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CHAPTER 11
PERSONNEL.

ARTICLE 1. CIVIL SERVICE ACT.

Sec. 11:1-1. Adoption of Civil Service Act by Council and by voters'
referendum.

The provisions of an act of Legislature of the State of New Jersey entitled
"An Act concerning the term of office and appointment of certain officers in
cities of the second class of this State", approved March 25, 1904, as
amended, Title 40:171-148-149, is hereby adopted by the Council, the
majority of the voters of the City having voted in favor of the adoption of the
Civil Service Act of New Jersey at the General Election, November 5, 1940.
(R.0. 1957, 5:2-1)

ARTICLE 2. PERSONNEL POLICY.

Sec. 11:2.1. Declaration of policy.

The Counci! does hereby declare the following principles to constitute the
personnel policy of the City:

(a) The New Jersey State Civil Service Law and Rules which shall be
applicable to municipalities in the State shall provide the basic framework

for employment in the City government.1
(b) Employment in the City government shall be based on merit and

fitness free of personal and political considerations.

(c¢) Just and equitable incentives and conditions shall be established and
maintained in order to promote efficiency and economy in the operation of
the City government.

(d) Positions with similar duties and responasibilities shall be classified
and compensated on a uniform basis.

(e) Appointment, promotions and other personnel actions requiring the
application of the merit principle shall be based on systematic tests and

1 State law reference: As to State Civil Service law generally, see N.J.S.A.
11:1-1 et seq.
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evaluations of knowledge and performance, and where appropriate, these
shall be carried out through the City's participation in the New Jersey State
Civil Service System.

. (f) Every effort shall be made to simulate high morale by fair
administration of this Chapter and by consideration of the rights and interest
of employees, consistent with the best interests of the public and the City.

(g) Continuity of employment shall be subject to good behavior,
satisfactory performance of work, necessity for the performance of work,
and availability of funds.

(R.Q. 1957, 5:3-1, adopted Dec. 1, 1969)

Sec. 11:2-1A. Equal employment opportunity.

(a) It is the intent of the City to assure equal employment opportunity
based on ability and fitness to all persons regardless of race, religion, color,
creed, national origin, sex, marital status, age, or the presence of any sensory,
mental, or physical disability unless such disability effectively prevents the
performance of the essential duties required of the position and which are
bona fide occupational qualifications and which cannot be accommodated
without undue hardship pursuant to Title I of the Americans with Disabilities
Act.

(b) In accordance with Title II of the Americans with Disabilities Act, the
City shall promote and afford equal treatment and services to all citizens,
employees and City representatives. No qualified individual with a disability
shall, by reason of such disability be excluded from participation in or be
denied the benefits of the services, programs, or activities of a City service,
program or activity or be subjected to discrimination by any City agency.

(c) The City shall atrive to achieve a balanced representation of racial,
social, ethnic and disabled persons on City boards, commissions and ad hoc
committees.

(d) It is the intent of the City to make every reasonable effort to provide
accessible locations (upon request) to accommodate disabled persons to
participate on boards and commissions. Every reasonable effort will be made
to provide an accessible work environment for disabled municipal
employees.

(e) City staff shall be trained to ensure that disabled persons may
participate in and benefit from City programs, services and activities. _

(f) In the event citizens, employees, or other participants in the City's
programs, services and/or activities feel the City has violated their rights

352
Rev. Ord. Supp. 12/95

e’



§11:2-1A PERSONNEL §11:23

under the Americans with Disabilities Act, the complainants shall avail
themselves of the grievance procedures as outlined in Section 11:13-4 of the
Plainfield Municipal Code.

(MC 1995-07, March 20, 1995.)

Sec. 11:2-2. Power of appointment.

(a) The appointment of the City Administrator and all Department
Directors of the City and appointments for which no other provision is made
by or pursuant to the Charter shall be made by the Mayor, with the advice
and consent of the Council.

(b) Each Department Director shall appoint, promote and remove
subordinate officers within his department, subject to the approval of the
City Administrator, and in accordance with the Civil Service Statutes of the

State of New Jersey.2
(R.0. 1957, 5:3-2, adopted Dec. 1, 1969)

Sec. 11:2-3. Allocation of offices and positions to classified or
unclassified service.

