Quid Pro Quo Sexual Harassment s a form of harassment that may include unwelcome
sexual advances, requests for sexual favors or other verba! or physical conduct based on the
gender of the affected employee when: (a) submission to such conduct is made either explicitly
or implicitly a term or condition of employment; or (b) submission to or rejection of such
conduct by an individual is used as a basis for employment decisions. It shall be a violation of
this policy for any person to use his or her authority to make any sexual advance toward an
individual over whom the person s authorized to make, recommend or otherwise to influence
personnel actions; to grant, recommend, or refuse to take personnel action on the basis of an
employee's gender or sexual orientation, gender identity or expression, or in exchange for
sexual favors; or to take or fail to take a personnel action as reprisal against any employee for
rejecting or reporting a sexual advance. Sexual advances or requests for sexual favors can be in
the form of either expressed or implied comments, writings, or actions,

B. Hostite Work Environment Sexual Harassment is a form of harassment that may include
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of
a sexual nature which has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile, or offensive warking environment.
Gender-based harassment may give rise to a claim of a hostile environment whether or not
sexual activity or language is involved, if it has the purpose or effect of abusing, devaluing or
subordinating the members of one sex and it adversely affects an individual's employment
opportunities.
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C. Third party sexual harassment is unwelcome behavior of a sexual nature or based on sex that
is not directed at an individual but is a part of and affects an individual's work environment.

IV. EMPLOYEE RESPONSIBILITIES

Any employee who believes that she or he has been subjected to any form of prohibited
discrimination/harassment, including sexual harassment, or who witnesses others being
subjected to such harassment or discrimination is encouraged to promptly report the
incident(s) to either the employee’s supervisor the GCIA’s Equal Empleyment Opportunity
Officer or the Executive Director. Alternatively, if for any reason the employee is not
comfortable making a complaint to their supervisor, EEQO officer or the Executive Director, the
employee may complain to the Personnel Committee of the Board of Commissioners.
Employees should make every effort to report complaints promptly. All employees are
expected to cooperate with investigations undertaken pursuant to this policy.

V. SUPERVISOR and DEPARTMENT HEAD RESPONSIBILITIES

Supervisors and Department Heads should make every effort to maintain a work environment
that is free from any form of prohibited discrimination/harassment. Supervisors and
Department Heads are expected to take all allegations of discrimination/harassment, including
sexuzl harassment, seriously, and to immediately refer the matter (whether reported by an
employee or observed directly) to the GCIA’s Equal Employment Opportunity Officer. All
compiaints will be reviewed and prompt and appropriate remedial action will be taken to
address any substantiated claim.

VI. COMPLAINT PROCESS

While not mandatory, in order to facilitate prompt, thorough and impartial investigation, all
complainants should fill out a Complaint Processing Form (available from
supervisors/department heads, and the GCIA Human Resources Department). All investigations
of discrimination/harassment claims shall be conducted in a way that respects, to the extent
possible, the privacy of all the persons involved, however, confidentiality cannot be
guaranteed. The investigations shall be conducted in a prompt, thorough and impartial
manner. The Equal Employment Opportunity Officer will make recommended decision as to
whether a viclation of the policy has been substantiated to the Executive Director. Where a
violation of this policy is found to have occurred, the GCIA shall take prompt and appropriate
remedial action to stop the discrimination/harassment and deter its reoccurrence. The
remedial action taken may include counseling, training, intervention, mediation, and/or the
initiation of disciplinary action up to and including termination of employment.
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Vil. PROHIBITION AGAINST RETALIATION

Retaliation against any employee who alleges that she or he was the victim of
discrimination/harassment, or against any employee who provides information in the course of
an investigation into claims of unlawful discrimination/harassment in the workplace is
prohibited by this policy. Any employee bringing a complaint, providing information for an
investigation, or testifying in any proceeding under this policy shall not be subjected to adverse
employment consequences based upon such involvement.

VIll. FALSE ACCUSATIONS AND INFORMATION

If any employee knowingly makes a false accusation of unlawful discrimination/harassment or
knowingly provides false information in the course of an investigation of a complaint, such
conduct may be grounds for discipline. Complaints made in good faith, however, even if found
to be unsubstantiated, shall not be considered a false accusation.

IX. CONFIDENTIALITY

All complaints and investigations shall be handled, to the extent possible, in a manner that will
protect the privacy interests of those involved. To the extent practical and appropriate under
the circumstances, confidentiality shall be maintained throughout the investigatory process. In
the course of an investigation it may be necessary to discuss the claims with the alleged
harasser and other persons who may have relevant knowledge. Therefore, it may be necessary
to disclose information to persons with a legitimate need to know about the matter. All persons
interviewed shall be directed not to discuss any aspect of the investigation with others in light
of the important privacy interests of all concerned. Failure to comply with this confidentiality
directive may result in disciplinary action,

X DISCIPLINARY ACTION

Any employee found to have violated this policy may be subject to appropriate disciplinary
action which may include: reprimand, suspension, reassignment, or termination of
employment. Referral to another appropriate authority for review for possible violation of State
and Federal statutes may also be appropriate.

VIl.  PROHIBITION AGAINST RETALIATION

Retaliation against any employee who alleges that she or he was the victim of
discrimination/harassment, or against any employee who provides information in the course of
an investigation into claims of unlawful discrimination/harassment in the workplace is
prohibited by this palicy. Any employee bringing a complaint, providing information for an
investigation, or testifying in any proceeding under this policy shall not be subjected to adverse
employment consequences based upon such involvement or be the subject of retaliation.

VIl.  FALSE ACCUSATION AND INFOCRMATION
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If any employee knowingly makes a false accusation of unlawful discrimination/harassment or
knowingly provides false information in the course of a investigation of a complaint, such
conduct may be grounds for discipline. Complaints made in good faith, however, even if found
to be unsubstantiated, shall not be considered a false accusation.

IX. CONFIDENTIALITY

All complaints and investigations shall be handled, to the extent possible, in a manner that will
protect the privacy interests of those involved. To the extent practical and appropriate under
the circumstances, confidentiality shall be maintained throughout the investigatory process. In
the course of an investigation maintained throughout the investigatory process. In the course
of an investigation it may be necessary to discuss the claims with the alleged harasser and other
persons who may have relevant knowledge. Therefore, it may be necessary to disclose
information to persons with a legitimate need to know about the matter.

All persons interviewed shall be directed not to discuss any aspect of the investigation with
others in light of the important privacy interests of all concerned. Failure to comply with this
confidentiality directive may result in disciplinary action.

X DISCIPLINARY ACTION

Any employee found to have violated this policy may be subject to appropriate disciplinary
action which may include: reprimand, suspension, reassignment, or termination of
employment. Referral to another appropriate authority for review for possible violation of
State and Federal statutes may also be appropriate.

XL TRAINING

All GCIA departments should provide employees with information regarding the prevention of
unlawful harassment/discrimination and the complaint procedure to be followed in filing
complaints when unlawful harassment/discrimination has occurred. All GCIA departments
should provide supervisors and managers with training that will inform them of the appropriate
steps to be taken to address complaints of unlawful harassment/discrimination.
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Division of Civil Rights
N.J. Department of Law & Public Safety

180 days for violation of State law

Trenton Regional Office
140 East Front Street
&% Floor
P.Q. Box 089 Trenton, Ni
08625-0089

(609 292-4605

Atlantic City Satellite Patersen Regicnal Office
Office 100 Hamilten Plaza
26 Pennsylvania Avenue Patersan, NJ 07505
Atlantic City, NJ, 08401 {973) 977-4500

{609) 441-3100

Camden Regional Office
2 Riverside Drive,
Suite 402
Camden, NJ 08103

(856) 614-2550

One Port Center
Newark Regional Office
31 Clinton Street
P.0. Box 46001
Newark, NJ 07102

(873) 648-2700

United States Equal Employment
Opportunity Commission {(EEOC)

300 days

Philadelphia District Office
The Bourse Building
Suite 400
21 S, Fifth Street

Philadelphia, PA 19106

Newark Bistrict Office
1 Newark Center
21% Floor

Newark, NJ 07102-5233
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CHAPTER: FIVE - EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: SIX — PERSONAL APPEARANCE

The GCIA is a professional place of business and proper attire must be worn at all times.

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees
and affect the business image GCIA presents to the community.

During business hours or when representing GCIA, you are expected to present a clean, neat,
and tasteful appearance. You should dress and groom yourself according to the requirements
of your position and accepted social standards.

Shorts and any clothing promoting a product or service associated with the GCIA will not be
permitted.

Landfili personnel will be provided with uniforms and safety equipment. Refer to the Solid
Waste Complex health and Safety Manual for details.

Your supervisor or department head is responsible for establishing a reasonable dress code
appropriate to the job you perform. Consult your supervisor if you have questions as to what
constitutes appropriate appearance. Where necessary, reasonable accommodation may be
made to a person with a disability.
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: SEVEN — PROGRESSIVE DISCIPLINE

The purpose of this policy Is to state GCIA's position on administering equitable and consistent
discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one
that does not have to be enforced and comes from good leadership and fair supervision at all
employment levels.

GCIA's own best interest lies in ensuring fair treatment of all employees and in making certain
that disciplinary actions are prompt, uniform, and impartial. The major purpose of any
disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for
satisfactory service in the future.

