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TO ALL MERCER COUNTY EMPLOYEES: 

 

  

As County Executive, I want to personally thank you for choosing to be a part of our 

team. Our administration is focused every day on serving our residents and making 

Mercer County the best place in New Jersey to live, work, and grow. No matter your role, 

every county employee plays an essential part in this effort and your dedication and talent 

are vital to our shared success.  

 

This employee handbook is designed to guide and support you throughout your journey 

with us. It provides important information about our policies, expectations, and resources 

to help you succeed in your role. Please take the time to review it carefully, as it reflects 

our commitment to fostering a positive and productive work environment for everyone. 

  

As we move forward, I encourage you to bring your ideas, skills, and enthusiasm to the 

table. Collaboration, respect, and integrity are the cornerstones of our workplace, and 

together, we can continue to make Mercer County a shining example of excellence in 

public service. 

  

Thank you for your commitment to our community and for the work you do every day to 

make life better for our neighbors. I look forward to all that we will accomplish together. 

 

 

 

 

Sincerely, 

 

Dan Benson 

County Executive 
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I. DISCLAIMER 

 

This Employee Handbook has been prepared to answer frequently asked questions concerning 

the County of Mercer’s policies and procedures. 

 

This handbook is not intended to constitute an employment contract between the employee and 

the County of Mercer. Only a contract signed between the County and an employee’s 

representative union, which has been approved by the County’s Board of County 

Commissioners, is recognized as a contract. The County reserves the right to change handbook 

policy and practices, as needed at its’ discretion. 

 

If the handbook does not answer all of your questions, please contact the County’s Department 

of Human Resources. This office will be eager to respond to your request for help or additional 

information. 

 

 

II.  ABOUT YOUR COUNTY GOVERNMENT 

 

The youngest of New Jersey’s twenty-one counties, Mercer County was pieced together in 1838 f

rom  parts  of  Burlington,  Hunterdon,  Monmouth,  and  Somerset  Counties.  Consisting  of  12 

municipalities, Mercer County is home to several outstanding colleges and universities, numerous 

cultural facilities, pristine farmland and the rich diversity of the State Capital.  
 

In 1976 Mercer County adopted the “Optional County Charter”, which provided for a County 

Executive form of government. Previously, both the Executive and Legislative functions of 

government were vested in the Board of Chosen Freeholders (now the Board of County 

Commissioners). Under the present system, the Board and the Executive represent two distinct and 

co-equal branches of government. 

 

In addition to the County Executive and the Board of County Commissioners, the people of Mercer 

elect the County Clerk, the Sheriff, and the Surrogate. The County Administrator and Chief of 

Staff are appointed by the County Executive and serve at his/her pleasure. 

 

 

III.   POLICY AND PROCEDURES 

 

3.1 EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION  

 

The County of Mercer is committed to its role as an equal opportunity/Affirmative Action 

employer. The County will not discriminate against any applicant or employee on the basis of 

race, color, religion, sex, age, national origin, ancestry, marital/domestic partnership/civil union 

status, family status, affectional or sexual orientation, atypical heredity cellular or blood trait, 

genetic information, hairstyle, gender identity or expression, liability for service in the Armed 

Forces of the United States, any other characteristic protected by State or Federal law, or any 

perceived physical and mental handicap or disability (the “Protected Categories”), in any 

employment practice. 
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The passage of the Civil Rights Act of 1964, the Equal Employment Act of 1972, the Americans 

with Disabilities Act of 1990, and the New Jersey Law Against Discrimination (“LAD”) have 

laid the cornerstone for Mercer County’s commitment to offer equal opportunity employment 

practices and to take steps to avoid discrimination in the workplace. 

 

This policy applies, but is not limited to: 

• All places of employment including recruitment, hiring, upgrades, demotions, transfers or 

terminations; 

• Rates of pay or other forms of compensation; 

• Selection for training; 

• The use of all County facilities; 

• The participation in all County sponsored or affiliated employee activities. 

  

If employees or prospective employees feel they have been treated unfairly, they have the right 

to address their concerns with their supervisor, or if they prefer, the department head, the 

Director of Human Resources, the County Administrator, County Counsel, or any other 

supervisor with whom they feel comfortable. All complaints should be made in accordance with 

the procedure set forth in this manual. Moreover, these principles apply to the way you treat and 

interact with members of the public. Any member of the public who expresses concern about 

discriminatory treatment should be referred to the County Administrator or Director of Human 

Resources. 

 

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

workplace are encouraged to bring their concerns to the attention of the Director of Human 

Resources, County Administrator, or County Counsel. 

 

3.2 CODE OF ETHICS POLICY 

 

Rules of conduct recognize that under a democratic form of government, public officials and 

employees who serve in government cannot and should not be expected to be without any 

personal interest in the decisions and policies of government. Government officials and 

employees have a right to private interests of a personal, financial, and economic nature, and 

standards of conduct should separate those conflicts of interest which are substantial and 

material, or which would shed a negative light on the County of Mercer. It is essential that the 

conduct of public officials and employees hold the respect and confidence of the people.  

 

Officials or employees should not: 

• Have any interest, financial or otherwise, direct or indirect, or engage in any business or 

transaction or professional activity, which is in substantial conflict with the proper 

discharge of their duties in the public interest. Use or attempt to use their official 

positions to secure unwarranted privileges or advantages for themselves or others. 

• Act in an official capacity in any matter wherein they have a direct or indirect personal 

financial interest that might reasonably be expected to impair objectivity or independence 

of judgment. 
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• Undertake any employment or service, whether compensated or not, which might 

reasonably be expected to impair objectivity and independence of judgment in the 

exercise of official duties. 

• Accept or offer any gift, favor, service or other thing of value under circumstances from 

which it might be reasonably inferred that such gift, service, or other thing of value was 

given or offered for the purpose of influencing the discharge of official duties. 

• Knowingly act in any way that might reasonably be expected to create any impression of 

suspicion among the public having knowledge of those acts that they may be engaged in 

conduct volatile of their trust as an official or employee. 

• Use or allow the use of County property, personnel and/or persons in the custody of the 

County for other than officially approved activities. Use or allow the use of official 

information gained through employment, which has not been made available to the 

general public, for furthering a private interest. 

 

A copy of this policy may be obtained in the County’s Department of Human Resources. 

 

3.3 DRUG AND ALCOHOL-FREE WORKPLACE PROGRAM 

 

The County of Mercer is committed to maintaining a drug and alcohol-free workplace in order to 

protect the health and safety of County employees and the public. This policy is in compliance 

with Federal Law and State guidelines establishing drug and alcohol-free workplace policies in 

government. 

 

The Mercer County Drug and Alcohol-Free Workplace Program will involve drug and alcohol 

testing. All employees in need of assistance are encouraged to voluntarily seek help with drug 

and/or alcohol problems. If an employee feels that he or she needs help dealing with a drug or 

alcohol related issue, he or she can utilize the services of the EAS. 

 

Being under the influence of, or manufacturing, distributing, dispensing, being in possession of, 

or using alcohol and/or unlawful drugs on County premises or during work hours is strictly 

prohibited and may subject an employee to discipline, up to and including termination. Any 

supervisor or department head who observes behavior constituting reasonable suspicion shall 

contact the Director of Human Resources immediately. The supervisor or department head may 

not send the employee home as an alternative to testing. 

 

Drug testing will be utilized under the following circumstances: 

 

• New employee testing 

• All employees entering a law enforcement field 

• Reasonable suspicion and/or probable cause testing (including following an accident 

while operating a motor vehicle) 

• Follow-up/mandated testing 

  

• All testing as required under the Federal guidelines with respect to drug and alcohol 

testing for all employees holding the commercial driver’s license (CDL) 
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Employees using prescription drugs that may affect job performance or safety shall notify the 

Director of Human Resources or his/her designee who is required to maintain the confidentiality 

of any information regarding the employee’s medical condition in accordance with applicable 

law. 

 

No prescription drug should be used by any person other than the individual to whom it is 

prescribed. Such substances or non-prescription drugs should only be used as prescribed or 

directed. Employees are prohibited from consuming prescription drugs that are not prescribed in 

their name on County property or while performing County business. Solicitating or distributing 

prescription drugs for or to other employees is also strictly prohibited. Any violations of these 

requirements may result in disciplinary action, up to and including termination.  