(a) All offices and positions of the City shall be and are hereby allocated
to the classified service and unclassified service.
(b) The unclassified service shall include the following:
(1) All elected officials and members of citizen boards and committees;
(2) City Administrator, Deputy City Administrator, Clerk, Deputy
Clerk, City Assessor, Collector of Taxes, Department Directors, Director of
Welfare, Executive Director of Human Relations, City Engineer, Judge of
Municipal Court, Attorney for the Planning Board, Attorney for the Board of
Ad-

2 State law reference: As to appointments, promotions, removals, and
discharges generally, see N.J.S.A. 11:21-1 et seq.
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justment and Corporation Counsel, together with any legal assistants, including
the City Prosecutor and City Solicitor;

(3) One (1) secretary each to the Mayor, City Administrator,
Department Directors;

(4) Volunteer personnel and personnel appointed to service without
compensation;

(5) Consultants and counsel rendering temporary professional service:
and,

(6) All other offices or positions that are so listed as unclassified by
N.IS. A 11:22:2,

(c) The classified service shall include all other positions in the City’s
service that are not specifically placed in the unclassified service by statute or
which are not excluded from the classified service by NJ.S.A. 11:22-2.

(R.O. 1957, 5:3-3, adopted Dec. 1, 1969; as amended by MC-1971-9 §1, Sep-
tember 20, 1971)

Sec. 11:24. Scope of Chapter.>

The provisions of this Chapter shall apply only to the classified service
unless otherwise specifically provided therein.
(R.0. 1957, 5:34, adopted Dec. 1, 1969)

ARTICLE 3. CLASSIFICATION PLAN.

Sec. 11:3-1. Establishment.

(a) The City Administrator shall make or cause to be made an analysis of
the duties and responsibilities of all full-time positions in the City except his
own position.

(b) He shall recommend to the Mayor for transmission to the Council a
position classification plan. The salary and wage schedule adopted by Council
shall identify the position classification. Within thirty (30) days after adoption
of such salary and wage schedule, the City Administrator shall assign each

3State law reference: As to general provisions for persons in classified service,
see N.JS.A. 11:22-3 et seq.
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employee to an appropriate class in accordance with such schedule and with
the approval of the Civil Service Department of the State of New Jersey.
(R.O. 1957, 5:4-1, adopted Dec. 1, 1969)

Sec. 11:3-2. Basis of position classification.*

(a) Each employee shall be assigned or allocated to an appropriate job
classification on the basis of the kind and ievel of his duties and responsibilities
to the end that all positions in the same job class shall be sufficiently alike to
permit the use of a single descriptive title, the same tests of competence and
the same salary range, thus carrying out the basic principle of classification
which is equal pay for equal work.

(b) A job class may contain one (1) position or a number of positions. The
City Administrator shall from time to time review the job classes and submit a
report thereof to the Mayor.

(R.0. 1957, 5:4-2, adopted Dec. 1, 1969)

Sec. 11:3-3. Change in classification plan.

(a) The position classification plan may be amended from time to time by
the Council upon recommendation of the Mayor and the City Administrator
with approval of the Civil Service Department of the State of New Jersey. Such
changes may result from the need for creating new positions, changes in
organization, or changes in assigned duties and responsibilities.

(b) The City Administrator shall review all requests for creation of new
positions, the abolition or consolidation of present positions, reclassification of
positions to different job classes, or the reallocation of positions to new salary
ranges. In such review, he shall study the current duties and responsibilities of
the position concemed and take appropriate action, with the approval of the
Civil Service Department of the State of New Jersey, necessary to insure the
correct classification and allocation of the position.

(c) Each Department Director shall report to the City Administrator any
changes in his organization or assignment of duties and responsibilities to a
given employee which would result in changes in the position classification
plan or in the classification of any of the positions in his department.

4State law reference: As to classification of employees, standards of salaries or
wages, see N.J.S.A. 11:24-1 et seq.
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(d) An employee may submit a request in writing to the City Administrator
at any time for a review of the duties and responsibilities of his position. Such
a request shall be submitted through his division head and shall include the
employee’s own description of his current duties and responsibilities. The City
Administrator shall then make an investigation of the position to determine his
correct allocation. He shall report his findings in writing to the Mayor and
furnish a copy to the employee requesting the review and to his Department
Director.