Although employment with GCIA is based on mutual consent and both the employee and GCIA
have the right to terminate employment at will, with or without cause or advance notice, GCIA
may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps — verbal warning, written warning, suspension
with or without pay, or termination of employment -- depending on the severity of the problem
and the number of occurrences. There may be circumstances when one or more steps are
bypassed.

Progressive discipline means that, with respect to mest disciplinary problems, these steps will
narmally be followed: a first offense may call for a verbal warning; a next offense may be
followed by a written warning; another offense may lead to a suspension; and, still another
offense may then lead to termination of employment.

GCIA recognizes that there are certain types of employee problems that are serious enough to
justify either a suspension, or, in extreme situations, termination of employment, without going
through the usual progressive discipline steps.

While it is Impossible to list every type of behavior that may be deemed a serious offense, the
Employee Conduct and Work Rules policy includes examples of problems that may result in
immediate suspension or termination of employment. However, the problems listed are not all
necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger
progressive discipline.

By using progressive discipline, we hope that most employee problems can be corrected at an
early stage, benefiting both the employee and GCIA.
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: EIGHT — COMPUTER SYSTEMS

This policy sets forth Gloucester County Improvement Authority’s (GCIA) policies with regard to
computer, email and Internet usage (collectively referred to as the “Computer System”),
including access to, review or disclosure of e-mail messages sent or received by GCIA
employees and Internet access and usage. GCIA reserves the right to modify or update these
policies at any time. Use of the computer system, email or the Internet in violation of these
policies or other GCIA policies can result in disciplinary action, including termination of
employment.

Overview: Company Access and Review

1,

Each computer within the GCIA is a work tool and is the sole property of the GCiA.
Therefore, it is each employee’s responsibility to be familiar with and to abide by, the
computer uses provisions set forth by the GCIA. It is also the employee’s responsibility
to care for the equipment provided in the best possible manner.

Employees are to remember that you are representing the GCIA in any communication
through e-mails or any other actions on the Internet and are required to adhere to the
utmost professional standards that would be expected from the employer. Your e-mail
address and the domain name are registered with the GCIA and your communications
will be perceived by others to represent the GCIA.

Ali data, messages, or other files created, stored in, or transmitted through the
computer are the property of the GCIA. The GCIA reserves the express right to monitor
and review all activities of any employee, including, but not limited to, information
created, obtained, stored, downloaded and/or printed by the employee, e-mails, and
tracking of web sites visited. The GCIA reserves the express right to inspect any and all
material, messages or any other item on the computer at any time, with or without the
employee’s knowledge.

No privacy right is granted, warranted, or represented in e-mail messages, computer
files, or Internet use, by the GCIA to users of its computer system, and users should not
assume that any privacy right exists in their e-mail messages, computer files, and
Internet access or anywhere in the GCIA's system.,

Should employees make use of the e-mail system to transmit personal messages; such
messages will be treated in the same way as business-related messages. In other words,
GCIA reserves the right to access, review, and copy, delete or disclose such messages for
any purpose. Accordingly, employees should not use the e-mail system to send, receive
or store any message that they wish to keep private. Employees should treat the e-mail
system or store any messages that they wish to keep private. Employees should treat
the e-mail system like a shared file system, and expect that any messages sent, received
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or stored in the system (or on hard drives) will be available for review by any authorized
representative of GCIA for any purpose.

6. When making use of the computer system, whether for business purposes or personal
use, employees and others should have no expectation that any communication or
information transmitted over company facilities or stored on company-owned
computers is or will remain private.

Permitted and Prohibited Uses

1. Use Primarily for Business Purposes. The computer system, e-mail system and Internet
access may be used to support and promote GCIA’s business objectives. The use of
computers and Internet access through the GCIA system is a privilege, not a right and
may be revoked.

2. Therefore, for example, employees may not play games on the computers; intentionally
waste limited computer resources; engage in activities which disrupt the business
environment on the workplace; use Instant Messaging; visit chat rooms; engage in
action which damage computers, computer systems or computer networks; use the
Computer System for commercial purposes, for personal gain or profit, or to engage in
illegal activity; use the Computer e-mail systems to copy and/or transmit any
documents, software or other information protected by the copyright laws; or use the
Computer System in violation of GCIA policies, including these Computer, E-mail and
Internet Usage Polices

3. All passwords, including log on, screen saver, and any other passwords, are to be given
1o the employee’s supervisor. A master list will also be held with an appointed GCIA
Computer Network employee at each of the GCIA locations and with the designated
employee located at the Woodbury office. If you change your password, you are
required to inform your supervisor.

4, Employees must not attempt to modify, move, or remove computer equipment or
software that is owned by the GCIA.

5. Employees must refrain from any practice which puts GCIA-owned software, data or
equipment at risk.

6. If the appointed GCIA Computer Network employee detects evidence of misuse which
jeopardizes the integrity of the network, they may pursue the foliowing steps, as
appropriate to protect the GCiA, other users, and the network:

¢ Provide notification of the investigation to the Executive Director, as well as the
user's supervisor,

+ Immediately suspend the user’s network access and computing privileges
pending completion of the investigation.
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» Inspect the user’s files, diskettes, tapes and/or other computer-accessible
storage media.

s Utilize the GCIA’s computer consultant to perform investigation if necessary.

s Take any other actions necessary to properly complete the investigation in
order to bring forth the facts to the Executive Director and user’s supervisor.

The GCIA retains the right to inspect each computer in coordination with the GCIA’s computer
consultant to ensure the provisions of this policy are adhered to on a random basis.

E-MAIL use. E-mail messages, whether created inside the GCIA or created outside the GCIA and
transmitted within the GCIA or from the GCIA to other sites, can generate claims of defamation,
harassment and discrimination. Therefore, employees may not use the e-mall system to
engage in any communications that are in violation of any policy, including GCIA’s Equal
Employment Opportunity or Anti-Harassment policies; or use the e-mail system to transmit or
display: defamatory, sexually explicit, cbscene, offensive or harassing messages, images,
cartoons, jokes or pictures; messages that disclose personal information without authorization;
unwelcome propositions, requests for dates, or love letters, profanity, obscenity, slander, or
libel; ethnic, religious, or racial slurs; and any octher massage that could be construed as
harassment or disparagement of others based on their sex, race, sexual orientation, age,
national origin, disability, or religious or political beliefs.

Internet Use. An employee accessing the Internet from a GCIA site is responsible for all on-line
activities which take place through the use of his or her login and password. Those with
Internet access privileges may not: access inappropriate websites (including those involving
gambling, pornography, or obscene materials or those that display defamatory, sexually
explicit, obscene, offensive or harassing message, images, cartoons, jokes or pictures, display
profanity, obscenity, slander, libel, or ethnic, religious, or racial slurs}); obligate GCIA financially
to any commercial web-sites; use the Internet from a GCIA site to engage in the practice of
moonlighting or for any commercial purposes, advertising or other similar activities.

Computer System Security

¢ Importance of System Security. The GCIA has an obligation to maintain the
confidentiality of its own information as well as information regarding clients and
vendors. As a consequence, all users of the Computer System must take steps to ensure
the security of the system and to maintain the confidentiality of all information on the
system or communicated through the use of the system. Each employee is responsible
for what happens under his or her login name.

s Computer Viruses. Computer viruses can be injected into the system though the receipt
of e-mails, e-mail attachments or files from other systems. Exercise particular care
when opening files attached to e-mails from unknown senders. Employees must pay
attention to and strictly comply with all warnings and instructions of the GCIA Computer
Network employee of the presence of any virus on any GCIA computer. Employees are
prohibited from disabling or interfering with any virus scanning software installed on
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their system.

¢ Installing or Downloading Software. There are to be only GCIA owned software instalied
on the computer. If the employee wishes to request a software program (such as
personal camera software, etc.) be installed on his or her computer, it is allowed so long
as his or her supervisor and GCIA Computer Network employee are aware. Also, if after
the software is installed, there are problems with the employee’s computer that are a
direct result of the software, the employee will be required to have it removed by the
Authority’s computer consultant. All copyright and licensing requirements are to be
followed.

+ All employees must obey and follow licensing agreements and procedures with regard
to the use and installation of all software,

¢ Violation of security policies are considered serious violations of GCIA Policy and can
result in disciplinary action, including termination of employment.

Use of the computer system, e-mail system or the [nternet in violation of these policies or other
GCIA policies will result in disciplinary action up to and including termination, as deemed
appropriate by the Executive Director. Habitual offenders are subject to progressive discipline
and possible termination of employment depending on the circumstances. Each employee will
be considered on a case-by-case basis.

Warkplace monitoring may be conducted by GCIA to ensure quality control, employee safety,
security, and customer satisfaction.

GCIA may conduct video surveillance of non-private workplace areas. Video monitoring is used
to identify safety concerns, maintain quality control, detect theft and misconduct, and

discourage or prevent acts of harassment and workplace violence.

Because GCIA is sensitive to the legitimate privacy rights of employees, every effort will be
made to guarantee that workplace monitoring is done in an ethical and respectful manner.
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: NINE — INTERNET USAGE

Internet access to global electronic information resources on the World Wide Web is provided
by GCIA to assist employees in obtaining work-related data and technology. The following
guidelines have been established to help ensure responsible and productive Internet usage.
While Internet usage is intended for job-related activities, personal use may be permitted with
prior authorization.