 

All information received by the County as it relates to drug and/or alcohol use and testing will 

remain confidential and will be maintained in a separate file with the Department of Human 

Resources. Access to this information will be limited to those who have a legitimate need to 

obtain the information and as set forth in relevant law. 

 

A copy of the Policy on Alcohol and Drug Free Workplace can be obtained through the 

Department of Human Resources. 

 

3.4 DRUG AND ALCOHOL TESTING POLICY 

Candidates for employment will be subject to alcohol and drug testing as part of their pre‐

employment physicals. Commercial Driver’s License (CDL) holders may also be required 

to take an additional test as defined by Title 49: Transportation. 

Employees who have been out of work for 30 days or more will be subject to drug and alcohol 

testing.  

Employees in certain titles/capacities may be subjected to random drug testing including, but 

not limited to, CDL drivers, employees in safety sensitive positions, any employee having a 

“last change agreement” involving a charge of alcohol or controlled substance, or as 

determined by their respective Collective Negotiation Agreement. An employee may also be 

subjected to drug ang alcohol testing after being involved in or contributing to an accident on 

the job and/or involving County equipment. An accident is any incident that causes personal 

injury to the employee or others requiring medical treatment or results in lost work time or 

damage to property. This policy includes but is not limited to automotive equipment. 

Any employee who refuses or tampers with drug/alcohol tests will be considered to be positive 

and will be subject to discipline up to and including termination. 

A copy of the Policy on Alcohol and Drug Free Workplace can be obtained through the 

Department of Human Resources 
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3.5 POLICY ON DISCRIMINATION, HARASSMENT, OR HOSTILE WORK 

ENVIRONMENTS IN THE WORKPLACE 

 

The County of Mercer is committed to providing every employee with a workplace free from 

unlawful discrimination in accordance with Title VII of the Civil Rights Act of 1964, the LAD. 

All forms of unlawful employment discrimination including, but not limited to, those based on 

race, creed, color, national origin, ancestry, age, sex, marital status, familial status, affectional or 

sexual orientation, hairstyle, atypical hereditary cellular or blood trait, genetic information, 

liability for service in the Armed Services or the United States, whistle blowing, or disability are 

prohibited and will not be tolerated. Sexual harassment is a form of unlawful gender 

discrimination and, therefore, will not be tolerated. 

 

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, which is directed at an 

individual but is a part of that individual’s work environment. Third party harassment based on 

any of the aforementioned protected categories is prohibited by the policy. 

 

Unlawful discrimination and harassment undermine the integrity of the employment relationship. 

Such conduct, in any form, is a violation of both State and Federal law. Such activity and/or 

conduct debilitates morale, is offensive, interferes with work productivity, and may lead to or 

create a hostile and intimidating work environment.  

 

Employees are advised that a single inappropriate remark or act can give rise to a charge of 

discrimination or harassment, even if the intent behind such remark or act is entirely innocent. 

Consequently, all employees should be mindful of their comments or actions.  

 

Discrimination and Harassment: 

 

• Mercer County explicitly prohibits unlawful harassment and discrimination that may 

stem from any discriminatory conduct directed against other person because of their race, 

nationality, religion, age, disability, sex, sexual orientation, or any other Protected 

Category. 

 

• This policy pertains to all employment practices such as recruitment, selection, hiring, 

training, promotion, demotion, transfer, assignment, layoff, return from layoff, 

termination, compensation, fringe benefits, working conditions, and career development. 

 

• The County prohibits any type of unlawful disparate treatment of an employee, 

prospective employee, or member of the public because of their race, nationality, 

religion, age, disability, sex, sexual orientation or any other Protected Category.  

 

 

 

 

 

 



6 

 

Sexual Harassment: 

 

• Quid Pro Quo Harassment – this occurs when a supervisor or someone with authority 

over the employee makes a sexual demand and there is an express or implied threat that 

the employee will be adversely impacted if the employee does not submit to the demand. 

 

• Verbal Sexual Harassment – Sexual innuendoes, unwelcome derogatory comments, 

suggestive slurs of a sexual nature about an individual’s body, appearance, or dress, 

questions about another’s sexual activity, sexually suggesting “jokes”, threats, and 

unwelcome persistent requests for sex or dates. 

 

• Non-Verbal Sexual Harassment – Leering, ogling, whistling, suggestive or insulting 

sounds, sexual gestures, visible or accessible sexually explicit or sexually derogatory 

objects, pictures, posters, cartoons, magazines, videos, etc., none of which should be on 

County premises or work site at which the employee is representing the County. 

 

• Physical Sexual Harassment – Assault, rape, impeding or blocking movement, or any 

other unwelcomed physical contact of a sexual nature such as pinching, holding, hugging, 

massaging, pushing, brushing, or rubbing against another individual’s body. 

 

Hostile Work Environment: 

 

• This type of harassment occurs when the conduct of a supervisor, co-worker, or someone 

else the employee encounters, unreasonably interferes with the employee’s work 

performance, thus creating an intimidating, hostile or offensive working environment 

based on sex, race, age or any other Protected Category. 

 

• The offensive conduct does not need to be directed at the individual who was offended, 

or at any individual at all. 

 

Employees who experience or observe any form of harassment or discrimination have an 

obligation to report this behavior to their supervisor, department head, the Director of Human 

Resources, or any other manager with whom the employee feels comfortable up to and including 

the County Administrator. Any supervisor or department head who is made aware of a complaint 

of harassment or discrimination must report it to the Director of Human Resources. 

 

All complaints of harassment and/or discrimination will be investigated. No employee will be 

subject to retaliation for filing a good-faith complaint or participating in an investigation. 

 

A copy of this policy may be obtained from the County’s Department of Human Resources. 

  

3.6  CONSCIENTIOUS EMPLOYEE PROTECTION ACT (“CEPA”) 

 

Mercer County shall not take any retaliatory action against an employee because the employee 

does any of the following: 
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• Discloses or threatens to disclose to a supervisor or to a public body an activity, policy or 

practice of the County, or another employee, with whom there is a business relationship, 

that the employee reasonably believes:  

 

(1) is in violation of a law, or a rule or regulation promulgated pursuant to law; 

  

(2) is fraudulent or criminal, including any activity, policy or practice of 

deception or misrepresentation which the employee reasonably believes may 

defraud any shareholder, investor, client, patient, customer, employee, former 

employee, retiree or pensioner of the employee or any governmental entity. 

 

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

hearing or inquiry into any violation of law, or a rule or regulation promulgated pursuant 

to law by the County, or another employer, with whom there is a business relationship, 

including any violation involving deception of, or misrepresentation to, any shareholder, 

investor, client, patient, customer, employee, former employee, retiree or pensioner of the 

employer or any governmental entity, or, in the case of an employee who is a licensed or 

certified health care professional, provides information or, or testifies before any public 

body conducting an investigation, hearing or inquiry into the quality of patient care.  

 

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

reasonably believes: 

 

(1) is in violation of a law, or a rule or regulation promulgated pursuant to law, 

including any violation involving deception of, or misrepresentation to, any 

shareholder, investor, client, patient, customer, employee, former employee, 

retiree or pensioner of the employer or any governmental entity, or, if the 

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

quality of patient care; 

 

(2) is fraudulent or criminal, including any activity, policy or practice of 

deception or misrepresentation which the employee reasonably believes may 

defraud any shareholder, investor, client, patient, customer, employee, former 

employee, retiree or pensioner of the employer or any governmental entity; or 

 

(3) is incompatible with a clear mandate of public policy concerning the public 

health, safety, welfare or protection of the environment.  

 

The protection against retaliatory action provided by CEPA pertaining to disclosure to a public 

body shall not apply to an employee who makes a disclosure to a public body unless the 

employee has brought the activity, policy, or practice in violation of a law, or a rule or regulation 

promulgated pursuant to law to the attention of a supervisor of the employee by written notice 

and has afforded the County a reasonable opportunity to correct the activity, policy or practice.  

 

Disclosure shall not be required where the employee is reasonably certain that the activity, 

policy, or practice is known to one or more supervisors of the County or where the employee 
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reasonably fears physical harm because of the disclosure provided, however, that the situation is 

emergent in nature.  

