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LEAVES, HOURS & EMPLOYEE DEVELOPMENT 

CHAPTER 6 

LEAVES, HOURS OF WORK AND 
EMPLOYEE DEVELOPMENT 

Authority 

N.J.S.A. 11A:2-6(d), 11A:6-1 through 11A:6-29, 11A:6-31, 18A:31-2, 
30:4-178, 34:11B-1 et seq., 38:23-1, 38:23-2, 38:23-3, 38A:4-4, 
40A:14-177, 52:14-26.2; Executive Order No. 12 (1990); 42 
U.S.C. §§ 12101 et seq., 29 U.S.C. §§ 2601 et seq. and 29 C.P.R. 
825. 

Source and Effective Date 

R.1998 d.57 and d.58, effective December 19, 1997. 
See: 29 N.J.R. 4364(a), 30 N.J.R. 384(a); 

29 N.J.R. 4590(a), 30 N.J.R. 384(b). 

Chapter Expiration Date 

In accordance with N.J.S.A. 52:14B-5.1c, Chapter 6, Leaves, Hours of 
Work and Employee Development, expires on June 17, 2003. See: 35 
N.J.R. 339(a). 

Chapter Historical Note 

Chapter 6, Leaves, Hours of Work and Employee Development, 
Subchapters 1 through 5, was adopted as R.1988 d.13, effective January 
4, 1988. See: 19 N.J.R. 1764(a), 20 N.J.R. 54(a). See, also, Historical 
Notes at repealed N.J.A.C. 4:1, Civil Service Rules, specifically Sub­
chapters 17, 18, 20 and 26; repealed N.J.A.C. 4:2, State Service, 
specifically Subchapters 17, 18, 20 and 26; and repealed N.J.A.C. 4:3, 
Local Service, specifically Subchapters 17 and 20. Subchapter 6, 
Awards Program, was adopted as R.1988 d.ll, effective January 4, 
1988. See: 19 N.J.R. 1774(a), 20 N.J.R. 67(a). See, also, Historical 
Note and section annotations at repealed N.J.A.C. 4:4, New Jersey 
State Employees' Awards Committee Rules. 

Pursuant to Executive Order No. 66(1978), Chapter 6 was readopted 
as R.1993 d.47, effective December 22, 1992. See 24 N.J.R. 3590(a), 25 
N.J.R. 293(a). 

Pursuant to Executive Order No. 66(1978), Subchapters 1 through 5 
were readopted as R.1998 d.57, effective December 19, 1997; and 
Subchapter 6, Awards Program, was readopted as R.1998 d.58, effective 
December 19, 1997. See: Source and Effective Date. See, also, 
section annotations. 

Cross References 

Applicability of this chapter to SES members, see N.J.A.C. 4A:3-2.6. 
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4A:6-1.1 

SUBCHAPTER 1. LEAVES OF ABSENCE 

4A:6-1.1 General provisions 
(a) In local service, appointing authorities shall establish 

types of leaves and procedures for leaves of absence. 

1. Pursuant to this subchapter, employees in local 
service shall also be entitled to vacation leave (N.J.A.C. 
4A:6-1.2(b) through (h)); sick leave (N.J.A.C. 
4A:6-1.3(a) through (h)); military leave (N.J.A.C. 
4A:6-1.11); gubernatorial appointment leave (N.J.A.C. 
4A:6-1.12); convention leave (N.J.A.C. 4A:6-1.13); 
elective office leave (N.J.A.C. 4A:6-1.17); family leave 
under State law (N.J.A.C. 4A:6-1.21A); and Federal 
family and medical leave (N.J.A.C. 4A:6-1.21B). 

2. An appointing authority may grant permanent em­
ployees a leave of absence without pay for a period not to 
exceed one year. A leave may be extended beyond one 
year for exceptional circumstances upon request of the 
appointing authority and written approval of the Depart­
ment of Personnel. 

3. An appointing authority may grant unpaid union 
leave pursuant to N.J.A.C. 4A:6-1.16. 

4. Vacation and sick leaves for police officers and 
firefighters are established by local ordinance. See 
N.J.S.A. 40A:14-7 and 40A:14-118. 

(b) In State service, this subchapter shall apply to career 
service employees, unless otherwise indicated. Temporary 
employees (see N.J.S.A. 11A:4-13c.) are not entitled to the 
leaves or benefits in this subchapter. 