All internet data that is composed, transmitted, or received via our computer communications
systems is considered to be part of the official records of GCIA and, as such, is subject to
disclosure to law enforcement or other third parties. Consequently, employees should always
ensure that the business information contained in Internet email messages and other
transmissions is accurate, appropriate, ethical, and lawful.

The equipment, services, and technology provided to access the Internet remain at all times the
property of GCIA. As such, GCIA reserves the right to monitor Internet traffic, and retrieve and
read any data composed, sent, or received through our online connections and stored in our
computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not contain
content that could be considered discriminatory, offensive, obscene, threatening, harassing,
intimidating, or disruptive to any employee or other person. Examples of unacceptable content
may include, but are not limited to, sexual comments or images, racial slurs, gender-specific
comments, or any other comments or images that could reasonably offend someone on the
basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation,
or any other characteristic protected by law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or
patented material on the Internet is expressly prohibited. As a general rule, if an employee did
not create material, does not own the rights to it, or has not gotten authorization for its use, it
should not be put on the Internet. Employees are also responsible for ensuring that the person
sending any material over the Internet has the appropriate distribution rights.

Internet users should take the necessary anti-virus precautions before downloading or copying
any file from the Internet. All downloaded files are to be checked for viruses; all compressed
files are to be checked before and after decompression.

Abuse of the internet access provided by GCIA in violation of law or GCIA policies will result in
disciplinary action, up to and including termination of employment. Employees may also be
held personally liable for any violations of this policy. The following behaviors are examples of
previously stated or additional actions and activities that are prohibited and can result in
disciplinary action:
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Sending or posting discriminatory, harassing, or threatening messages or images

Using the organization's time and resources for personal gain

Stealing, using, or disclosing someone else's code or password without authorization
Copying, pirating, or downloading software and electronic files without permission
Sending or posting confidential material, trade secrets, or proprietary information
outside of the organization

Violating copyright law

Failing to observe licensing agreements

Engaging in unauthorized transactions that may incur a cost to the organization or
initiate unwanted Internet services and transmissions

Sending or posting messages or material that could damage the organization's image or
reputation

Participating in the viewing or exchange of pornography or obscene materials

Sending or posting messages that defame or slander other individuals

Attempting to break into the computer system of another organization or person
Refusing to cooperate with a security investigation

Sending or posting chain letters, solicitations, or advertisements not related to business
purposes or activities

Using the Internet for political causes or activities, religious activities, or any sort of
gambling

leopardizing the security of the organization's electronic communications systems
Sending or posting messages that disparage another organization's products or services
Passing off personal views as representing those of the organization

Sending anonymous email messages

Engaging in any other illegal activities
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS
SECTION: TEN — WORKPLACE MONITORING

Workplace monitoring may be conducted by GCIA to ensure quality control, employee safety,
security, and customer satisfaction.

Computers furnished to employees are the property of GCIA. As such, computer usage and files
may be monitored or accessed.

GCIA may conduct video surveillance of non-private workplace areas. Video monitoring is used
to identify safety concerns, maintain quality control, detect theft and misconduct, and
discourage or prevent acts of harassment and workplace violence.

Because GCIA is sensitive to the legitimate privacy rights of employees, every effort will be
made to guarantee that workplace monitoring is done in an ethical and respectful manner.
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 10.20.2011
SECTION: ELEVEN —PROHIBITING INAUTHORIZED RECORDING/MONITORING BY EMPLOYEES

[t is the policy of the GCIA to facilitate open communications among its employees by
prohibiting unauthorized audio or video recording or monitoring of employees by another
employee.

The GCIA has determined that unauthorized surreptitious recording or monitoring - where at
least one party to the communication is not aware of the recording. - involves an element of
artifice, deception, trickery or deceit which falls below the standard of candor and frankness
expected of public employees. Further, unauthorized recording whether open or surreptitious,
is disruptive to the workplace and impairs productivity of the members by hampering open
communications.

In order to facilitate open communication among employees all GCIA employees are prohibited
from engaging, directing or prompting any form of unauthorized recording or monitoring using
a recording, electronic or digital device during, while acting within or related to the scope of
their employment with the GCIA.

The following are excluded from this palicy:

* Public meetings may be recorded in accordance with the Open Public Meeting Act

o Audio or video recordings made with the clear written or recorded consent from each
individual party prior to or at the cornmencement of recording or monitoring said
individual party.

* Recording or monitoring necessary for the conduct of GCIA business as determined and
approved in advance by the Executive Director or his/her designee.

Violation of this rule will result in immediate discipline of the employee, the penalties of which

include suspension without pay for a first offense, and for continuing offenses additional
penalties such as demotion and or termination of employment will be imposed.
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 10.20.2011
SECTION: TWELVE —~WORKPLACE VIOLENCE PREVENTION

GCIA is committed to preventing workplace violence and to maintaining a safe work
environment. Given the increasing viclence in society in general, GCIA has adopted the
following guidelines to deal with intimidation, harassment, or other threats of (or actual)
violence that may occur during business hours or on its premises.

All employees, including supervisors and temporary employees, should be treated with
courtesy and respect at all times. Employees are expected to refrain from fighting, "horseplay,"
or other conduct that may be dangerous to others. Firearms, weapons, and other dangerous or
hazardous devices or substances are prohibited from the premises of GCIA without proper
authorization.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of
the public at any time, including off-duty periods, will not be tolerated. This prohibition includes
all acts of harassment, including harassment that is based on an individual's sex, race, age, or
any characteristic protected by federal, state, or local law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as
passible to your immediate supervisor or any other member of management. This includes
threats by employees, as well as threats by customers, vendors, solicitors, or other members of
the public. When reporting a threat of violence, you should be as specific and detailed as
possible.

All suspicious individuals or activities should also be reported as soon as possible to a
supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance near
your workstation, do not try to intercede or see what is happening.

GCIA will promptly and thoroughly investigate all reports of threats of (or actual) violence and
of suspicious individuals or activities. The identity of the individual making a report will be
protected as much as is practical. In order to maintain workplace safety and the integrity of its
investigation, GCIA may suspend employees, either with or without pay, pending investigation.

Anyone determined to be responsible for threats of {or actual} violence or other conduct that is
in violation of these guidelines will be subject to prompt disciplinary action up to and including
termination of employment.

GCIA encourages employees to bring their disputes or differences with other employees to the
attention of their supervisors or the Human Resources Department before the situation
escalates into potential violence. GCIA is eager to assist in the resolution of employee disputes,
and will not discipline employees for raising such concerns
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 10.20.2011
SECTION: THIRTEEN —MEDIA COMMUNICATION

The Executive Director is the only employee authorized to speak, or represent the official
position or opinion of GCIA. Other staff members must refrain from talking or communicating
directly with press or other outside individuals or groups unless specifically authorized to do so
by the Executive Director.
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 10.20.2011
SECTION: FOURTEEN -SOCIAL MEDIA

This policy establishes a set of rules and guidelines for any activity and participation in “social
media” by all Gloucester County Improvement Authority “users.” These rules are intended to
be adaptable to the changes in technology and norms of online communication and behavior,
and may be amended by the GCIA at any time, for any reason, without notice te users.

Nothing contained within this policy is intended to interfere with employee rights under the
National Labor Relations Act, including but not limited to employees’ right to discuss the terms
and/or conditions of their employment, or other laws protecting lawful job related activities,
nor would it be interpreted or applied so as to interfere with employee rights to self-organize,
form, join, or assist labor organizations, to bargain collectively through representatives of their
choosing, or to engage in other concerted activities for the purpose of collective bargaining or
other mutual aid or protection, or to refrain from engaging in such activities.

For purposes of this policy:

. The term “social media” applies to any web-based and mobile technologies, in
use now or developed in the future, that enable individual or entities to
disseminate or receive information, communicate, or otherwise interact, and
includes, without limitation, email, texting, messaging, social networking,
blogging, micro-blogging, bulletin boards, and so on, through providers such as
Facebook, Linkedin, MySpace, Twitter, YouTube or others.

. The term “users” refers to employees, directors, volunteers, and interns.

Exercise responsibility online,

You are personally responsible for any of your social media activity conducted with a GCIA
email address or on a GCIA website or page, and/or which can be traced back to a GCIA domain,
and/or which uses the GCIA’s Information Systems and/or which expressly or implicitly
identifies you as an employee of the GCIA.

If from your post in a blog or elsewhere in social media it is clear you are a GCIA employee, or if
you mention the GCIA, or it is reasonably clear you are referring to the GCIA or a positicn taken
by the GCIA, and also express a political opinion or an opinion regarding the GCIA’s positions or
actions, the post must specifically note that the opinion expressed is your personal opinion and
not the GCIA’s position. This is necessary to preserve the GCIA’s good will in the marketplace.

Follow Existing Policies and Terms of Use.

Observe and follow (i} existing policy and agreements, such as our Employee Handbook, (ii} the
policies of the particular online/social networking venue, and {iii} applicable law. This means
that you are prohibited from using social media to post or display comments about coworkers
or supervisors or the Gloucester County Improvement Authority that are vulgar, obscene,
threatening, intimidating, or a violation of the GCIA’s workplace policies against discrimination,

5.14 Social Media



Gloucester County Improvement Authority
Policy and Procedure Manual

harassment, or hostility on account of age, race, religion, sex, ethnicity, nationality, disability, or
other protected class, status, or characteristic. Thus, the rules in the Gloucester County
Improvement Authority’s Employee Handbook, including its Computer System, Internet
Usage and Anti-harassment and Discrimination policies.