 

Mercer County shall conspicuously display, and annually distribute to all employees, written or 

electronic notices of its employee’s protections, obligations, rights, and procedures under CEPA, 

and use other appropriate means to keep employees so informed. Each notice posted or 

distributed pursuant to this section shall be in English, Spanish, and at the County’s discretion, in 

any other language. The notice shall include the name of the person or persons the employee has 

designated to receive written notifications under CEPA. 

 

3.7 AMERICANS WITH DISABILITIES ACT AND ACCOMMODATIONS 

 

On January 26, 1992, the Americans with Disabilities Act of 1990 (“ADA”) took effect. The 

ADA guarantees equal opportunity for individuals with disabilities in the areas of employment, 

services and programs sponsored by a State or local government, public transportation and 

telephone services offered to the public. The ADA provides comprehensive civil rights 

protection for qualified individuals with disabilities. An individual with a disability is a person 

who: 

 

• has a physical or mental impairment that substantially limits a major life activity; 

• has a record of such an impairment; or 

• is regarded as having such an impairment. 

 

Under Title I (Employment), the ADA requires the County to guarantee that individuals with 

disabilities be given the same consideration for employment that individuals without disabilities 

are given. An individual who is qualified to work cannot be denied that opportunity because of 

the fact the individual is disabled. The individual may also be entitled to a reasonable 

accommodation in the performance of essential functions of the job. This applies to both current 

and prospective employees. 

 

Under Title II (State and local governments), the ADA requires the County to guarantee that all 

activities, services and programs provided to the public are accessible. This includes open 

meetings, public hearings, the Legislative and Executive branches of County government, courts, 

police, fire and emergency services, school districts, polling places, and employment. Mercer 

County must provide auxiliary aids, such as interpreters for the deaf and hard of hearing, large 

print, Braille materials and other alternative formats and methods of communication to visitors 

with disabilities that have requested these aids. 

 

The LAD has a more expansive definition of disability, which it defines as a physical or sensory 

disability, infirmity, malformation, or disfigurement which is caused by bodily injury, birth 

defect, or illness including epilepsy and other seizure disorders, and which shall include, but not 

be limited to, any degree of paralysis, amputation, lack of physical coordination, blindness or 

visual impairment, deafness or hearing impairment, muteness or speech impairment, or physical 

reliance on a service or guide dog, wheelchair, or other remedial appliance or device, or any 

mental, psychological, or developmental disability, including autism spectrum disorders, 

resulting from anatomical, psychological, physiological, or neurological conditions which 
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prevents the typical exercise of any bodily or mental functions or is demonstrable, medically or 

psychologically, by accepted clinical or laboratory diagnostic techniques. Disability shall also 

mean AIDS or HIV infection. See N.J.S.A. 10:5-5(q). 

 

Mercer County endeavors to make every work environment accessible to persons with 

disabilities. For further information regarding the County’s ADA policies or to request a 

reasonable accommodation please contact the Department of Human Resources. 

 

3.8  PREGNANCY AND BREASTFEEDING POLICY 

 

Pursuant to N.J.S.A. 10:5-12(s) and the Pregnant Workers Fairness Act, Mercer County will 

adhere to the following process when assessing accommodations for employees who are 

pregnant or breastfeeding: 

 

• Shall not treat, for employment-related purposes, an employee that the County knows, or 

should know, is pregnant or breastfeeding in a manner less favorable than the treatment 

of other persons not affected by pregnancy or breastfeeding, but similar in their ability or 

inability to work. 

• Shall consider any reasonable accommodation in the workplace, such as bathroom 

breaks, breaks for increased water intake, periodic rest, assistance with manual labor, job 

restructuring or modified work schedules, and temporary transfers to less strenuous or 

hazardous work, for needs related to the pregnancy when the employee, based on the 

advice of their physician, requests the accommodation, and in the case of an employee 

breastfeeding their infant child. 

• The request for accommodation may include reasonable break time each day to the 

employee and a suitable room or other location with privacy, other than a toilet stall, near 

the work area for the employee to express breast milk for the child, unless the County can 

demonstrate that providing the accommodation would be an undue hardship on the 

business operations of the County. 

• The County shall not in any way penalize the employee in terms, conditions, or privileges 

of employment for requesting or using the accommodation. Workplace accommodations 

provided pursuant to this section and paid, or unpaid leave provided to an employee who 

is pregnant or breastfeeding shall not be provided in a manner less favorable than 

accommodations or leave provided to other employees who are not pregnant or 

breastfeeding, but similar in their ability or inability to work. 

 

3.9 VIOLENCE IN THE WORKPLACE POLICY 

 

Violence, or the threat of violence, has no place in any of Mercer County’s work locations. It is 

the goal of the County to rid work sites of violent behavior or the threat of such behavior. 

It is the shared obligation of all employees, law enforcement agencies, and employee 

organizations to individually and jointly act to prevent or defuse actual or implied violent 

behavior at work. 

 

Violence, or the threat of violence, by or against any employee of Mercer County or other person 

is unacceptable, contrary to County policy, and will subject the perpetrator to serious disciplinary 
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action and possible criminal charges. The County will work with law enforcement agencies to 

aid in the prosecution of anyone outside of the organization who commits violent acts against 

employees. Possession, use, or threat of use of a deadly weapon, including all firearms, is not 

permitted at work or on County property, including in a County vehicle, unless such possession 

or use of weapon is a necessary and approved requirement of the job. 

 

Any violent acts or threats of violence should be reported immediately. Reports may be made to 

a supervisor, department head, or the Director of Human Resources, or anyone in a supervisory 

position with whom the employee is comfortable reporting the information to. In an emergency, 

employees should call 911. 

 

Any violent acts or threats of violence will be investigated and may result in disciplinary action, 

up to and including termination. No employee acting in good faith, who reports real or implied 

violent behavior will be subject to retaliation or harassment based upon their report. 

 

A full copy of this policy is available through the Department of Human Resources. 

 

3.10  DOMESTIC VIOLENCE POLICY 

 

The purposes of this policy are to: 

 

• Prevent domestic violence, sexual violence, dating violence, and stalking affecting the 

workplace; 

• Remedy domestic violence, sexual violence, dating violence, and stalking which occurs 

in the workplace; 

• Enhance workplace awareness and capacity to create a supportive and safe work 

environment for employee victims of domestic violence, sexual violence, dating violence, 

and stalking, and their fellow employees; 

• Institutionalize responsive policies and procedures to assist employees who are impacted 

by violence, sexual violence, dating violence, and stalking, including the provision of 

training on this policy to employees and management; 

• Provide to employee victims’ immediate assistance, information and referrals to 

community resources; and  

• Engage in appropriate disciplinary action against employees who perpetrate domestic 

violence, sexual violence, dating violence, and stalking.  

 

This policy shall apply to all Mercer County employees, including full time, part time, 

casual/seasonal, student interns, volunteers, and temporary employees in all County-operated 

facilities. 

 

Employees who are victims of domestic violence are encouraged to seek immediate assistance. 

Employees who have information about or witness an act of domestic violence against an 

employee are encouraged to report that information, unless the employee is required to report the 

domestic violence pursuant to applicable laws, guidelines, standard operating procedures, 

internal affairs policies, of the New Jersey Attorney General directives and guidelines which 
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impose a duty to report, in which case the employs must so report to the appropriate authority as 

well as to the Department of Human Resources.   

 

Managers or supervisors are required to refer any employee who is experiencing domestic 

violence or who report witnessing domestic violence to the Department of Human Resources.  

 

Nothing in this policy shall preclude an employee, manager/supervisor or Human Resource 

Officer from contacting 911 in emergency situations.  

 

Employees who are victims of domestic violence, those impacted by domestic violence, or those 

seeking more information should contact the Department of Human Resources and request to 

speak with the designated Human Resources Officer.  

 

Certain leaves may be available to victims of domestic or sexual violence under the New Jersey 

Security and Financial Empowerment Act (“NJ SAFE Act”). Please refer to section 5.13. 