(¢) An employee may submit a request for a review of the duties and
responsibilities of his position directly to the Civil Service Department of the
State of New Jersey.

(R.0. 1957, 5:4-3, adopted Dec. 1, 1969)

Sec. 11:34. Abolition of position; effect.5

(a) A position may be abolished or the number of personnel reduced by the
Council for reasons of economy or for reasons of a reorganization within a
Department or Departments.

(b) A permanent employee must receive a written notice of such action
forty-five (45) days prior to its effective date.

(c) Every effort shall be made by the City in cooperation with the Civil
Service Department of the State of New Jersey to reassign any affected
permanent employee to another position in the City’s service for which the
employee may be qualified. If no such position is available immediately, the
name of the affected employee shall be kept on a special reemployment list
and he must be offered employment should a vacancy occur in a position for
which he is qualified prior to taking applications for the vacancy.

(d) If an employee is demoted because of economy or departmental
reorganization, he shall be placed in the new salary range at a step no lower
than the step he held in his prior position before demotion.

(R.0. 1957, 5:44, adopted Dec. 1, 1969)

SState law reference: As to abolition of Police or Fire Divisions posiitions, see
N.JS.A.40:11-10 et seq.
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ARTICLE 4. PAY PLAN.

Sec. 11:4-1. Notice to employee of pay and salary range; basis for further
increase.

(a) After each class or position has been assigned to a salary range and the
pay plan and rules for its administration have been approved by the Mayor and
adopted by the Council, each employee shall be advised of his rate of pay and
the salary range to which his position title has been assigned. When an
employee attains the maximum rate of this salary range for his position, he
shall not receive further salary increases, unless:

(1) His position is reclassified;
(2) He is promoted to another position having a higher salary range;
(3) His position’s salary range is increased;
(4) He is given a longevity increase; or,
(5) A general salary increase is granted to all employees.
(R.0. 1957, 5:5-1, adopted Dec. 1, 1969}

Sec. 11:4-2. New appointments.

(2) A new employee shall be paid at the minimum of the approved salary
range for the position to which he is appointed.

(b) In exceptional cases, an employee may be appointed at a rate above the
minimum, but not in excess of one (1) step below the maximum.
(R.0. 1957, 5:5-2, adopted Dec. 1, 1969)

Sec. 11:4-3. Demotions.
An employee demoted for disciplinary reasons to a job class having a lower
salary range, shall receive such salary as the City Administrator shall specify.

Such salary shall not exceed the maximum step of the lower salary range.
(R.0. 1957, 5:5-3, adopted Dec. 1, 1969)
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Sec. 11:44. Reinstatement.

When an employee is reinstated following a layoff for reasons of economy
to a position in the same classification, he will enter the position at the same
step in the salary range as he held prior to being laid off. Except for the period
of time of the layoff, his service will be considered continucus for the purposes
of promotion, seniority, layoff and vacation.

(R.0. 1957, 5:5-5, adopted Dec. 1, 1969)

Sec. 11:4-5. Reemployment.

(a) When an employee is reemployed following a resignation in good
standing to a position in the same classification, he will enter the position at a
salary step, within the appropriate range, as determined by the Appointing
Authority.

(b) At the discretion of the appointing authority, his service may be
considered continuous for purposes of vacation. In no case shall service be
considered continuous for purposes of promotion, seniority or layoff.

(c) In the case of reemployment within two (2) years of a resignation in
good standing, an employee may be rehired at the same title without
examination by the Civil Service Department of the State of New Jersey,
provided no promotional or special reemployment lists exist for the title.

(R.0. 1957, 5:5-6, adopted Dec. 1, 1969)

Sec. 11:4-6. Transfer.
If an employee is transferred or reassigned into another Department or
Division within the City service, his service will be considered continuous for

the purposes of promotion, seniority, layoff and vacation.
(R.0. 1957,5:5-7, adopted Dec. 1, 1969)

ARTICLE 5. APPOINTMENTS: COMPETITIVE.
EXAMINATIONS: PERMANENT STATUS.

Sec. 11:5-1. Basis for original appointments; quatifications.

(a) All candidates for employment by the City shall be citizens of the
United States, and residents of the City at the time of their appointment,
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