Most websites, including Facebook and others, have rules concerning the use and activity
conducted on their sites. These are sometimes referred to a “Terms of Use.” You must follow
the established terms and conditions of use that have been estahlished by the venue and not
do anything that would violate those rules.

Do not post any information or conduct any anline activity that may violate applicable local,
state or federal laws or regulations. Any conduct which under the law is impermissible if
expressed in any other form or forum is impermissible if expressed through social media.

Be respectful and mindful of privacy and confidentiality, and think before posting.

Before sharing a comment, post, picture or video about or from a friend or colleague through
any type of social media, it is a good practice to be courieous and first obtain his or her
consent.

[t also is inappropriate to use or disclose personal information about another individual or use
or disclose the GCIA's confidential or proprietary information in any form of social media. For
purposes of this Policy, personal information means an individual's Social Security number,
financial account number, driver’s license number, medical information (including family
medical history) and other highly sensitive information, as well as information covered by the
GCIA's written information security program. All GCIA rules regarding confidential or
proprietary information and personal information, including the GCIA’s written information
security program, apply in full to social media, such as blogs or social networking sites. For
example, any information that cannot be disclosed through a conversation, a note, a letter or
an e-mail also cannot be disclosed in a blag. Sharing this type of information, even
unintentionally, can potentially result in harm to the individual, harm to the GCIA’s business,
and ultimately you and/or the GCIA being sued by an individual, other businesses or the
government.

Before posting any online material, ensure that the material is not knowingly false; instead, try
to be accurate and truthful. if you find that you’ve made a mistake, admit it, apologize, correct
it and move on. You should never post anything that is maliciously false.

Before posting a comment or responding to a blog, think before sending. If you are unsure
about the effects of the post or other online action, reach out to your supervisor or Human
Resources for some assistance, particularly when unsure about a response to another
employee or a client.

Use your true identity.
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When participating in any social media, be completely transparent and disclose your true
identity for your personal protection. Additionally, when commenting on or promoting any
GCIA service on any form of social media, you must clearly and conspicuously disclose your
relationship with the Gloucester County Improvement Authority to the members and readers of
that social media.

Do not use your own personal online relationships or the GCIA’s network to influence polls,
rankings, or web traffic. This is called “astroturfing” or “sock-puppeting” and is highly unethical.
You are not to use the size and breadth of the GCIA network to unduly influence polls, rankings,
or web traffic where said traffic is a measure of success or popularity of a particular political
opinion.

Manage your expectation of privacy.

Consistent with the GCIA’s Electronic Communications Policy, the GCIA may access and monitor
its Information Systems and obtain the communications within the systems, including email,
Internet usage, and the like, with or without notice to users of the system, in the ordinary
course of business when we deem it appropriate to do so. As such, when using such systems,
you should have no expectation of privacy with regard to time, frequency, content or other
aspect of your use, including the websites you visit and other Internet/Intranet activity. The
reasons the GCIA accesses and monitors these systems include, hut are not limited to:
maintaining the system; preventing or investigating allegations of system abuse or misuse;
assuring compliance with software copyright [aws; and complying with legal and regulatory
requirements.

Interact on your time.

The GCIA respects the right of any employee to participate in social media, such as maintaining
a blog or participating in online forums. However, to protect the GCIA's interests and to oversee
employees’ focus on their job duties, employees must avoid excessive use of social media
during work time or at any time with GCIA equipment or property, unless doing so is expressly
permitted by the GCIA,

Avoid personal attacks, online fights, and hostile personalities.

If a blogger or any other online influencer posts a statement you disagree with, you can voice
your opinion, but do not escalate the conversation to a heated, personal argument. Speak
reasonably, factually, and with good humor. Try to understand and credit the other person's
point of view. Additionally, avoid communicating with hostile persanalities in an effort to avoid
personal, professional, or credibility attacks.

Identify anv copyrighted or borrowed material with citations and links. When publishing any
online material through social media that includes another’s direct or paraphrased quotes,
thoughts, ideas, photos, or videos, always use citations and link to the original material where
applicable.
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CHAPTER: FIVE -~ EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 2.19.2026
SECTION: FIFTEEN —~ USE OF GCIA VEHICLES REVISED:

Gloucester County Improvement Authority vehicles assigned to Authority employees are the responsibility of those
employees and are to be used for Authority business only. Employees may access GCIA vehicles through their
respective department.

All drivers of Authority vehicles must possess a current, valid New Jersey driver’s license, and if applicable a CDL.
The Authority reserves the right to check an employee’s motor vehicle record at least annually after the date of
hire. Furthermore, any license revocation or suspension must be reported immediately to the employee’s
immediate supervisor.

The GClA reserves the right to monitor the use of Authority vehicles. The Authority shall or may utilize GPS (global
positioning systems) in any of its vehicles or equipment whether owned or leased.

GCIA vehicles are to be used for official, work-related business only. This does not include such activities as
excursions for check cashing, coffee breaks, or any outside employment obligations {HR 1.6). Only authorized
employees are allowed to take home an Authority vehicle. Permission to take home a GCIA vehicle is determined
by GCIA Board of Commissioners. Unauthorized personal use of an Authority vehicle may be subject to disciplinary
action and/or termination of employment.

Employees who fail to follow established procedures or are negligent in the use of Authority property or vehicles
may be subject to disciplinary action.

Insurance premiums and vehicle registrations are paid by the GCIA. Current insurance and registration cards will be
placed in the vehicle glove compartments.

Employees may be liable for damages incurred to or caused by Authority equipment, property, and/or vehicles if
such damage is the result of employee negligence. Any employee who is negligent in the operation of an Authority
vehicle may be subject to disciplinary action.

Any motor vehicle violation; parking, speeding, etc. received by the driver of an Authority vehicle will be the
responsibility of that driver. Proof of payment for any violations must be submitted to Human Resources.

Any incident involving Authority employees, property, or vehicles which results in damages or injuries, no matter
how minar, must be reported by the employee to his/her Supervisor immediately. (See HR 6.4 “Accidents Involving
GCIA Property”). Any damage to an Authority vehicle must be reported to the employee’s immediate supervisor
and Human Resources immediately.

Only authorized persons may be transported in an Authority vehicle.
All occupants of an Authority vehicle must wear a seat belt at all times.
The use of cell phone devices which are not hands-free is strictly prohibited.

Smoking is not permitted in any GCIA vehicle,

5.15 Use of GCIA Vehicles
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Employee:
* Inspect the vehicle prior to operating it to ensure no problems are present and a safe trip is expected

»  Confirm current vehicle registration and insurance card are in the vehicle, as well as a valid inspection
sticker is displayed on the windshield

s  Obey the ruies of the road and share the road courteously with others
e Keep assigned vehicles clean

¢  Fills out mileage sheet with each use

Supervisors:

e Ensure vehicles assigned to his/her department are clean, in good operating condition, serviced
accordingly to the established preventative maintenance schedule, and inspected by the NIDMV as
required

» Authorizes
e  Provides proof of fine payments as applicable
* Ensures Human Resources is notified of any Authority vehicle accidents involving a member of their staff

e Contacts Human Resources immediately if they receive notice that an employee’s driving privilege has
been suspended or revoked

5.15 Use of GCIA Vehicles
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CHAPTER: FIVE — EMPLOYEE CONDUCT & WORKPLACE CONDITIONS ADOPTED: 2.19.2026
SECTION: FIFTEEN — USE OF GCIA VEHICLES REVISED:

USE OF GCIA VEHICLES
ACCEPTANCE OF POLICY STATEMENT

[ understand and will abide by all of the above policy procedures. | understand that
violating any part of the policy procedures man in-fact be grounds for the loss of
driving of Authority vehicle privileges and/or disciplinary action up to and including
termination.

| acknowledge that | have received a copy of the Use of GCIA Vehicles policy {HR
5.15 Use of GCIA Vehicles) and have read and understand this policy in its
entirety. | further acknowledge that | will adhere to this policy.

Employee Name {please print)

Department Title

Phone Number

Signature Date

Please sign and return this page to Human Resources upon receipt
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: ONE — SAFETY

The GCIA believes the safety, health, and well-being of all its employees and the public is of
paramount importance. The GCIA is committed to providing a workplace environment
conductive to safe work practices including:

» Providing training and education to employees on various safety topics.

s Providing Safety and protective equipment to employees,

s Providing for periodic inspections of safety equipment and for prompt abatement of unsafe
conditions.

e Maintaining records on all employment accidents, injuries and ilinesses and their causes.

In doing so, the GCIA is attempfting to operate in the most efficient manner by striving for a
minimum of accidents and as few as possible lost work days. The purpose of this policy is to
delineate the support of the entire organization. This section is dedicated to a number of
policies involving the safety and security of the Gloucester County Improvement Authority
environment.

+ All employees are expected 1o observe all posted safety rules and regulations such as
warnings and no smoking signs.
Keeps his/her work place orderly and clean.
Wears and/or utilizes safety equipment.
Reports in writing any accident immediately, no matter how insignificant it may appear at
the time, to his/her Supervisor or Department Head.

To assist in providing a safe and healthful work environment for employees, clients, and
visitors, GCIA has established a workplace safety program. This program is a top priority for
GCIA. [ts success depends on the alertness and personal commitment of all.