 

Mercer County recognizes and respects an employee’s right to privacy and the need for 

confidentiality and autonomy. Mercer County shall maintain the confidentiality of an employee’s 

disclosure regarding violence to the extent allowed by law, unless doing so would result in 

physical harm to any person, and/or jeopardize safety within the workplace.  

 

A full copy of the Domestic Violence Policy may be obtained through the Department of Human 

Resources. 

 

3.11  POLICY ON OUTSIDE EMPLOYMENT 

 

All full-time employees of the County of Mercer must consider the County of Mercer as their 

primary employer. As such, they must be available and able to perform all of the duties of their 

position as required by the County of Mercer.  

 

Outside employment must not: 

 

• occur at a time when the employee is expected to perform County assigned duties, 

• diminish an employee’s efficiency in performing work obligations to the County of 

Mercer, and/or, 

• compromise the employee’s County position through a conflict of interest. 

 

For purposes of this policy, a conflict of interest shall exist when an employee proposes to act on 

any issue, matter, or transaction in which the employee has an interest, and the County has an 

interest, and the employee’s interest may compromise or appear to compromise the employee’s 

judgement in the performance of duties, create actual or apparent abusiveness, create negative 

publicity and/or potential loss or harm to the County, including, but not limited to, loss of public 

confidence in the County, monetary loss, or erosion of employee morale. 

 

Prior to accepting outside employment, employees shall be required to fill out the outside 

employment form in writing for approval of this employment. Said request shall include the 
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place of their outside employment, type of employment, day/dates to be worked and their hours 

of work. Requests shall be forwarded to the Division Chief, Department Head, County 

Administrator and Director of Human Resources for approval. Approvals shall not be 

unreasonably denied. 

 

The County prohibits outside employment while on approved leaves of absence, unless 

specifically authorized. Employees may pick up outside employment forms from the Department 

of Human Resources. 

 

3.12  POLICY ON SMOKING 

 

Smoking is prohibited in all County facilities pursuant to N.J.S.A. 26:3D-58. For the full Mercer 

County Tobacco-Free Policy, please contact the Department of Human Resources. Complaints 

regarding violations of this policy may also be made to the Department of Human Resources. 

 

3.13  E-MAIL, INTERNET, ELECTRONIC COMMUNICATIONS, AND EQUIPMENT 

 

Mercer County’s electronic mail, voicemail, computer equipment, and internet service are for 

official County business only. All electronic records are government records under the Open 

Public Records Act and may be subject to release if requested under the law, absent an 

applicable exemption.  

 

The use of electronic mail, voicemail, computer equipment, and internet service are essential 

tools for employees. An employee is required to use electronic email, voicemail, computer 

equipment and internet service, subject to the following conditions: 

 

• Computer equipment and telephone and electronic communication owned by the County 

are to be used for business purposes only. An employee has no expectation that any 

information stored on any County device is private. 

• Downloading or misusing software available through the internet could violate copyright 

laws or licensing requirements. An employee should not download software on County 

property without prior approval and assistance from the Department of Information 

Technology.  

• Personal use of any electronic equipment is strictly prohibited. 

• The County reserves the right to block or cancel an employee’s access to internet or 

specific sites, at its discretion. 

• All electronic mail, and any other communication composed on County equipment are 

the property of the County. 

• The County reserves its right to monitor its computer systems, including, but not limited 

to, electronic mail messages, computer files, internet usage, with or without notice, at any 

time, at its discretion. An employee has no expectation of privacy in any transmission 

made or received using County computer equipment or electronic communication 

services. 

• An employee shall not share access codes or passwords, provide access to an 

unauthorized user, or access another employee’s electronic mail or internet without prior 

authorization. 
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• An employee is prohibited from sending or posting on the internet, privileged and/or 

confidential communications, including but not limited to, social security numbers, 

medical documents or other HIPAA protected information, or other information protected 

from unlawful disclosure, via electronic mail or by way of the internet, unless the 

message is property encrypted. 

• An employee is prohibited from using electronic mail or the internet to connect to, post, 

or download obscene, pornographic, violent, sexually suggestive, or discrimination-based 

material; attempting to disable or compromise the security of information contained on 

the County’s computer system; or sending/receiving obscene, violent, harassing, sexual, 

or discrimination-based messages. 

 

3.14  VEHICLE USE POLICY 

 

County vehicles are assigned to employees for use during the performance of official County 

business only.  Any employee who utilizes a County-assigned vehicle for personal use may be 

subject to disciplinary action.  Additionally, the employee to whom a vehicle is assigned is the 

party responsible for its security and maintaining it in a safe operating condition.  Vehicles may 

only be taken home with the advance approval of the County. 

 

Driver’s License Policy - Any employee whose work requires the operation of an County-

assigned vehicle, or the operation of their own vehicle for County business, must hold a valid 

New Jersey State Driver’s License.  Such employees shall be required to submit to a driving 

records check by the New Jersey Motor Vehicle Commission as a condition of 

employment.  Periodic checks of employees’ drivers’ licenses will also be made.  

Drivers are required to notify their immediate supervisor in those cases where a license is 

expired, suspended, or revoked for any reason.  Failure to report such an instance subjects the 

employee to disciplinary action, up to and including termination.  Any employee who does not 

hold a valid New Jersey Driver’s License shall not be allowed to operate an County-assigned 

vehicle until such time as a valid license is obtained. 

 

3.15 DISCIPLINARY PROCEDURES 

 

The County of Mercer has instituted guidelines, which are meant to correct employee 

performance. Employees who are in an unclassified position are considered “at-will” employees 

and shall be subject to discipline based on the specific facts and circumstances.  Classified 

employees will be subject to discipline in accordance with Civil Service guidelines set forth in 

the New Jersey Administrative Code. Any employee who is a member of a union may also 

consult their Collective Negotiation Agreement for specific guidelines.  

 

• The procedure for discipline of a classified employee is set forth in N.J.A.C. 4A:2-2.1, et 

seq. 

• A minor discipline is defined as formal written reprimand, suspension or fine or five (5) 

working days or less for a violation of the general causes set for forth under N.J.A.C. 

4A:2-2.3, or a violation of any policy as set forth, or referred to in this employee manual. 

• A major discipline is defined as the County seeking removal, demotion, suspension, or a 

fine for more than five (5) working days at any one time for a violation of the general 
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causes set forth under N.J.A.C. 4A:2-2.3, or a violation of any policy as set forth, or 

referred to in this employee manual. 

o For major discipline, a classified employee will be served with a Preliminary 

Notice of Disciplinary Action (“PNDA”) setting forth the charges and a statement 

of facts supporting those charges. 

o Prior to the imposition or major discipline, the employee is afforded the right to a 

hearing, if requested within five (5) days of receipt of the PNDA. 

o An employee may be suspended immediately if it is determined the employee is 

unfit for duty, or is a hazard to any person if permitted to remain on the job, or an 

immediate suspension is necessary to maintain the safety, health, order, or 

effective direction of public service or if the employee is formally charged with a 

crime of the first, second, third, degree, or a fourth degree crime while on the job 

or directly related to the job.  

 

All employees are required to immediately report any arrest, whether the arrest happens while on 

or off duty, to the Director of Human Resources.  

 

3.16  POLICY ON POLITICAL ACTIVITY 

 

Employees of Mercer County are afforded the same right as any other citizen to join political 

organizations and participate in political activity if they maintain a clear separation between their 

official responsibilities and political affiliation. Employees shall not directly or indirectly use or 

seek to use their position to control or affect the political action of another person or engage in 

political activity during working hours or on County property. This includes directly or indirectly 

coercing contributions from County employees/vendors in support of a political party or 

candidate, as covered under the Federal Hatch Act Guidelines. 

 

3.17  PUBLIC INTERACTIONS/DEMEANOR AND RELATED 

COMMMUNICATIONS 

 

Mercer County is committed to fostering a professional, respectful, and courteous environment 

for our employees and the public we serve. As representatives of this organization, all employees 

are expected to adhere to the following standards of civility in all interactions with customers, 

clients, and the general public. 

 

1. Professionalism & Respect 

• Employees must treat all members of the public with courtesy, fairness, and 

professionalism. 

• Discriminatory, rude, or dismissive behavior will not be tolerated. 

• Employees must listen actively, remain patient, and address concerns in a positive and 

constructive manner. 