(c) Records of all employee leaves of absence and types 
of leave shall be maintained by State and local appointing 
authorities and reported to the Department of Personnel for 
the official State record in the prescribed manner and form. 

(d) A leave of absence shall not disqualify an applicant 
for a promotional examination. 

(e) Where leave procedures are not set by this subchap­
ter, appointing authorities shall establish such procedures 
subject to applicable negotiations requirements. 

Amended by R.1990 d.387, effective August 6, 1990. 
See: 22 N.J.R. 1300(b), 22 N.J.R. 2263(a). 

In (a)l: added "and family leave" with N.J.A.C. citation. 
Amended by R.1994 d.620, effective December 19, 1994. 
See: 26 N.J.R. 3511(a), 26 N.J.R. 5002(b). 

4A:6-1.2 Vacation leave 
(a) Full-time State employees in the career service shall 

be entitled to annual paid vacation leave, credited at the 
beginning of each calendar year in anticipation of continued 
employment, based on their years of continuous State full­
time or part-time service in the career, senior executive or 
unclassified service. See (c) below for definition of continu­
ous service. 
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1. New employees shall only receive one working day 
for the initial month of employment if they begin work on 
the 1st through the 8th day of the calendar month, and 
one-half working day if they begin on the 9th through the 
23rd day of the month. 

2. After the initial month of employment and up to 
the end of the first calendar year, employees shall receive 
one working day for each month of service. Thereafter, 
employees shall receive paid vacation leave as follows: 

i. From the beginning of the first full calendar year 
of employment and up to five years of continuous 
service, 12 working days; 

ii. After five years of continuous service and up to 
12 years of continuous service, 15 working days; 

iii. After 12 years of continuous service and up to 
20 years of continuous service, 20 working days; 

iv. Over 20 years of continuous service, 25 working 
days. 

3. . An increase in vacation leave shall be granted at 
the beginning of the calendar year in which the years of 
service requirement will be met. 

i. When there is a change in the calendar year in 
which the years of service requirement is met, due to an 
employee's leave without pay, the employee shall be 
liable for any increased vacation leave that was not 
earned. 

4. Vacation leave credits shall not accrue after an 
employee has resigned or retired although his or her 
name is being retained on the payroll until exhaustion of 
vacation or other compensatory leave. 

(b) From initial employment up to the end of the first 
calendar year, annual paid vacation leave for full-time local 
employees shall be at least the amounts specified in (a)l 
and (a )2 above. Thereafter their vacation leave shall be at 
least: 

1. From the beginning of the first full calendar year of 
employment and up to 10 years of continuous service, 12 
working days; 

2. After 10 years of service and up to 20 years of 
continuous service, 15 working days; and 

3. After 20 years of continuous service, 20 working 
days. 

(c) Continuous service, for purposes of this section, shall 
mean employment for the same jurisdiction, or, if the 
requirements of N.J.A.C. 4A:4-7.1A are met, employment 
for different jurisdictions (except in the case of the intergov­
ernmental transfer of a police officer and firefighter), with­
out actual interruption due to resignation, retirement or 
removal. 
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1. An appointing authority may, with Department of 
Personnel approval, grant leaves of absence without pay 
to nonpermanent career service State employees for ex-

'---./' ceptional situations. Such leaves shall not exceed six 
biweekly pay-periods, or the equivalent, and shall not 
continue beyond termination of the appointment. Such 
leaves may be extended up to an additional six months, 
upon request of the appointing authority and written 
approval by the Department of Personnel, in cases of 
personal illness or disability. Leave without pay for 
nonpermanent employees may be terminated at any time. 

2. Leave for union office for permanent and nonper­
manent employees, pursuant to N.J.A.C. 4A:6-1.16, may 
be for periods longer than those specified in (a) and (a)l 
above, as provided in the negotiated agreement. 

(b) Employees in the senior executive and unclassified 
service may be granted leaves of absence without pay up to 
one year, at the discretion of the appointing authority. 

(c) An appointing authority may permit an employee to 
return from a leave of absence without pay prior to its 
conclusion. 

(d) Appointing authorities shall set procedures subject to 
review by the Department of Personnel for leave without 
pay. 

(e) For family leave under State law, see N.J.A.C. 
4A:6-1.21A. For Federal family and medical leave, see 

··-..______/ N.J.A.C. 4A:6-1.21B. 