GCIA 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.

Each employee is expected to obey safety rules and to exercise caution in all work activities.
Employees must immediately report any unsafe condition to the appropriate supervisor.
Employees who viclate 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.

6.1 Safety
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: TWO - INJURY ON THE 10B

Gloucester County Improvement Authority in conjunction with the GCIC maintains the following
policies with regard to work-related injuries:

¢ Employees must report all accidents immediately to his/her supervisor.

s On-the-Job Injuries are reported on Exhibit Z. All Exhibit Z’'s must have the employee’s
signature, Department Head’s signature and Administrator's signature except in cases of
emergency.

& Supervisors must complete the “Supervisors’ Incident Investigation Report” and submit it to
the GCIA Human Resource Department for every work related injury.

s The County Safety Department and then Human Resource Department (except in case of
emergency) are to be contacted for coordination and scheduling of medical treatment.

¢ If medical care is requested or needed, treatment will be provided by a GCIA Authorized
Physician.

¢ If an employee is seriously injured and an authorized physician is not available, treatment
may be sought at the nearest hospital emergency room.

» All follow-up care with Authorized Physician is to be approved and scheduled by County
Safety Department.

s The GCIA is not liable for medical bills accrued by an injured employee if treatment is not
authorized.

s Additionally, the GCIA participates in a “Light Duty” work program (for work related injuries)
whereby employees are expected to resume work, when authorized by the Authority
Physician.

e Employees returning to regular duty are required to pass a Functional Capacity Exam
administered by Authority Physician before returning to regular duties. This exam will be
scheduled by the GCIA Human Resource Department.

It is the responsibility of the employee to:

Immediately reports all accidents to Supervisor.

¢ Provide advance notice to his/her Department Head/Supervisor of all related medical
appointments. The GCIA Human Resource Department reserves the right to verify the
scheduled appointments.

e Communicates with his/her Department Head/ Supervisor the outcome of each
physician’s appointment.

6.2 Infury on the Job
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= Provides documentation of attendance of all scheduled appointments as well as details
of any and all work restrictions.

¢ Participates in rehabilitation by attending all scheduled appointments with GCIC
authorized physicians, physical therapists, and any other diagnostic tests and/or
therapeutic measures.

It is the responsibility of the Supervisor to:

e Promptly notify the Department Head of all on the job injuries.
* Directs the employee as to the proper course of action if medical treatment is needed or

requested.

o Completes a Report of Job Accident (Exhibit Z) as soon as possible after receiving notice
of an injury-on-the-job.

e Cooperates by providing accurate and detailed information regarding circumstances of
the injury.

It is the respensibility of the Department Head to:

Notify the GCIC and GCIA Human Resource Department of all work related injuries.
Ensure completion and prompt reporting of the Report of Job Accident (Exhibit Z)
Participate in all accident investigations.

Ascertains that all supporting medical documentation is immediately provided to the
GCIA and GClA Human Resource Department.

6.2 Injury on the Job
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: THREE — BUILDING SECURITY & VISITORS

1t is the responsibility of all employees of the GCIA to maintain the security of our buildings at
all times. Employees should immediately report any suspicious activity to their Supervisor.

All employees shall be issued a photo identification card. Should this card be lost or stolen, the
employee must notify the Department Head and the Human Resources Department
immediately. The employees may be charged a fee for a replacement card.

For employees who work in secured buildings {Shady Lane Nursing Home and Child
Development Center) access to entryways will require fingerprint access and/or electronic key
cards (key fobs). Electronic key cards are assigned to authorized employees and should not be
toaned to anyone.

To provide for the safety and security of employees and the facilities at GCIA, only authorized
visitors are allowed in the workplace, Restricting unauthorized visitors helps maintain safety
standards, protects against theft, ensures security of equipment, protects confidential
information, safeguards employee welfare, and avoids potential distractions and disturbances,

All visitors should enter GCIA at the reception area. Authorized visitors will receive directions or
be escorted to their destination. Employees are responsible for the conduct and safety of their

visitors.

If an unauthorized individual is observed on GCIA's premises, employees should immediately
notify their supervisor or, if necessary, direct the individual to the reception area.

6.3 Building Security
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: FOUR ~ ACCIDENTS INVOLVING GCIA PROPERTY

Any incident involving GCIA property or vehicle should be reported by the Employee to his/her
Supervisor immediately. In turn, the Supervisor must contact Human Resource/Insurance
Department to report the incident.

If an incident involving Authority property (such as a vehicle, or piece of machinery, etc.}
Exhibit W should be completed and forwarded to Human Resource/Insurance Department.
If the employee involved in the incident which resulted in injuries, Exhibit Z will need to be
completed and submitted to County Safety and Human Resource/Insurance Department for
medical attention,

Employees utilizing a commerctal drivers’ license will be subject to federal rules and regulations
when involved in a vehicle accident during Authority business.

Emergency Procedures
In order to reduce the likelihood of causing an accident and/or becoming injured, the following
procedures should be adhered to:

Stop your vehicle
Do not leave the scene.
Cail for help immediately. The police and your supervisor should be contacted.
Make sure the ignition is turned off in the cars involved.
Obtain necessary medical treatment. If you are able, make a first aid check of all persons
involved.
o Render first aid if qualified and equipped to do so.
o Do not move an injured person unless it is urgent to do so.
Gather information regarding details of the accident and write it down. Do not trust
your memory.
Cooperate with police and answer questions about what occurred. Be careful not to
offer your opinion. Provide factual information as much as possible.

Employees who violate this policy will be subject to disciplinary action. Repeated accidents may
lead to temporary or permanent restriction of driving privileges. Failure to maintain a valid
driver’s license and a CDL {if applicable) will result in immediate removal of driving privileges
until written proof of a valid license can be demonstrated.

6.4 Accidents Invoiving GCIA Property
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Accident — Personal Vehicle

If an employee has an automobile accident in his or her personal vehicle while conducting
Authaority business, the authority will reimburse the employee for damages in an amount not to
exceed $1,000 or the amount of the employee’s collision deductable, whichever is less. The
employee must provide a copy of his or her insurance policy outlining the collision deductible as
well as the police accident report. If damages incurred total less than the amount of the
deductible or the $1,000 limit, the employee will be reimbursed in an amount equal to the
lowest estimate received.

An employee will not eligible for reimbursement in cases where the employee is under the
influence of alcohol or any intoxicating substance or in cases of employee negligence.

6.4 Accidents involving GCIA Property
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: FIVE — VEHICLE SAFETY

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

An applicant and an employee whose position requires driving a GCIA vehicle or their personal
vehicle must possess and maintain a valid New Jersey driver's license,

Prior to hiring and periodically during employment, the GCIA will verify the validity of the
driver's license and employee's driving record.

In the event an employee has his/her driver's license suspended or revoked, or receives notice
of any proceeding for the suspension or revocation of his/her driver's license, or any traffic
violations incurred while the employee is on duty, the employee shall immediately notify
his/her Supervisor. All such employees shall have ninety (90) days to have his/her New Jersey
driving privileges restored. Until the driver privileges are so restored, those employees who
had been regular drivers may be temporarily reassigned by GCIA to non-driving positions if
available {with less pay, if applicable) pending restoration of said driving privileges. All
accidents involving GCIA vehicles or personal vehicle on GCIA business must be reported
immediately to the Supervisor and to the police whether or not the employee considers
himself/herself at fault and whether or not there has been any property damage or personal
injury to any person.

Failure to maintain his/her license, or maintain a "good driver" status as defined by New Jersey
Division of Motor Vehicles or any violation of these policies will be cause for disciplinary action
up to and including termination.

All employees who retain a Commercial Driver License will need to comply with the Drug and
Alcohoi-Free Testing and Procedure Policy for Employees and Holders of Commercial Driver
Licenses. Any person who is on medication which would alter their reaction time, cause
drowsiness, etc. is forbidden from operating any kind of GCIA owned vehicle.

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, up to and including termination of employment.

6.5 Vehicle Safety
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The purpose of this policy is to promote safe and courteous driving practices as well as
providing for the appropriate upkeep of GCIA vehicles and equipment in order to prevent
accidents. The GCIA encourages a partnership approach to safe driving with both the Authority
and every driver doing everything possible to reduce the risks associated with driving.

This policy applies to all GCIA employees while using an Authority vehicle.

Do not operate an Authority vehicle or equipment if you have consumed alcohol, medications
containing alcohol, or medications that may affect your alertness and/or driving performance. It
is against the law to operate a motor vehicle with a blood alcohal concentration of 0.08 or
greater. New Jersey law allows for a drunk driving conviction if you consume any amount of
alcohol and your driving is impaired.

Always drive within the speed limit. Always take into account road, weather, and/or traffic
conditions. Even in emergencies, caution should be taken so that you get there safely. Excessive
speed can cause accidents. Speeding reduces a driver’s ability to navigate curves and steer
around unexpected road debris as well as decreasing the distance necessary to stap a vehicle.

Wear your seatbelt at all times and make sure all passengers do the same. it is the law. NJS
39:3-7.2F applies to all passenger vehicles including vans, pick-up trucks and sport utility
vehicles that are aquipped with seat belts. Studies show that seat belts do save lives and reduce
injuries during crashes.