 

2. Clear & Effective Communication 

• Employees should avoid using “jargon” or complex technical language that may not be 

clearly understood by the public. 

• When providing information, employees must ensure accuracy and completeness. 
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• If an inquiry cannot be resolved immediately, employees should provide guidance on 

next steps or refer the individual to the appropriate department. 

 

3. Conflict Resolution & De-escalation 

• Employees should remain calm and professional in all interactions, even when faced with 

difficult clients. 

• De-escalation techniques should be used to diffuse tense situations. 

• If a member of the public becomes aggressive or disruptive, employees should disengage 

and contact their immediate supervisor. 

 

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

employment. 

 

3.18  CIVILITY POLICY 

 

Mercer County is committed to fostering a professional, respectful, and courteous environment 

for our employees and the public we serve. As representatives of this organization, all employees 

are expected to adhere to the following standards of civility in all interactions with employees. 

 

This policy promotes mutual respect, civility and orderly conduct among County employees, 

elected officials, and the public. The policy is not intended to deprive any person of his or her 

right to freedom of expression, but only to maintain, to the extent possible and reasonable, a safe, 

productive and harassment-free workplace for the County staff and a safe and non-threatening 

environment for members of the public. The County encourages professional, respectful, and 

courteous communication and discourages hostile, intimidating, or otherwise disruptive actions.  

 

Rules of Civility 

 

• All interactions between County staff and members of the public will be conducted in a 

respectful manner. 

• Threats, including threats of violence will not be tolerated. 

• Employees will refrain from conduct which disrupts or threatens to disrupt operations 

including, insulting, demeaning, disrespectful, derogatory, malicious, disparaging, rude, 

intimidating or offensive communications, which have the intent to hurt others’ 

reputations. 

• The following are examples, but not an exhaustive list, of what may be considered a 

violation of this policy: 

o Aggressive, humiliating or intimidating behavior to intentional hurt another 

person physically or mentally 

o Outbursts of anger 

o Using derogatory names 

o Withholding necessary work information 

o Spreading rumors 

o Ridiculing someone in front of another 
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If an employee experiences conduct or witnesses conduct, which they believe violates this 

policy, it should be reported to a supervisor or the Department of Human Resources.  

 

3.19 IDENTIFICATION CARDS 

 

A photo identification card will be provided to all employees. Lost or stolen identification cards 

must be reported immediately to the Department of Human Resources. Employees are required 

to display their cards while performing their County duties. 

 

3.20 USE OF CELL PHONES/PERSONNAL CALLS 

 

While at work, employees are expected to exercise the same discretion in using cell phones and 

landlines. Excessive personal calls or cell phone use during the workday, regardless of the 

telephone used, can interfere with employee productivity and be distracting to others. Employees 

should limit personal calls to non-work time. Flexibility will be provided in circumstances 

demanding immediate attention.  

 

For employees who have received a cellular phone from the County for use in the performance 

of their job, please refer to the Cellular Telephone Use Policy, which is available through the 

Department of Human Resources. 

 

 

 

 

3.21  POLICY ON DRESS CODE 

 

It is important that employees of the County of Mercer give a positive impression of themselves 

and others, as well as having pride in representing the County during working hours. 

 

Employees should be properly attired for the office environment, meetings, and other 

interactions with the public by maintaining a neat, well-groomed, and professional appearance at 

all times. It is anticipated the employees will be able to utilize their own discretion in 

determining suitable clothing for the workplace, however employees shall not wear the following 

in the workplace: jeans, athletic clothing, shorts, tank tops, sneakers, flip flops, t-shirts, or any 

other items that are not business-like apparel. Employees must also refrain from wearing political 

clothing or bodily displays of political speech while at work.  

 

Exceptions to the dress code guidelines are recognized for those employees required to 

participate in manual or physical labor situations, and for other unique situations, including law 

enforcement officials. Additionally, as applicable, employees shall be required to wear uniforms 

in compliance with departmental mandates.  

 

In situations where guidance is required, the supervisor is responsible for communicating proper 

standards and to notify the employees if their appearance does not meet these standards. 
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3.22 PERSONNEL RECORDS 

 

Employees have the right to inspect their personnel files upon request to the Department of 

Human Resources. An appointment will be scheduled; at which time a Human Resource 

representative and the employee will review the personnel file. 

 

Employees must keep their personnel records up to date by notifying the Department of Human 

Resources of all changes concerning the following: 

 

• Address and telephone numbers 

• Person to be notified in case of accident/emergency 

• Legal name (name change) 

• Marital status 

• Name, number and age of dependent children 

• Number of tax exemptions 

 

3.23 GRIEVANCE PROBLEM 

 

All claimed grievances should first be discussed between the employee and the Supervisor, and 

if unresolved the employee should then follow the grievance procedure guidelines as explained 

in the applicable contract agreement. 

 

3.24 WORK SCHEDULE 

 

The standard workweek is thirty-five (35) hours, from 8:30 AM to 4:30 PM, Monday through 

Friday, with one hour for lunch. All other work schedules have been negotiated and set forth by 

the employee’s representative union. Consult your contract for your work hours. 

 

3.25 LATE or ABSENT CALL-IN 

 

County employees who cannot report to work or will arrive late must report to their Supervisor 

by phone by the scheduled starting time, or in accordance with departmental policy. If the 

employee works in a department, division, or agency that operates on a twenty-four (24) hour 

basis, the employee must, at a minimum, leave a message with the immediate Supervisor’s 

location of employment at least one (1) hour prior to start time, or in accordance with 

departmental policy. 
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IV. CIVIL SERVICE INFORMATION 

 

4.1 DEFINITION OF CIVIL SERVICE 

 

The Civil Service Commission (“CSC”) was created to regulate employment of State, County 

and local government employees through a merit system. The County of Mercer is under the 

jurisdiction of the CSC. As a County employee, you are subject to their rules and regulations. 

 

4.2 EMPLOYEE CLASSIFICATION 

 

All County employees are separated into two classifications: 

 

1. Unclassified Service: Employees in positions and job titles outside of the senior executive 

service and are not subject to the tenure provisions of N.J.S.A. 11A:1-1, et seq. and N.J.A.C. 

4A:1-1.1, et seq. Accordingly, these employees are “at-will.” 

 

2. Classified Service: Employees in positions and job titles subject to the tenure provisions 

of N.J.S.A. 11A:1-1, et seq.  

 

Classified employees are subdivided below. 

 

PERMANENT This is an employee who has passed the civil service examination for a 

particular title, has received civil service certification and has performed the duties satisfactorily 

for the three (3) month probationary period. 

 

PROVISIONAL This is an employee assigned by the appointing authority to a 

competitive title when a list of certified eligible is not available. The employee remains 

provisional until a test is announced, which the employee is required to participate in if he/she 

desires to attain permanent appointment. If there is a certified eligible available for a position 

occupied by a provisional employee, the provisional employee may be terminated and replaced 

by the certified eligible, regardless of the provisional employee’s length of service.  

 

TEMPORARY This is an employee appointed for a specified length of time, usually six 

(6) to twelve (12) months or less per year. Temporary employees may be hired to fill a full-time 

or a part-time position due to an emergency leave of absence or other unusual situations. 

 

SEASONAL This is an employee hired on a full or part-time basis to meet periods of 

peak workload. 

 

4.3 PROBATIONARY AND WORKING TEST PERIODS 

 

Employees in the competitive class must serve a three-month probationary period. Employees in 

the non-competitive and labor classes must also serve a three-month working test period. Entry 

level law enforcement titles (Corrections and Sheriff’s Officers) are subject to a working test 

period of twelve-months. 
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Employees not satisfactorily performing the duties of their respective positions during their 

probationary or working-test periods may be terminated. If the provisions of a negotiated 

contract are in conflict with the above information, the negotiated contract takes precedence. 

 

4.4  PROMOTIONS 

 

Promotions are by competitive promotional Civil Service examinations. These examinations are 

open only to County employees with the department where the promotion occurs. Generally, to 

be eligible for promotion and to compete in a promotional examination, an employee must have 

permanent employment status for at least one year in the specified job title, or titles, to which the 

promotional examination is opened. For information concerning veteran’s preference in 

connection with promotional examinations contact the Department of Human Resources. 