Amended by R.1989 d.29, effective January 3, 1989. 
See: 20 N.J.R. 133(a), 21 N.J.R. 19(a). 

(a): Deleted text "Leave for union ... the negotiated agreement." 
and added "Such leaves may ... "; added (a)l. 
Amended by R.1990 d.387, effective August 6, 1990. 
See: 22 N.J.R. 1300(b), 22 N.J.R. 2263(a). 

Added new subsection (e). 
Amended by R.1994 d.620, effective December 19, 1994. 
See: 26 N.J.R. 3511(a), 26 N.J.R. 5002(b). 

Case Notes 

Temporary leave of absence from classified position to fill unclassi­
fied position does not violate civil s·ervice rules and regulations (citing 
former N.J.A.C. 4:1-17.6). Zamboni v. Stamler, 199 N.J.Super. 378, 
489 A.2d 1169 (App.Div.1985). 

4A:6-1.11 Military leave 

(a) An employee in the career, senior executive or un­
classified service, other than a person holding a position for 
a fixed term or period, who enters the military service in 
time of war or emergency, or for any period of training, or 
pursuant to any selective service system, shall be entitled to 
a leave of absence without pay for the period of such service 
and three months after discharge. However, if an employee 
is incapacitated by wound or illness at the time of discharge, 
such leav~ shall be extended until three months from recov­
ery but in no event more than two years from date of 
discharge. 
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1. During such leave of absence, the employee shall 
continue to accrue seniority and salary increments, if 
applicable, in his or her title. 

2. No entitlements under this section shall be granted 
if the separation from military service is by a dishonorable 
discharge. See N.J.S.A. 38:23-4. 

3. For Federal reemployment rights, see 43 U.S.C. 
Section 2021. 

(b) An employee in the career, senior executive or un­
classified service who is a member of the national guard or 
other component of the organized militia of the State of 
New Jersey shall be entitled to a leave of absence with pay 
not to exceed 90 days in the aggregate in any one year that 
he or she is required to engage in active duty or active duty 
for training. See N.J.A.C. 5A:2-2.l(d) for types of required 
duty. However, appointing authorities may reschedule an 
employee's work time to avoid conflict with such required 
duty. · 

1. A leave of absence with pay shall also be granted 
for other military duty when ordered by the Governor in 
case of insurrection, breach of the peace, national disaster 
or imminent danger to public safety. 

2. Such leave of absence shall be in addition to the 
regular vacation allowed such employee. See N.J.S.A. 
38A:4-4. 

(c) A permanent employee who is a member of the 
organized reserves of the Army, Navy, Air Force or Marine 
Corps of the United States or other affiliated organizations 
shall be entitled to a leave of absence with pay on days on 
which he or she is required to engage in field training, but 
only that training which consists of participation in unit 
training field operations and is a part of the required annual 
tour of duty in order to be a member of that component. 
However, appointing authorities may reschedule an employ­
ee's work time to avoid conflict with military field training. 

1. A nonpermanent employee serving for one year or 
longer shall be entitled to a leave of absence with pay not 
to exceed 30 days in the aggregate in any one year while 
engaged in field training. A leave of absence without pay 
shall be granted to a nonpermanent employee serving for 
less than a year while engaged in field training. 

2. Such leave of absence shall be in addition to the 
regular vacation allowed such employee. See N.J.S.A. 
38:23-1 and 38:23-1.1. 

(d) An employee is entitled to a leave of absence without 
pay for such other national guard, state organized militia or 
United States reserve duty not covered by (b) or (c) above. 

1. During such leave of absence, the employee shall 
continue to accrue seniority and salary increments, if 
applicable, in his or her title. 
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2. At the discretion of the employee, vacation leave, 
administrative leave and other accrued compensation may 
be used for such absences. 

(e) For military leave regulations promulgated by the 
New Jersey Department of Defense, see N.J.A.C. 5A:2. 

Amended by R.1994 d.73, effective February 7, 1994. 
See: 25 N.J.R. 4824(a), 26 N.J.R. 795(b). 

Case Notes 

Employee not entitled to civilian pay while on voluntary military 
training (citing former N.J.A.C. 4:1-17.3). Hill v. Camden, 190 N.J.Su­
per. 418, 475 A.2d 567 (App.Div.1983) certification denied 96 N.J. 263, 
475 A.2d 567. 