Headlights must be turned on anytime windshield wipers are used, one-half hour after sunset,
one-half before sunset, in bad weather (rain, smoke, fog, snow, ice,} and whenever visibility is
500 feet or less. Parking lights cannot be used when headlights are required.

You should not drive while fatigued. Sleepiness causes auto crashes because it can ultimately
lead to the inability to resist falling asleep at the wheel. Driving skills impaired as a result of
fatigue include delayed reaction time, lack of awareness of surroundings, inattention, and
inability to process information.

Aggressive driving is against the law. It can escalate into a road rage incident. Motorists have
been killed or injured for trivial reasons that a reasonable person would have overlooked.

Use of hand held cell phone and electronic devices are strictly prohibited when driving an
Authority vehicle or equipment.

Smoking is not permitted in any GCIA vehicle. Studies have indicated a correlation between
smoking while driving and accidents. Such activities can distract drivers from paying proper
attention to the road.

6.5 Vehicle safety
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: SIX — CONTAGIOUS ILLNESS IN THE WORKPLACE

Gloucester County Improvement Authority will take proactive steps to protect the workplace in
the event of an infectious disease outbreak. Employees are encouraged to engage in good
hygiene practices while at work, especially hand washing with water and soap.

GCIA will ensure a clean workplace, including the regular cleaning of objects that are frequently
handled, such as taps, toilets, door handles and railings. The Safety Committee will be
designated to monitor and coordinate events around an infectious disease outbreak, as well as
create work rules that could be implemented to promote safety through infection control. GCIA
is committed to providing authoritative information about the nature and spread of infectious
diseases, including symptoms and signs to watch for, as well as required steps to be taken in
the event of an illness or outbreak.

Employees are provided clear information regarding the circumstances under which sick leave
may be used as a form of wage replacement for absences due to quarantine. Sick leave is
provided in an effort to make all reasonable attempts to ensure that employees not attend the
workplace while displaying symptoms of illness or if subject to quarantine directives.

It is the goal of GCIA, during any time period of quarantine or infectious disease outbreak, to
strive to operate effectively and ensure that all essential services are continuously provided and
employees are safe within the workplace.

The Gloucester County Improvement Authority encourages employees with contagious
diseases or life-threatening ilinesses to continue their normal pursuits, including work, to the
extent allowed by their condition. The Authority shall make reasonable accommodations to
known physical and mental limitations of all employees, 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 an unreasonable hardship on the GCIA.

The Gloucester County Improvement Authority will take reasonable precautions to protect such
information from inappropriate disclosure, including the following:

e Medical information may be disclosed with the prior written informed consent of the
person who is the subject of the information.

» Information may be disclosed without the prior written consent to qualified individuals
for the purpose of conducting management audits, financial audits, and program
evaluations, but these
Individuals shall not identify, either directly or indirectly, the person who is the subject
of the record in a report or evaluation, or otherwise disclose the persons’ identity in any

6.6 Contaglous Hiness in the Workplace
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manner. Information shall not be released to these individuals unless it is vital to the
audit or evaluation.

e Information may be disclosed to the Department of Health as required by State or
Federal Law.

Managers and other employees have a responsibility to maintain the confidentially of

employee medical information. Anyane inappropriately disclosing such information shall be
subject to disciplinary action.

6.6 Contagious Iliness in the Workplace
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: SEVEN= RIGHT TO KNOW

The Gloucester County Improvement Authority complies with the Public Employees
Occupational Safety and Health Program Hazard Communication Standard, which New Jersey
adopted with amendments on May 3, 2004. information is given to all employees who are
exposed or may be exposed to hazardous chemicals or conditions under normal working
operations or during foreseeable emergency situations. This information is communicated
through the following mechanisms:

A list of hazardous chemicals

Material Safety Data Sheets (MSDS) and Hazardous Substance Fact Sheets

Labeled containers; and

A training program for employees who work with or have a potential for exposure to
hazardous chemicals.

Under this policy, employees will be informed of the contents of this program, the location and
availability of health and safety information about hazardous chemicals, the hazardous
properties of chemicals with which they work, safe handling procedures for the hazardous
chemicals, and measures they should take to protect themselves from the hazardous chemicals.
This information is provided during employee training sessions and/or safety meetings.
Employees will also be informed of the hazards of non-routine tasks before the work begins.

List of Hazardous Chemicals

The list of the hazardous chemicals is prepared for each facility utilizing the RTK Survey. The
list(s) are kept on new products and products that are no longer used. The list is continually
updated and is included in training sessions and/or safety meetings. In addition, the list is
available for each work area,

Material Safety Data sheets (MSDS) and Hazardous Substance Fact Sheets {(HSFS})

MSDSs and HSFSs provide health and safety information on the specific hazardous products or
chemicals employees use. In compliance with PEOSH HCS, the MSDSs are made readily
accessible during each work shift to employees when they are in the work area.

A MSDS and HSFS hard copy will be provided to the requesting employee as soon as possible if
the MSDS or HSFS is not immediately available.

Labels and Warning Systems
Each container of hazardous chemicals should be properiy labeled as required by the PEOSH
HCS, and updated as necessary if they should become illegible, fall off the container, or are
obscured in any manner. Containers not bearing a PEOSH HCS labels are not accepted at GCIA
facilities.
« Stationary containers in an area with similar contents and hazards have signs posted on
or above them to convey the hazard information.

6.7 Right to Know
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e Employees transferring hazardous materials from a labeled container to a portable
container intended only for their immediate use during the work shift, do not have to
label the container. If the portable container is stored beyond the employee’s shift, or
will be used by other workers, the employee labels the portable container with the
PEQSH HCS information from the properly labeled larger container.

Employee Training

Every employee who works with or has the potential for exposure to hazardous chemicals
under normal conditions of use or in foreseeable emergencies will receive initial and refresher
training under the PEOSH HCS on the safe use of those hazardous chemicals. The trainer will
meat the definition of a technically qualified person. Whenever a new hazard is introduced into
the work area, an additional training session is provided for workers in a scheduled safety
meeting prior to beginning work with the new hazardous material. Refresher training is an
abbreviated version of initial training.

6.7 Right to Know
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CHAPTER: SIX — SAFETY AND SECURITY ADOPTED: 8.18.2011
SECTION: EIGHT= SECURITY INSPECTIONS

GClIA wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms,
explosives, or other improper materials. To this end, GCIA prohibits the possession, transfer,
sale, or use of such materials on its premises. GCIA 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 GCIA. Accordingly, they, as well as any articles found within
them, can be inspected by any agent or representative of GCIA at any time, either with or
without prior notice,

GCIiA likewise wishes to discourage theft or unauthorized possession of the property of
employees, GCIA, visitors, and customers. To facilitate enforcement of this policy, GCIA or its
representative may inspect not only desks and lockers but also persons entering and/or leaving
the premises and any packages or other belongings. Any employee who wishes to avoid
inspection of any articles or materials should not bring such items onto GCIA's premises.

6.8 Security Inspections
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CHAPTER: SEVEN — LEAVES OF ABSENCE ADOPTED: 11.15.2012
SECTION: ONE - FAMILY MEDICAL LEAVE ACT

The Gloucester County Improvement Authority (GCIA) has adopted this policy to implement the
terms of the Family and Medical Leave Act of 2993, All employees are entitled to family and
medical leave on the terms and conditions stated in this policy, the regulations issued by the
Department of Labor under the FMA and In GCIA's other applicable leave polices.

The federal Family & Medical Leave Act of 1993 (FMLA) as amended, requires employers with
50 or more employees to provide eligible employees with unpaid leave. There are two types of
leave available, including the basic 12-week leave entitlement {Basic FMLA Leave), as well as
the military family leave entitlements (Military Family Leave) described in this policy.

In addition to FMLA leave, you may also be eligible for leave under a similar state law. To find
out about the availability of state leave, please contact the Human Resources Department,

Eligibility for FMLA Leave

Employees are eligible for FMLA leave if they:
1. Have worked for the company for at least 12 months;

2. Have worked at feast 1,250 hours for the company during the 12 calendar months
immediately preceding the request for leave; and

3. Are employed at a work site that has 50 or more employees within a 75-mile radius.

The 12 months of service need not be consecutive. Employment before a break in service of 7
years or more will not be counted, unless the break in service was caused by the employee’s
USERRA-covered service obligation, or there was a written agreement that the employer
intended to rehire the employee after the break in service.

Employees with any questions about their eligibility for FMLA leave should the Human
Resources Department for more information.

Basic FMLA Leave

Employees who meet the eligibility requirements described above are eligible to take up to 12
weeks of unpaid leave during any 12-month period for one of the following reasons:

1. To care for the employee’s son or daughter during the first 12 months following birth;

2. To care for a child during the first 12 months following placement with the employee for
adoption or foster care;

7.1Family Medical Leave Act
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3. To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health
condition;

4, For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or

5. Because of the employee’s own serious health condition that renders the employee

unable to perform an essential function of his or her position.

B. Any "qualifying exigency" arising out of the fact that an employee's spouse, parent, son
or daughter is on active duty or has been called to active duty in the Armed Forces in
support of a contingency operation.

Married couples. In cases where a married couple is employed by the same company, the two
spouses together may take a combined total of 12 weeks’ leave during any 12-month period for
reasons 1 and 2, or to care for the same individual pursuant to reason 3.

Military Family Leave
There are two types of Military Family Leave available.