 

4.5  TRANSFERS/REASSIGNMENTS 

 

Transfers or reassignments can be made from one position to another in the same class in another 

organization unit. Transfers or reassignments will be made with the approval and consent of the 

employee and Department Heads involved and the Director of Human Resources, and the 

County Administrator, with advisement to the Civil Service Commission. Not all positions are 

open to transfer or reassignment due to the nature of Civil Service positions. 

 

4.6  DEMOTIONS 

 

Job classification demotions may occur as a result of an employee’s voluntary request or as a 

direct consequence of a disciplinary action against the employee. 

 

4.7  RESIGNATIONS 

 

Pursuant to Civil Service requirements, in order to resign in good standing, employees must 

submit their resignation in writing to their Supervisor at least two (2) weeks prior to the 

resignation date. 

 

If an employee is absent from duty for five consecutive workdays without giving proper notice, 

the employee is considered to have resigned not in good standing (see section on unauthorized 

absence). 

 

Upon the resignation, termination, or retirement of a County employee, the last day on the 

payroll will be the last day worked by the employee. Any accrued vacation time will be in a 

lump sum payment in the pay period following the employee’s last paycheck. 

 

4.8 UNAUTHORIZED ABSENCE 

 

Civil Service dictates that any employee who is absent from work for five (5) or more 

consecutive business days without the approval of the immediate supervisor shall be considered 

to have abandoned the position and the employee will be recorded as a resignation not in good 

standing. 
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V. EMPLOYEE BENEFITS AND PROGRAMS 

 

5.1 PENSIONS 

 

All Mercer County employees unless specifically prohibited or exempted are required as a 

condition of employment to become members of either the New Jersey Public Employees 

Retirement System (PERS), or the New Jersey Police and Fireman’s Retirement System (PFRS). 

Part time employees may be required to participate in the Deferred Compensation Retirement 

Plan (DCRP). The employee’s contribution to the plan will be via a payroll deduction.  

 

The pension plans are administered by the State of New Jersey. If you have specific questions 

regarding your pension eligibility and/or benefits please contact the County’s Pension Office at 

609-989-6687, which will endeavor to assist you. 

 

5.2 DEFERRED COMPENSATION 

 

County employees are eligible to enroll into a Deferred Compensation Program. Please contact 

the Department of Human Resources for information and details. 

 

5.3 MEDICAL, PRESCRIPTION AND DENTAL COVERAGE 

 

Employees who work a minimum of thirty-five house per week are eligible to participate in 

medical, prescription and dental plans offered to County employees. Coverage is also available 

to dependents of eligible employees. Employment must also be for 12 months per year. 

 

For more information about the specific benefit programs, please contact the County’s 

Department of Human Resources at 609-989-6082. Employees in a Union should consult their 

specific collective negotiations agreement regarding the cost of coverage. 

 

5.4  COBRA 

 

Consolidate Omnibus Reconciliation Act of 1985 (COBRA) gives employees, spouses and 

dependent children the opportunity to purchase medical coverage under the State program if they 

would otherwise lose this coverage because of 

 

• Reduction in work hours 

• Leave of absence 

• Termination of employment 

• Divorce or death of a spouse 

• Going beyond the age limit (children only) 

 

COBRA coverage may be purchased for up to eighteen months if the employee terminates 

employment, no longer qualifies due to a reduction in hours, or is on an approved leave of 
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absence. Coverage can be extended under certain conditions. Contact the Department of Human 

Resources for further information. 

 

5.5 WORKER’S COMPENSATION 

 

County employees are entitled to the benefits as prescribed by the Worker’s Compensation Law. 

Employees’ medical bills and temporary benefits are paid by the County as provided for by the 

New Jersey Worker’s Compensation Law and/or as otherwise provided by contractual 

agreements. 

 

5.6 SHORT TERM DISABILITY AND FAMILY LEAVE INSURANCE 

 

All County employees are eligible and are covered by the State of New Jersey Temporary 

Disability Program and Family Leave Insurance Program. This Program is a shared cost 

program, paid for by the employee and the County.  Applications and information for these 

programs are available online at myleavebenefits.nj.gov. 

 

 5.7  HOLIDAYS 

 

Full-time permanent, temporary and provisional employees receive holiday pay for the following 

holidays designated as paid holidays by the Board of County Commissioners: 

 

New Year’s Day     Independence Day  

Martin Luther King’s Birthday   Labor Day  

Lincoln’s & Washington’s Birthday    Columbus Day  

Veteran’s Day      General Election Day 

Good Friday      Thanksgiving Day  

Memorial Day      Day after Thanksgiving 

Juneteenth (3rd Friday in June)   Christmas Day   

     

Part-time employees with permanent schedules are also eligible to receive holiday pay in 

accordance with their respective Collective Negotiated Agreement. The Board of County 

Commissioners must authorize any additional holidays. Holidays falling on Saturday are 

observed on the proceeding Friday and holidays falling on a Sunday are observed on the 

following Monday.  

 

If a holiday should fall within the employee’s vacation period, he/she will not be charged for a 

vacation day. The holiday leave policy is not all-inclusive as it may be subject to changes by the 

appointing authority as prescribed by the applicable State of New Jersey Statute. 

 

5.8  VACATIONS 

 

All full-time permanent employees earn their vacation time and are credited as follows: 

• One working day of vacation for each month of service during the remainder of the 

calendar year following the date of appointment. 

• After one year to the completion of five years, the employee earns twelve vacation days. 



22 

 

• Beginning of the sixth year, to the completion of the tenth year, the employee earns 

fifteen vacation days. 

• Beginning of the eleventh year to the completion of the fifteenth year, the employee earns 

twenty vacation days 

• After completion of the fifteenth year, the employee earns twenty-five vacation days. 

 

Annual vacation leave with pay for all full-time temporary and full-time provisional employees 

is earned at a rate of one working day of vacation per month. 

 

Permanent part-time employees must work twenty hours per week to be eligible for vacation 

time. Time granted is in proportion to the hours worked. 

 

All time will be accrued based on the anniversary date of the employee’s hire. Employees who 

begin as part-time employees and subsequently obtain a full-time permanent position will begin 

to accrue vacation time based on the anniversary date of hire to the full-time position.  

 

A maximum of ten or fifteen vacation days, at the option of the employee may be carried over 

from one calendar year to the next. Any days in excess of ten or fifteen must be approved by the 

Director of Human Resources. In no case may an employee carry over more than a maximum of 

twenty-five or thirty vacation days.  

 

Carry over limits are determined by the collective negotiated agreement.  Exceptions for vacation 

carry over beyond the standard limits may be considered on a case-by-case basis. Non-affiliated 

employees who wish to carryover more than 15 days (not to exceed 30) must follow the same 

approval process. 

 

While vacation time will be posted to an employee at the beginning of each year, it is accrued on 

a monthly basis. Accordingly, employees who do not complete the year of work may be 

responsible to reimburse the County for days used but not yet accrued. 

 

 

 

5.9  SICK LEAVE 

 

All full-time employees are entitled to sick leave with pay which may be taken when the 

employee is unable to perform the job duties due to personal illness or injury, exposure to 

contagious disease, or to care for any ill or injured members of their immediate family. 

 

Full-time permanent employees earn one sick day for each month of service during the 

remainder of the calendar year following their date of appointment. As of January first, in the 

year following, fifteen sick days are awarded to these employees. Sick days may be accumulated 

and carried over each year. 

 

Employees absent for five (5) or more days are required to provide proof of illness. Failure to 

provide proof shall be cause for disciplinary action. 
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Full-time temporary, provisional employees earn one sick day per month for the remainder of the 

year in which they are hired. Beginning January first of the employee’s first full calendar year of 

employment, fifteen sick days will be awarded. 

 

Employees are credited with sick leave at the beginning of each year. Employees who exceed 

fifteen days sick leave usage within a twelve-month period, pursuant to State statutes, may be 

required to bring in medical verification. 

 

Part-time and temporary employees earn sick time at a rate of one (1) day for every one hundred 

and forty hours worked. Sick days may be accumulated and carried over each year. 