Entitlement to purchase credit for time spent on military leave 
upheld because it was involuntary and involved active duty for training 
(citing former N.J.A.C. 4:1-17.9). Abbots v. Bd. of Trustees, 8 
N.J.A.R. 102 (1984). 

4A:6-1.12 Leave for appointment by Governor 

When a permanent employee or an employee in the 
senior executive service is appointed by the Governor to an 
office, the appointing authority shall grant and record a 
leave of absence without pay for the period of appointment, 
provided that the employee requests such a leave of absence 
prior to the appointment. Upon the expiration of the leave, 
the employee shall have the right to return to the former 
title and receive all the rights, privileges and benefits of that 
title as if he or she had remained in that title. See N.J.S.A. 
52:14-16.2. 

Amended by R.1994 d.73, effective February 7, 1994. 
See: 25 N.J.R. 4824(a), 26 N.J.R. 795(b). 

4A:6-1.13 Convention leave 

(a) Every employee in the career, senior executive or 
unclassified service who is a duly authorized representative 
shall, upon request, be granted a leave of absence with pay 
for a period of up to five days in any calendar year to attend 
any State or national convention of any one or more of the 
established veterans organizations listed in N.J.S.A. 38:23-2 
and the New Jersey Civil Service Association. The five days 
shall include necessary travel time. Written notice from the 
appropriate organization indicating that the employee is a 
duly authorized delegate shall be submitted to the appoint­
ing authority prior to the convention. A certificate of 
attendance shall be submitted to the appointing authority 
after the convention indicating the delegate's attendance. 

(b) Every employee who is a duly authorized representa­
tive of the following organizations shall be granted a leave 
of absence with pay to attend the following conventions. 
The leave shall be for a period inclusive of the duration of 
the convention with a reasonable time allowed for travel to 
and from the convention. A certificate of attendance at the 
convention shall, upon request, be submitted by the repre­
sentative so attending. See N.J.S.A. 11A:6-10; N.J.S.A. 
40A:14-177 and 38:23-2. 
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1. American Federation of Police Officers, Inc.; 

2. Bronze Shield, Inc.; 

3. Batons; 

4. Fire Fighters Association of New Jersey; 

5. Firemen's Mutual Benevolent Association Inc.; 

6. Fraternal Order of Police; 

7. New Jersey Association of Chiefs of Police; 

8. New Jersey State Exempt Firemen's Association; 

9. New Jersey State Patrolmen's Benevolent Associa­
tion, Inc.; 

10. Uniformed Firemen's Association; 

11. Vulcan Pioneers; 

12. A member organization of the New Jersey Council 
of Charter Members of the National Black Police Associ­
ation, Inc. 

(c) Any corrections officer who is a member of the Italian 
American Police Society of New Jersey shall be granted a 
leave of absence with pay to attend any State or national 
convention of the organization. The leave shall be for a 
period inclusive of the duration of the convention with a 

~:~~n~l~e~~~c:~~o:;da{tC:nY::~~ t~ ~~~ ~~:e~t~o~0~~:~~ ~) 
upon request, be submitted by the member so attending. 
See N.J.S.A. 11A:6-10. 

(d) Persons designated by the Governor shall be granted 
leaves of absence to attend the convention of the American 
Correctional Association (American Prison Association). 
See N.J.S.A. 30:4-178. 

(e) Any full-time teaching staff member, secretary or 
office clerk of any local school district who applies to his or 
her board of education shall be granted a leave of absence 
with pay to attend the convention of the New Jersey Edu­
cation Association. Such leave shall not exceed two days 
within any one calendar year, The employee must file a 
certificate of attendance with the board of education. The 
certificate must be signed by the executive secretary of the 
association for the employee to receive paid leave. See 
N.J.S.A. 18A:31-2. 

(f) The Chancellor of Higher Education, with approval of 
the Board of Higher Education, may prepare rules concern­
ing leaves of absence and payment during such leaves for 
teachers employed in the State colleges. See N.J.S.A. 
18A:64-16. 

Amended by R.1994 d.73, effective February 7, 1994. 
See: 25 N.J.R. 4824(a), 26 N.J.R. 795(b). 
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Case Notes 
Sick leave injury benefits paid to public employees under the Civil 

Service Act constitute, like worker's compensation itself, wage-loss 
replacement benefits rather than remuneration for services rendered, 
therefore the benefits are not "wages" or "remuneration" within the 
meaning of the unemployment and temporary disability benefit laws. 
Atty.Gen.F.0.1980, No. 20. 