1. Qualifying exigency leave. Employees meeting the eligibility requirements described
above may be entitled to use up to 12 weeks of their Basic FMLA Leave for a qualifying exigency
while the empioyee’s spouse, son, daughter, or parent {the military member or member} is on
covered active duty or call to covered active duty status {or has been notified of an impending
call or order to covered active duty).

For Regular Armed Forces members, “covered active duty or call to covered active duty
status” means duty during the deployment of the member with the Armed Forces to a foreign
country {outside of the United States, the District of Columbia, or any territory or possession of
the United States, including international waters).

For a member of the Reserve components of the Armed Forces (members of the
National Guard and Reserves), “covered active duty or call to covered active duty status” means
duty during the deployment of the member with the Armed Forces to a foreign country under a
Federal call or order to active duty in support of a contingency operation.

Qualitying exigencies may include:

) Short-notice deployment {seven or less calendar days)
. Attending certain military events and related activities
. Childcare or school activities

7.1Family Medical Leave Act
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. Addressing certain financial and legal arrangements

. Periods of rest and recuperation for the military member {up to 15 calendar days of
leave, dependent on orders)

. Attending certain counseling sessions

. Attending post-deployment activities (available for up to 90 days after the
termination of the covered military member’s covered active duty status, and to
address issues arising from death of military member)

. Attending to parental care needs arising from covered active duty or call to duty
(arrange for alternative care for a parent of a military member, provide urgent or
immediate care, admit or transfer to a care facility, or attend non-routine caregiver
meetings with care facility staff)

. Other activities arising out of the military member’s covered active duty or call to
active duty and agreed upon by the company and the employee.

2, Leave to care for a covered service member. There is also a special leave entitlement
that permits employees who meet the eligibility requirements for FMLA leave to take up to 26
weeks of leave during a single 12-month period if the employee is the spouse, son, daughter,
parent, or next of kin caring for a covered military service member or veteran recovering from a
serious injury or illness, as defined by FMLA's regulations.

For a current member of the Armed Forces, including a member of the National Guard or
Reserves, the member must be undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status; or is otherwise on the temporary disability retired list, for a
serious injury or illness.

For a covered veteran, he or she must be undergoing medical treatment, recuperation or
therapy for a serious injury or illness. Covered veteran means an individual who was a member
of the Armed Forces (including a member of the National Guard or Reserves), and was
discharged or released under conditions other than dishonorable at any time during the five-
year period prior to the first date the eligible employee takes FIMLA leave to care for the
covered veteran,

An eligible employee must begin leave to care for a covered veteran within five years of the
veteran’s active duty service, but the single 12-month period may extend beyond the five-year
period.

7.1Family Medical Leave Act
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Use of Leave

An employee does not need to use this leave entitlement in one block, Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. Employees must make
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt
the employer’'s operations. Military Family Leave due to qualifying exigencies may also be taken
on an intermittent basis. Leave may not be taken on an intermittent basis when used to care for
the employee’s own child during the first year following birth, or to care for a child placed with
the employee for foster care or adoption, unless both the employer and employee agree to
such intermittent leave.

Pay, Benefits, and Protections During FMLA Leave

Leave is unpaid. Family medical leave is unpaid leave (although employees may be eligible for
short- or long-term disability payments and/or workers’ compensation benefits under those
insurance plans) if leave is taken because of an employee’s own serious health condition.

Substitution of paid time off for unpaid leave. FMLA leave under this policy is generally unpaid
leave. if, however, the employee is eligible for any paid leave under any other benefit
programs such as unused sick time or accrued vacation or personal days, the employee will be
required to exhaust the unused sick time available upon the commencement of, and
concurrently with, FMLA leave and the employee may opt to use accrued vacation or personal
days. Paid leave will run concurrently with and be counted toward the employee’s total 12-
week or 26-week period of FMLA leave.

If an employee requests leave because of birth, adoption, or foster care placement of a child,
any accrued paid vacation first will be substituted for unpaid family/medical leave.

If an employee requests leave because of the employee’s own serious health condition, or to
care for a covered relation with a serious health condition, any accrued paid vacation first will
be substituted for any unpaid family/medical leave.

The substitution of paid leave time for unpaid leave time does nof extend the 12-week leave
period. Furthermare, in no case can the substitution of paid leave time for unpaid leave time
result in the receipt of more than 100 percent of an employee’s salary.

For leave taken for a qualifying exigency, an employee may elect or the employer may require
substitution of paid personal, vacation, or family leave time for unpaid FMLA leave. The same
rules apply as if the employee took FMLA leave to care for a family member with a serious
health condition or for the birth or placement of a child.
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For feave to care for a seriously injured or ill family member in the military an employee may
substitute paid personal, vacation, family leave, sick, or medical leave time for unpaid FMLA
leave. The same rules apply as if the employee took leave for his or her own serious health
condition. The employer will not provide paid sick leave or paid medical leave in any situation in
which the employer would not normally provide any such paid leave.

Maedical and other benefits. During an approved family medical leave, the company will
maintain the employee’s health benefits as if the employee continued to be actively employed.
if paid leave is substituted for unpaid family medical leave, the company will deduct the
employee’s portion of the health plan premium as a regular payroll deduction. If leave is
unpaid, the employee on FMLA leave should deliver payment of the employee’s portion of such
premium by the 25 day of very month; please mail your check payable to the Gloucester
County Improvement Authority {GCIA) to 109 Budd Boulevard, Woodbury, New Jersey 08096.
Failure to make prompt payment of the employee’s portion of such premium may result in loss
of medical insurance coverage for the duration of the FMLA leave, but upon the employee’s
return to work, the medical insurance will be restored as of the date that the employee returns.

An employee’s healthcare coverage will cease if the employee’s premium payment is more than
30 days late. If the payment is more than 15 days |ate, the company will send the employee a
letter to this effect. If the company does not receive the co-payment within 15 days after the
date of that letter, the employee’s coverage may cease. If the employee elects not to return to
work for at least 30 calendar days at the end of the leave period, the employee will be required
to reimburse the company for the cost of the premiums paid by the company for maintaining
coverage during the unpaid leave, uniess the employee cannot return to work because of a
serious health condition or other circumstances beyond the employee’s control.

During FMLA leave, the employer must maintain the employee’s health coverage under any
“group health plan” on the same terms as if the employee had continued to work. Use of FMLA
leave will not result in the loss of any employment benefit that accrued prior to the start of the
employee’s leave.

Return to job at end of FMLA leave. Upon return from FMLA leave, eligible employees must be
restored to their original or equivalent positions with equivalent pay, benefits, and other
employment terms.

Employee Responsibilities When Requesting FMLA Leave

If the need to use FMLA leave is foreseeable, the employee must give the company at least 30
days’ prior notice of the need to take leave. When 30 days’ notice is not possible, the employee
must give hotice as soon as practicable (within 1 or 2 business days of learning of the need for
leave except in extraordinary circumstances). Failure to provide such notice may be grounds for
delaying the start of the FMLA leave.

7. IFamily Medical Leave Act



Gloucester County Improvement Authority
Policy and Procedure Manual

Whenever possible, requests for FMLA leave should be submitted to Human Resources using
the Request for Family/Medical Leave form.

If the need for Jeave is not foreseeable, employees are required to provide as much notice as
soon as practicable under the facts of the particular case. An employee requiring unforeseeable
leave must, absent extraordinary circumstances, call his or her direct supervisor and provide
sufficient information regarding the employee’s need for leave to support a request for FMLA
leave. It generally should be practicable for the employee to provide notice of leave within one
business day.

When submitting a request for leave, the employee must provide sufficient information for the
company to determine if the leave might qualify as FMLA leave, and also provide information
on the anticipated date when the leave would start as well as the duration of the leave, Calling
in “sick” is not sufficient. Sufficient information may include that the employee is unable to
perform job functions; that a family member is unable to perform daily activities; that the
employee or family member needs hospitalization or continuing treatment by a healthcare
provider; or the circumstances supporting the need for military family leave. Employees also
must inform the company if the requested leave is for a reason for which FMLA leave was
previously taken or certified. Employees also will be required to provide a certification and
periodic recertification supporting the need for leave.

Employer Responsibilities

When an employee requests leave, the company will inform the employee whether he or she is
eligible under FMLA. If the employee is eligible for FMLA leave, the employee will be given a
written notice that includes details on any additional information he or she will be required to
provide. If the employee is not eligible under the FMLA, the company will provide the employee
with a written notice indicating the reason for ineligibility.

If leave will be designated as FMLA-protected, the company will inform the employee in writing
and provide information on the amount of leave that will be counted against the employee’s 12
or 26-week entitiement.

Moedical Certification

if the employee is requesting leave because of the employee’s own or a covered relation’s
serious health condition, the employee and the relevant healthcare provider must supply
appropriate medical certification. Employees may obtain Medical Certification forms from the
Human Resources department. When the employee requests leave, the company will notify the
employee of the requirement for medical certification and when it is due (no more than 15 days
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after leave is requested). If the employee provides at least 30 days’ notice of medical leave, he
or she should also provide the medical certification before leave begins.

Failure to provide requested medical certification in a timely manner may result in denial of
leave until it is provided. The company, at its expense, may require an examination by a secoend
healthcare provider designated by the company, if it reasonably doubts the medical
certification initially provided. If the second healthcare provider’s opinion conflicts with the
original medical certification, the company, at its expense, may require a third, mutually
agreeable, healthcare provider to conduct an examination and provide a final and binding
opinion.