 

Abuse of sick leave procedures and usage will subject an employee to disciplinary action. 

 

While sick time will be posted to an employee at the beginning of each year, it is accrued on a 

monthly basis. Accordingly, employees who do not complete the year of work may be 

responsible to reimburse the County for days used but not yet accrued. 

 

5.10  FEDERAL FAMILY AND MEDICAL LEAVE ACT (FMLA) 

 

Pursuant to the Federal Family and Medical Leave Act (FMLA) Mercer County will provide an 

eligible employee up to twelve (12) weeks of unpaid medical and family leave during any twelve 

(12) month period and up to twenty-six (26) workweeks to care for a Covered Service Member. 

To be eligible, an employee must have been employed by Mercer County for twelve (12) months 

or more and worked one thousand two hundred and fifty (1,250) hours or more in the preceding 

twelve (12) month period.  

 

This leave may also be used on an intermittent basis. At the conclusion of FMLA leave, subject 

to certain restrictions. An employee generally has the right to return to the same or an equivalent 

position. 

 

An eligible employee may take FMLA leave for any one or more of the following reasons: 

 

• The birth, adoption, or placement for foster care of the son or daughter of an employee, 

and to care for such child. 

• A serious health condition of a spouse, son, daughter, or parent of an employee if the 

employee is needed to care for such family member. 

• A serious health condition of an employee that makes an employee unable to work. 

Generally, the incapacity must result in the employee’s inability to work for more than 

three (3) consecutive days, although there are certain exceptions to this rule. 

• Any qualifying exigency arising out of the fact that the spouse, son, daughter, or parent of 

the employee is a member of the armed forces, National Guard or reserves on active-duty 

status deployment to a foreign county, and or has been notified of an impending call to 

active-duty status as such in support of a contingency operation. 

 

An employee is required to provide at least thirty (30) days’ notice to the Director of Human 

Resources. 
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For the full policy on eligibility and use of FMLA leave please contact the Department of Human 

Resources.  

 

5.11  LEAVE UNDER THE NEW JERSEY FAMILY LEAVE ACT (NJFLA) 

 

The New Jersey Family Leave Act (NJFLA) provides for employees who have worked at least 

1,000 hours during the last twelve months to receive an unpaid leave of absence for a period not 

to exceed twelve weeks in any twelve-month period for the following reasons: 

 

• The birth of a child of the employee, including a child born pursuant to a valid written 

agreement between the employee and a gestational carrier. 

• The placement of a child into foster care with the employee or in connection with 

adoption of such child by the employee. 

• The serious health condition of a family member of the employee. 

• In the event of a state of emergency declared by the Governor, or when indicated to be 

needed by Commissioner of Health or other public health authority, an epidemic of a 

communicable disease, a known or suspected exposure to the communicable disease, or 

efforts to prevent spread of a communicable disease, which: 

o Requires in-home care or treatment of a child due to the closure of the school or 

place of care of the child of the employee, by order of a public official due to the 

epidemic or other public health emergency; 

o Prompts the issuance by a public health authority of a determination, including by 

mandatory quarantine, requiring or imposing responsive or prophylactic measures 

as a result of illness caused by an epidemic of a communicable disease known or 

suspected exposure to the communicable disease because the presence in the 

community of a family member in need of care by the employee, would 

jeopardize the health of others; or 

o Results in the recommendation of a health care provider or public health 

authority, that a member in need of care by the employee voluntarily undergo 

self-quarantine as a result of suspected exposure to a communicable disease 

because the presence in the community of that family member in need of care by 

the employee, would jeopardize the health of others. 

 

As used for this policy, family member is defined to mean a child, parent, parent-in-law, sibling, 

grandparent, grandchild, spouse, domestic partner, or one partner in a civil union couple, or any 

other individual related by blood to the employee, and any other individual that the employee 

shows to have a close association with the employee which is the equivalent of a family 

relationship.  

 

For the full policy on eligibility and use of NJFLA leave please contact the Department of 

Human Resources.  
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5.12 NEW JERSEY SECURITY AND FINANCIAL EMPOWERMENT ACT LEAVE 

 

In accordance with the NJ SAFE Act, an eligible employee can take up to twenty (20) days of 

unpaid leave during any twelve (12) month period to attend to a variety of matters related to an 

act of domestic violence or sexual assault committed against the employee or a family or 

household member, including the following activities: 

 

• Seeking medical attention for, or recovering from, physical or psychological injuries 

caused by the incident. 

• Obtaining services from a victim services organization. 

• Obtaining psychological or other counseling. 

• Participating in safety planning, temporarily or permanently relocating, or taking other 

actions to increase the victim’s safety or to ensure economic security. 

• Seeking legal assistance, including preparing for, or participating in, any civil or criminal 

legal proceeding related to or derived from domestic or sexual violence. 

• Attending, participating in, or preparing for a criminal or civil court proceeding relating 

to an incident of domestic or sexual violence.  

 

At the conclusion of the leave, subject to some exceptions, an employee generally has a right to 

return to the same or an equivalent position. Each incident of domestic violence or any sexually 

violent offense shall constitute a separate offense for which an employee is entitled to unpaid 

leave, provided that the employee has not exhausted the allotted twenty (20) days in any twelve 

(12) month period. 

 

A full copy of the policy governing leave under the NJ SAFE Act can be obtained through the 

Department of Human Resources. 

 

5.13 DONATED LEAVE  

 

A County employee shall be eligible to receive donated sick or vacation leave if the employee: 

 

1. Has completed at least one year of continuous County service; 

2. Has exhausted all accrued sick, vacation and administrative leave, all sick leave injury 

benefits, if any, and all compensatory time off. 

3. Has not, in the two-year period immediately preceding the employee’s need for donated 

leave, been disciplined for chronic or excessive absenteeism, chronic or excessive 

lateness or abuse of leave; and 

4. Either: 

a. Suffers from a catastrophic health condition or injury; 

b. Is needed to provide care to a member of the employee’s immediate family who is 

suffering from a catastrophic health condition or injury; or 

c. Requires absence from work due to the donation of an organ (which shall include, 

for example, the donation of bone marrow). 

 

For purposes of this section, a “catastrophic health condition or injury” shall be defined as 

follows: 
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1. With respect to an employee, a “catastrophic health condition or injury is either: 

a. A life-threatening condition or combination of conditions; or 

b. A period of disability required by the employee’s mental or physical health or the 

health of the employee’s fetus which requires the care of a physician who 

provides a medical verification of the need for the employee’s absence from work 

for 60 or more work days. 

2. With respect to an employee’s immediate family member, a “catastrophic health 

condition or injury” is either: 

a. A life-threatening condition or combination of conditions; or 

b. A period of disability required by the employee’s mental or physical health which 

requires the care of a physician who provides a medical verification of the need 

for the family member’s care by the employee for 60 or more work days. 

 

A County employee may request that the appointing authority approve participation in the 

program, as a leave recipient or leave donor. The employee’s supervisor may make such a 

request on behalf of the employee for participation in the program as a leave recipient. 

 

1. The employee or supervisor requesting the employee’s acceptance as a leave recipient 

shall submit to the appointing authority medical verification from a physician or other 

licensed health care provider concerning the nature and anticipated duration of the 

disability resulting from either the catastrophic health condition or injury, or the donation 

of an organ, as the case may be, 

2. When the appointing authority has approved an employee as a leave recipient, the 

appointing authority shall, with the employee’s consent, post or circulate the employee’s 

name along with those of other eligible employees in a conspicuous manner to encourage 

the donation of leave time, and shall provide notice to all negotiation representatives in 

that appointing authority. 

a. If the employee is unable to consent to this posting or circulation, the employee’s 

family may provide the consent. 

 

The leave recipient must receive at least five (5) sick days or vacation days or a combination 

thereof from one or more leave donors to participate in the donated leave program. A leave 

donor shall donate only whole sick days or whole vacation days and may not donate more than 

30 such days to any one recipient. 

 

1. A leave recipient shall receive no more than 260 sick days or vacation days, and shall not 

receive any such days on a retroactive basis. 

2. A leave donor shall have remaining at least 20 days of accrued sick leave if donating sick 

leave and at least 12 days of accrued vacation leave. 