4A:6-1.14 Education leave: State service 

In State service, an appointing authority may, with De­
partment of Personnel approval, grant an employee in the 
career, senior executive or unclassified service education 
leave with or without pay for the purpose of obtaining 
training that is of direct value to the State but is not 
available through State inservice training programs. See 
N.J.A.C. 4A:6-4.6 for tuition aid programs. 

4A:6-1.15 Leave for athletic competition: State service 

(a) Any State employee in the career, senior executive or 
unclassified service who qualifies as a member of the United 
States team for athletic competition at the world, Pan 
American or Olympic level, in a sport contested in either 
Pan American or Olympic competitions, shall be granted a 
leave of absence with pay for the purpose of preparing for 
and engaging in the competition. 
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(b) Such paid leave shall be no more than 90 calendar 
days in one year or the combined days of the official 
training camp and competition, whichever is less. 

4A:6-1.16 Leave for union office 

An appointing authority may grant a leave of absence 
without pay to any employee elected or appointed as an 
official of the employee's union. The maximum period for 
such leaves shall be a subject of negotiation between the 
employer and union. 

4A:6-1.17 Leave for elective office: local service 

(a) A permanent employee in local service shall be grant­
ed a leave of absence without pay to fill elective public 
office for the term of the office. 

1. The employee shall be entitled to return to his or 
her permanent title within six years from the date the 
leave begins, provided that a written request to return is 
submitted to the appointing authority before the leave 
expires. If the term of the elective office exceeds six 
years, the employee's name shall be placed on a special 
reemployment list at the expiration of the six years. 
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Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 N.J.R. 293(a). 

Revised (b)-(e); redesignated (e) as (f); added new (g). 
Amended by R.2000 d.ll, effective January 3, 2000. 
See: 31 N.J.R. 2824(a), 32 N.J.R. 3S(a). 

Rewrote the section. 

4A:6-5.3 PAR use and review: State service 

(a) An employee receiving an annual PAR rating below 
the Commendable level shall be denied an anniversary date 
increment. 

1. An appointing authority may request an anniversary 
date increment for an employee who was denied an 
increment because of receiving an Unsatisfactory rating 
but whose performance has subsequently improved. If 
approved by the Department of Personnel, such incre­
ment shall not be effective until a pay period beginning at 
least 90 days after the employee's anniversary date. 

2. An employee who receives an annual rating below 
the Commendable level should be referred by the ap­
pointing authority to the Employee Advisory Service. See 
N.J.A.C. 4A:6-4.10. 

(b) Employees who are not represented by a collective 
negotiations unit may appeal performance standards or a 
fmal PAR rating of Unsatisfactory or Commendable 
through noncontractual grievance procedures. See N.J.A.C. 
4A:2-3.1. In addition to the grievance procedure require­
ments, all appeals shall be accompanied by a copy of the 
PAR evaluation. 

(c) Employees who are represented by a collective negoti­
ations unit may appeal performance standards or a final 
PAR rating of Unsatisfactory or Commendable as a noncon­
tractual grievance in accordance with the following proce­
dures: 

1. Step One grievance procedures shall be conducted 
as set forth in N.J.A.C. 4A:2-3.4. 

2. A grievant may appeal a Step One grievance deci­
sion to the PAR Joint Union Management Panel within 
10 calendar days of receipt of the written decision at Step 
One, or a lack of timely response by the appointing 
authority. The appeal shall be accompanied by material 
presented at Step One and any written records or deci­
sions from Step One. 

i. The Joint Union Management Panel shall consist 
of one individual selected by the appointing authority, 
one individual selected by the affected negotiations 
representative and one neutral individual jointly select­
ed by the appointing authority and the affected negotia­
tions representative. 

ii. The panel shall meet, provided there are at least 
four Second Step appeals to be heard. The panel shall 
meet one additional day each month for every four 
additional appeals to be heard. When in any month 
there is no meeting because there are fewer than four 

4A:6-5.3 

appeals to be heard, there shall be a meeting the 
following month, so long as there are any cases to be 
heard. 

iii. The appointing authority and union panel mem­
bers shall discuss each appeal on the agenda and, with 
the assistance of the neutral panel member, attempt to 
jointly resolve the appeal. 

iv. If the appointing authority and union cannot 
come to a joint resolution, the appeal shall be heard by 
the full panel. At any Second Step appeal hearing, the 
employee may be represented by a union steward, local 
union officer and/or local union staff representative. 

v. The parties may call witnesses and present evi­
dence at the Second Step appeal hearing. However, 
each hearing shall conclude within approximately four 
hours. The neutral panel member shall control the 
admission of testimony and evidence to ensure adher­
ence to this time frame. 

vi. The panel shall issue a written decision within 10 
days of the hearing. Each panel member shall have one 
vote. 