The company may require subsequent medical recertification. Failure to provide requested
certification within 15 days, except in extraordinary circumstances, may result in the delay of
further leave until it is provided. Employees may also be required to provide a fitness-for-duty
certification upon return to work, or during intermittent leave, as required.

Reporting While on Leave

If an employee takes leave because of the employee’s own serious health condition or to care
for a covered relation, the employee must contact the company on the first and third Tuesday
of each month regarding the status of the condition and his or her intention to return to work.
[Note: This is only a suggested method for leave reporting. Employers may establish different
intervals for reporting, as long as it is not unduly burdensome on the employee or enforced
unequally.] In addition, the employee must give notice as soon as practicable (within 2 business
days, if feasible) if the dates of the leave change, are extended, or were unknown initially.

Exemption for Highly Compensated Employees

Highly compensated employees (i.e., highest-paid 10 percent of employees at a worksite or
within a 75-mile radius of that worksite) may not be returned to their former or equivalent
position following a leave if restoration of employment will cause substantial economic injury
to the company. {This fact-specific determination will be made by the company on a case-by-
case basis.) The company will notify employees if they qualify as “highly compensated”
employees if the company intends to deny reinstatement, and of employees’ rights in such
instances.
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Intermittent and Reduced-Schedule Leave

Leave because of a serious health condition, or either type of family military leave may be taken
intermittently {in separate blocks of time due to a single health condition) or on a reduced-
schedule leave (reducing the usual number of hours worked per workweek or workday) if
medically necessary. If leave is unpaid, the company will reduce the employee’s salary based on
the amount of time actually worked. In addition, while an employee is on an intermittent or
reduced-schedule leave, the company may temporarily transfer the employee to an available
alternative position that better accommodates the recurring leave and that has equivalent pay
and benefits.
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CHAPTER: SEVEN — LEAVES OF ABSENCE
SECTION: TWO —NEW JERSEY MEDICAL LEAVE ACT

All employees who have worked 1,000 hours in the previous 12 months of consecutive
employment are eligible to receive up to 12 weeks of unpaid family leave within a 24-month
period. The 24-month period is measured rolling backward from the date leave is used.

Family leave may be used only in the event of a birth or adoption of a child, spouse, civil union
partner, or your spouse's parent. Unless prevented by a medical emergency, you must provide
notice to your supervisor of your need to leave as soon as possible.

In the case of a family member, you must provide notice no later than 30 days prior to the
leave, except where emergent circumstances warrant shorter notice. You may be required to
provide a certification issued by a licensed health care provider prior to the company granting a
request for family leave. Leave taken due to birth or adoption may begin any time within one
year of the birth or placement for adoption. Such leave must be taken consecutively, unless the
company agrees to permit the employee to take this leave on an intermittent or reduced leave
schedule.

Leave taken due to the serious illness of a child or covered family member may be taken
consecutively or, if medicaily necessary on an intermittent leave basis if prior notice is givenin a
manner that is reasonable and practical and the employee makes a reasonable effort to
schedule the leave so as not to disrupt unduly the operations of the company. Where
intermittent leave is taken, the employer may require the employee to transfer to an
alternative position having the equivalent pay and benefits for which the employee is qualified
and which better accommodates recurring periods of leave than does the employee’s regular
position.

Where more than one employee from the same family, for example (husband and wife, or a
brother and sister) requests family leave at the same time, the employer shall grant leave to no
more than one employee from the family, provided such employees are otherwise eligible for
the leave.

You are entitled to return to your previous or similar position, unless during such leave the
company has experienced a reduction in force or layoff and you would have lost your position
had you not been on a family leave.

Consistent with the company's policies, you may be required to substitute certain accrued paid

leave time for unpaid family medical leave. This leave may run concurrently with the federal
Family and Medical Leave Act and/or any other leave where permitted by state and federal law.
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CHAPTER: SEVEN — LEAVES OF ABSENCE
SECTION: THREE —PERSONAL UNPAID LEAVE OF ABSENCE

GCIA may, at its discretion, grant a personal leave of absence without pay for those employees
who are not eligible for federal Family and Medical leave or New Jersey's Family Leave. The
duration of the leave of absence is to be determined on a case-by-case basis and will be
evaluated based on a number of factors, including anticipated workload requirements and
staffing considerations during the proposed period of absence. Reason for leave are maternity,
family or health emergencies or other conditions covered in this handbook.

As soon as an employee becomes aware of the need for a non-paid leave of absence, they
should request a leave of absence in writing to the Executive Director. This request must
include reason or reasons why the leave is needed, and request a specific period of time. Ifthe
employee is requesting the time off for medical reasons, the employee must submit with the
request for non-paid leave in writing a confirmation by their physician. This request should
include the expected date of return to work. The Executive Director has the GCIA authority to
approve the leave of absence. The Personnel Committee will be informed of any leave
granted. Unpaid discretionary leaves shall not exceed ninety {90} days without further approval
of the Executive Director.

Prior to taking an extended medical leave, an employee must exhaust all availabie vacation,
administrative and sick time. However, periods during which an employee is receiving Worker's
Compensation this requirement does not apply.

Employees granted the leave of absence shall not suffer any loss of seniority upon their return
to work.

Sick leave, vacation, holidays, administrative leave or other benefits will not be earned or
accrued in any unpaid leave exceeding two weeks with the exception of state or federal
mandated benefits.

Subject to the terms, conditions, and limitations of the applicable plans, health insurance
benefits will terminate after 30 calendar days of unpaid leave, except where the continued
leave is covered under the Family and Medical Leave Act or the New Jersey Family Leave Act. At
that time, employees will become responsible for the full costs of these benefits if they wish
coverage to continue. Arrangements for continued coverage for benefits should be made with
the Health Benefits Department. When the employee returns from personal leave, henefits will
again be provided by GCIA according to the applicable plans.

Prior to returning to work from unpaid personal leave taken from the employee's own serious
health condition, employees must obtain a release to return to work from the employee's
health care provider stating that he or she is able to return to work as well as state fitness to
resume normal work duties.
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PERS contributions will terminate during the leave; however, the employee may be able to buy
back coverage upon his/her return to work.

Vacation, sick leave, and holiday benefits, will not continue te accrue during the approved
personal leave period.

When a personal leave ends, every reasonable effort will be made to return the employee to
the same position, if it is available, or to a similar availabie position for which the employee is

qualified. However, GCIA cannot guarantee reinstatement in all cases.

if an employee fails to report to work promptly at the expiration of the approved leave period,
GCIA will assume the employee has resigned.
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CHAPTER: SEVEN — LEAVES OF ABSENCE
SECTION: FOUR =MILITARY LEAVE

A military leave of absence will be granted to employees who are absent from work because of
service in the U.S. uniformed services in accordance with the Uniformed Services Employment
and Reemployment Rights Act (USERRA). Advance notice of military service is required, unless
military necessity prevents such notice or it is otherwise impossible or unreasonable.

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

Employees on military leave for up to 30 days are required to return to work for the first
regularly scheduled shift after the end of service, allowing reasonable travel time. Employees
on longer military leave must apply for reinstatement in accordance with USERRA and all
applicable state laws.

Employees returning from military leave will be placed in the position they would have attained
had they remained continuously employed or a comparable one depending on the length of
military service in accordance with USERRA. They will be treated as though they were
continuously employed for purposes of determining benefits based on fength of service.

Contact the Human Resources Department for more information or questions about military
leave,
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CHAPTER: SEVEN — LEAVES OF ABSENCE
SECTION: FIVE -EMERGENCY RESPONDERS LEAVE

An employee who serves as a volunteer firefighter, as a county or municipal volunteer for the
Office of

Emergency Management who responds to fire or emergency calls, or as part of a volunteer first
aid, rescue or emergency squad will receive unpaid leave for missing work due to responding to
a qualified emergency.

A qualified emergency includes responding to a state of emergency declared by the President of
the United States or Governor of this state, or being actively engaged in responding to an
emergency alarm.

Employees must notify the company at least one hour prior to his/her scheduled shift that they
are responding to an emergency and will be absent from work.

Upon return, employees must provide a copy of the incident report and certification by the
incident commander or other official confirming that the employee was actively engaged and
necessary for the emergency response. The report should set forth the date and time the
volunteer was relieved of emergency service duties.

If an employee will miss more than one consecutive day of work due to emergency volunteer
service, the employee must notify the companies each day in advance of his/her shift.
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CHAPTER: EIGHT— NEPOTISM
SECTION: ONE — ANTI-NEPOTISM

Unless otherwise permitted by the New Jersey Department of Personnel Statutes Rules and
Regulations ( N.J.S.A.:11A, N.J.A.C.4A) the Gloucester County Improvement Authority shall not
hire an employee who is a member of the immediate family of any member of the Gloucester
County Improvement Authority Board.

For the purpose of this policy, a relative is defined as a spouse, child, parent, sister, brother,
son-in—law, daughter—in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew or
grandchild. It may also include other relationships established by blood, marriage or law.

Additionaily, unless otherwise permitted, an employee will not be permitted to work in a
position where his/her supervisor is a relative or where a personal relationship interferes with
job performance or morale,

A personal relationship will include any relationship which does not involve a relative (see
above) but which has a similar impact on work environment.