3. A leave donor shall not revoke the leave donation. 

4. If a leave donor is not in the same department or autonomous agency as the leave 

recipient, appropriate arrangements shall be made between the affected appointing 

authorities to verify donor eligibility and adjust leave records. However, the posting 

requirement set forth above is limited to the recipient’s appointing authority. 
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While using donated leave time, the leave recipient shall accrue sick leave and vacation leave 

and be entitled to retain such leave upon return to work. 

 

1. Any unused donated leave shall be returned to the leave donors on a prorated basis upon 

the leave recipient’s return to work, except that if the proration of leave days results in 

less than one day per donor to be returned, that leave time shall not be returned. 

2. Upon retirement, the leave recipient shall not be granted supplemental compensation on 

retirement for any unused sick days which he or she has received through the leave 

donation program. 

 

An employee shall be prohibited from threatening or coercing or attempting to threaten or coerce 

another employee for the purpose of interfering with rights involving donating, receiving or 

using donated leave time. Such prohibited acts shall include, but not be limited to, promising to 

confer or conferring a benefit such as an appointment or promotion or making a threat to engage 

in, or engaging in, and act of retaliation against an employee. 

 

To request to use the Donated Leave Program, please contact the Department of Human 

Resources. 

 

5.14  PERSONAL DAYS 

 

All full-time permanent employees earn one personal day every four months during the calendar 

year of their appointment. Thereafter, permanent employees are credited with three personal days 

at the start of each calendar year. Full-time Temporary and provisional employees earn one 

personal day every four months at all times.  

 

Employees are not permitted to take personal days in conjunction with vacation or sick leave, nor 

can they be accumulated from year to year. Employees are required to give their Supervisor 

forty-eight hours’ notice prior to leave date when requesting a personal day except in case of 

extreme emergency. 

 

While personal time will be posted to a full-time employee at the beginning of each year, it is 

accrued on a quarterly basis. Accordingly, employees who do not complete the year of work may 

be responsible to reimburse the County for days used but not yet accrued. 

 

5.15  BEREAVEMENT LEAVE 

 

In the event of the death of a member of the immediate family of any employee, the immediate 

family being mother, father, sister, brother, spouse, civil-union partner, domestic partner, child, 

mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparents, grandchild, stepmother, 

stepfather, stepchild, step-grandchild, stepsister, stepbrother, step-grandparent, aunt, uncle of 

said employee shall be excused for a period of no more than five (5) consecutive working days 

within a seven-day period. Employees will be paid their regular hourly rate for any such days of 

excused absence which occur during the normal work week but in no event longer than the 

length of their regular day as identified by their supervisor. The employer shall have the right to 

request proof of death and/or living arrangements whenever said proof shall appear reasonable. 
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Definition of immediate family member may vary by Union. Please consult with your specific 

collective negotiation agreement. 

 

5.16  PARENTAL LEAVE 

 

Permanent full-time employees may be granted leave to care for/bond with their child provided 

the employee presents a written request to the Department of Human Resources. Parental leave 

may be extended to a maximum of one year from the date of birth of the child, with approval. 

 

5.17 MILITARY LEAVE 

 

Mercer County is committed to supporting employees who are also members of the military and 

provides job protection and leave time in accordance with all State and Federal Laws. A full 

copy of the County’s policy on Military Leave is available at the Department of Human 

Resources. No service member will be discriminated against for any past military service, 

current military obligations, or intent to serve. 

 

A copy of the full policy on Military Leave can be obtained from the Department of Human 

Resources. 

 

5.18  TRAVEL REIMBURSEMENT 

 

Employees are encouraged to use a county vehicle when able. Employees required to use their 

own vehicle for county-related business may be eligible for reimbursement. Reimbursement rates 

may be obtained by contacting the Department of Human Resources.  

 

 

5.19  JURY DUTY 

 

Employees required to perform Jury Duty will receive full pay from the County for all time spent 

on Jury Duty. Employees granted this leave will be required to reimburse the County for any 

Jury fees or compensation received while serving on Jury Duty. Proof of jury duty and selection 

is required to be provided to the Department of Human Resources as well as your supervisor as 

soon as it is received. 

 

5.20  EXTENDED SICK LEAVE 

 

An extended sick leave may be available as a form of accommodation under the ADA and 

NJLAD. To request this accommodation please contact the Department of Human Resources.  

  

5.21  PERSONAL LEAVE 

 

A personal leave without pay may be granted at the discretion of the Department Director. 
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5.22  LONGEVITY PLAN 

 

All full-time County employees, temporary or permanent, classified or unclassified, are awarded 

longevity payments based on their continuous years of service to the County after completing: 

 

Five Years      $   300.00 

Ten Years   $   900.00 

Fifteen Years   $1,350.00 

Twenty Years   $1,850.00 

Twenty-Five Years  $2,300.00 

Thirty Years   $2,700.00 

Thirty-Five Years  $3,100.00 

Forty Years   $3,500.00 

Forty-Five   $3,900.00 

 

Employees in a Union should consult their Collective Negotiation Agreement for details related 

to their Longevity award. 

 

5.23  UNION AFFILIATION 

 

Employees of the County are represented by several labor unions. For a full list of Unions and to 

view the respective collective negotiations agreements please go to the personnel section of the 

County’s website at www.mercercounty.org or contact the Department of Human Resources. 

 

5.24  STAFF DEVELOPMENT PROGRAM 

 

The Mercer County Staff Development Program is designed to provide financial assistance to 

County employees seeking education, including vocational education, and other developmental 

opportunities to enhance job performance. 

The program is administered by the Department of Human Resources and is divided into four 

categories: 

 

• Tuition Reimbursement 

• Training Reimbursement 

• Conference Reimbursement 

• In house training workshop 

 

To obtain further information regarding these employee programs contact the Department of 

Human Resources. 

 

5.25  EMPLOYEE ADVISORY SERVICE 

 

This program provides free, confidential, professional assistance to help employees and their 

families resolve problems that affect their personal lives or job performance. 

 

http://www.mercercounty.org/
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The Employee Advisory Service affiliated with the County provides these services. There are a 

number of sites throughout the County that will be convenient for employees. You can begin the 

process by calling 866-327-9133, which is accessible twenty-four hours a day, seven days a 

week.  

 

For information regarding this program, you may also contact the Department of Human 

Resources. 

 

5.26  APPLYING FOR RETIREMENT 

 

Employees who decide to file retirement paperwork must do so through their Pension MBOS 

account. Employees who choose to do so without the assistance of the County Pension Office 

shall be required to notify the County Pension Office and their Department Head within 10 

working days from the date they file for retirement regarding their plans to retire.  

 

The State retirement plans request six (6) months advance notice to process the application. After 

giving notice of retirement, employees are expected to assist their supervisor or co-worker by 

providing information concerning their current job projects and help in training of a replacement.  

 

A COBRA notification letter will be sent to the employee’s address on record. On the last day of 

work, the employee must return the identification card, keys and all County owned property. 

 

Upon submitting the retirement to the New Jersey Division of Pension and Benefits, the 

employee shall be considered terminated from employment effective the date of retirement. A 

request to withdraw or extend the date of retirement must be approved by the Department of 

Personnel. 

 

VI. WAGE AND SALARY INFORMATION 

 

6.1 PAYCHECK DISTRIBUTION AND DEDUCTIONS 

 

Paychecks are distributed bi-weekly on Thursday. In the event a holiday falls on a Thursday, 

paychecks will be distributed one day earlier. If an employee feels that a paycheck was issued 

incorrectly, said employee should contact the Payroll Division immediately. Employees who 

have selected to receive their pay via direct deposit have an obligation to keep the information up 

to date. Unless notified, all pay will be deposited into the employee’s designated bank account. 

Except for payroll deductions required by Federal, State or Local law, or Health Insurance, no 

deductions shall be made without authorization from an employee. 

 

6.2 SEPARATION FROM EMPLOYMENT 

 

Employees are required to surrender all County issued equipment and their identification cards 

upon termination of employment. If an employee fails to return any equipment or has overused 

any sick, vacation or personal time, the employee is expected to reimburse the County the cost of 

same. Should the employee fail to reimburse the County, the County reserves the right to seek 

any and all legal action to recuperate said costs.  