3. Appeals from decisions of the Joint Union Manage­
ment Panel may be made to the Department of Personnel 
in accordance with N.J.A.C. 4A:2-3.7(b). 

(d) An employee may appeal the final departmental deci­
sion to the Merit System Board within 20 days of receipt of 
the decision. 

1. The appeal shall be in writing and include a copy of 
the written departmental decision and the basis for the 
appeal. 

2. The employee shall have the burden of proof to 
establish that the actions of the supervisor in assigning the 
rating were arbitrary, unreasonable or induced by improp­
er motives. 

3. The Board shall render a final administrative deci­
sion upon the written record or such other proceeding as 
it deems appropriate. See N.J.A.C. 4A:2-1.1. 

(e) A rating of Unsatisfactory shall constitute evidence of 
incompetency, inefficiency or failure to perform duties. In a 
disciplinary action, an employee may challenge the basis of 
any rating that is an issue in the proceeding. 

(f) Performance ratings may be used as a factor in pro­
motion (see N.J.A.C. 4A:4-2.15) and layoff (N.J.A.C. 
4A:8-2.2(c)4). 

Administrative change to (g). 
See: 23 N.J.R. 1410(a). 
Amended by R.1993 d.47, effective January 19, 1993. 
See: 24 N.J.R. 3590(a), 25 NJ.R. 293(a). 

Revised text. 
Amended by R.2000 d.ll, effective January 3, 2000. 
See: 31 N.J.R. 2824(a), 32 N.J.R. 35(a). 

Rewrote the section. 
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4A:6-5.3 

Case Notes 

Statute providing for salary of judges of compensation controlled 
over regulation of salary adjustment committee. Matter of Boyan, 246 
N.J.Super. 300, 587 A.2d 640 (A.D.1991), certification granted 126 N.J. 
342, 598 A.2d 898, reversed 127 N.J. 266, 604 A2d 98. 

SUBCHAPTER 6. AWARDS PROGRAM 

Authority 

N.J.S.A. 11A:6-29 and 11A:6-31. 

Source and Effective Date 

R.2003 d.241, effective May 22, 2003. 
See: 35 N.J.R. 344(a), 35 N.J.R. 2637(b). 

Subchapter Expiration Date 

Subchapter 6, New Jersey Employee Awards Committee, expires on 
May 22, 2008. 

Subchapter Historical Note 

Subchapter 6, New Jersey Employee Awards Committee, was rea­
dopted as R.2003 d.241, effective May 22, 2003. See: Source and 
Effective Date. 

4A:6-6.1 General provisions 

(a) In local service, appointing authorities may establish 
and administer awards programs. 

(b) In State service, the following types of award pro-
grams are established: · 

1. Awards for Commendation; 

2. Awards for Suggestions; 

3. Service Recognition; 

4. Other awards programs as the New Jersey Employ­
ee Awards Committee may establish; and 

5. Department or agency awards programs approved 
by the New Jersey Employee Awards Committee. 

(c) The awards program applies to all employees in the 
executive branch of State government, whether in the ca­
reer, senior executive or unclassified service, including au­
tonomous agencies within executive departments; applicable 
employees in the Judiciary; and all employees in the Office 
of Legislative Services. 

Amended by R.1998 d.58, effective January 20, 1998. 
See: 29 N.J.R. 4590(a), 30 N.J.R. 384(b). 

Supp. 6-16-03 
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4A:6-6.2 New Jersey Employee Awards Committee: State 
service 

(a) The New Jersey Employee Awards Committee (Com­
mittee) shall be established in the Department of Personnel 
under the supervision of the Commissioner. The Commit­
tee shall consist of seven persons, each of whom shall be 
employed in a different department in the Executive 
Branch. 

1. Committee members shall be appointed by the 
Governor upon nomination by the Commissioner, for 
staggered terms of three years or until a successor is 
appointed. If a vacancy on the Committee occurs by 
reason other than expiration of term, the vacancy shall be 
IDled for the unexpired term. No member shall serve 
more than two consecutive full terms. 

2. Members of the Committee shall serve without 
compensation but shall be reimbursed for their actual and 
necessary expenses. 

3. The Committee shall meet and organize as soon as 
practicable after the annual appointment of new members 
and select a Chairperson from among its members. The 
Committee shall hold a regular meeting at least once each 
month unless there is no business to conduct or the 
Executive Secretary (Secretary) determines that agenda 
items are so routine that they may be held over to the 
next meeting. Special meetings may be held at the call of 
the Chairperson. 

4. The Secretary shall submit monthly reports to the 
Commissioner concerning operations of the Awards Pro­
gram, which shall include data on activity level, processing 
time, and program benefits to the State. This data will 
also be furnished to each agency's chief executive officer. 
The Secretary shall submit an annual report of the Com­
mittee's activities to the Governor through the Commis­
sioner. 

5. The administrative work of the Committee shall be 
performed by the Secretary and other necessary staff 
designated by the Commissioner. 

(b) Departmental committees shall be established in each 
agency operating under the Awards Program, under the 
supervision and direction of the Committee. Divisional and 
institutional award subcommittees may l:!e established within 
agencies, but the responsibility for the agencies' activities 
will remain with the departmental committees. 

6-30 

1. The departmental committees shall include at least 
three members appointed by the agency's chief executive 
officer for a term of one year, effective each May 18. 
Departmental committee members shall be employees 
who are responsible for evaluation and analysis of the 
agency's programs. The chairperson of the departmental 
committee shall be an individual who has direct access to 
the chief executive officer. When necessary, the services 
of a departmental committee member or other depart­
mental employee with expertise in cost-benefit analyses 
shall be made available to the departmental committee. 
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2. Departmental committees shall meet at least 
monthly unless there is no business to conduct and shall 
establish procedures for the processing of awards within 
their agencies, in accordance with the rules in this sub­
chapter and with the approval of the Committee. 

3. Departmental committees shall be responsible for 
objectively and impartially investigating and evaluating 
each proposed suggestion or award nomination furnished 
to them by the Committe~ and returning a timely and 
documented recommendation to the staff of the Commit­
tee. 

4. Departmental committees shall be responsible for 
suitable ceremonies for the presentation of awards to 
their employees and shall use available means, as the 
Committee may propose, to promote employee partic­
ipation in the awards program. 

5. Departmental committees shall report their activi­
ties to the Committee through their chairpersons. 

Amended by R.1998 d.58, effective January 20, 1998. 
See: 29 N.J.R. 4590(a), 30 N.J.R. 384(b). 

4A:6-6.3 Records: State service 

(a) The Committee shall maintain the following records: 

1. Official copies of the minutes of all meetings and 
all other official actions which are public information. 

2. Copies of all suggestions, as defined in N.J.A.C. 
4A:6-6.5, received by the Committee, along with support­
ing documents and recommendations from departmental 
committees. 

4A:6-6.4 

(b) The departmental committees shall maintain the fol­
lowing records: 

1. Official copies of the minutes of all meetings and 
all other official actions which are public information. 

2. Copies of each suggestion, as defined in N.J.A.C. 
4A:6-6.5, which is referred by the Committee, with sup­
porting documentation and the recommendation of the 
departmental committee. 

3. Records of all transactions and supportive docu­
mentation for Option No. 2 suggestions as defined in 
N.J.A.C. 4A:6-6.6. 

(c) Records shall be retained after the final action by the 
Committee in accordance with each department's record 
retention schedule. See N.J.A.C. 15:3-2.1 et seq. 

4A:6-6.4 Commendation awards: State service 
(a) Commendation Awards shall be established in, but 

not limited to, the following four categories: 

1. Heroism Awards may be made to employees who 
perform acts of bravery or personal sacrifice of a life 
threatening nature above and beyond the duties and 
responsibilities of the employee's position and which re­
flect credit upon the State of New Jersey, whether or not 
the act was performed during working hours. 

2. Exceptional Service Awards may be made to em­
ployees for outstanding acts of public service above and 
beyond the duties and responsibilities of the employee's 
position which shall include, but not be limited to, appro­
priate responses to a crisis or emergency situation and 
which reflect credit upon the State of New Jersey, wheth­
er or not the act was performed during working hours. 
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